
New Applicants

If you have previously applied for a job at www.memorialhealth.com and you remember your username and password, please see the “Previous Applicant” section of these instructions. If you cannot remember your username and/or password, please click on the “Forgot Password” link at the login page and follow the instructions provided.

New Applicant Instructions 

· If you are using the kiosks in human resources, double click on [image: image1.jpg]


.  From any other computer, go to www.memorialhealth.com/jobs and click “Apply Online.”

· Read the Team Member Expectations Contract.

· Click “I Accept” to continue.

· You may search for a job by category or search all jobs. 

· To search by job category: Click on the arrow next to “Job Category,” click on the category you want, and click “Search.” 

· To search for all jobs: Click on the arrow next to “Locations,” click on the location you want, and click “Search.” 

· Click on the job title to read the job description. 

· Click “Apply Now” to fill out an application.

· Click “Register and Apply.” If you are already an employee, please don’t forget to click the “I am a current employee box” and then click “OK.”  

· If you are already registered, please see “Previous Applicant” section of these instructions.

· Required fields are in red and marked in red with an (*).
· E-mail address: if you do not have an e-mail address you should type in your first and last name (with no spaces) example – johnsmith@nowhere.com.
· Username and Password (four to12 alpha/numeric characters): create a username and password without using spaces. Be sure to make a note of both for future use. Keep in mind that your username and password are case sensitive.
· Type in your password again.

· Click “Continue Application.”

· Biographical Information: type in your biographical information. When complete, click “Save Bio Information & Move Forward.”  (Note: the format for the phone number is: (912) 555-1234.

· Profile Preferences: type in your profile preferences. When complete, click “Save Profile Info & Move Forward.”

· Employment Information: type in your employment information beginning with your current employer as the first employer. If you have additional employment history, click “Add Another Employment History;” otherwise, click “Complete Employment & Move Forward.”

· Education Information: type in your education information. If you have additional education information, click “Add Another Education History;” otherwise, click “Complete Education & Move Forward.”
· Upload Your Resume

· If you are using the kiosks in human resources, you will not be able to use this feature. Click on “Continue Application Without Uploading A Resume.”

· If you are using a personal computer click the "Browse" button. 

· Find the file you wish to use on your hard drive or disk.

· Click "Open."

· Click "Upload Your Resume & Continue Application." 

· Qualifications: type in your qualifications for the job. When complete click “Save Qualification Info & Move Forward.”

· Reference Information: type in your personal/professional references. If you have more than one reference click “Add Another Reference;” otherwise, click “Complete Reference & Move Forward.” If you do not have any references. click “Skip References.”

· Certification/Licensure Information: type in your licensure or certification information. If you do not have a certificate or license, click “Skip Certification.”

· Standard Application Questions: Answer the questions and click “Complete My Application.”

· Your application is complete. “Congratulations! You have completed the application” will be displayed on your screen. 

To check the status of an application

· At the My Job Finder page, type in your username and password and click “Login.”

· Click “My Applications” on the left side of the screen. You will be taken to the Application Tracking page to view the history of previous applications.  The current status column shows the status of your application.

Previous Applicant Instructions

· If you are using the kiosks in human resources, double click on [image: image2.jpg]


.  From any other computer, go to www.memorialhealth.com/jobs and click “Apply Online.”

· Read the Team Member Expectations Contract.

· Click “I Accept” to continue.

· If you cannot remember your username and/or password, please click on the “Forgot Password” link at the login page and follow the instructions provided.

To Apply for a Job

· At the Memorial University Medical Center Career Center page type in your username and password and click “Login.”

· Click “Search Jobs” on the left side of the screen. Look for the job you are interested in, click on the job title, and click “Click Here to Apply Online.” You will be taken to the Standard Application Questions page. Answer the questions and click “Complete My Application.”

· Your application is complete and “Congratulations! You have completed the application” will be displayed on your screen. 

To Check the Status of an Application

· At the “My Job Finder” page, type in your username and password and click “Login.”

· Click “My Applications” on the top left side of the screen. You will be taken to the Application Tracking page to view the history of previous applications. The “Current Status” column shows the status of your application.

Creating a Saved Search

While logged in to your account, you can create saved searches that automatically notify you when there are jobs that meet your criteria.
· On the My Job Finder page, enter your search criteria in the Search box.

· In the Save Search as Text box, type a name for your search, and then click Search. Your search results appear, and your search is saved. (By default, your search results will be sent to your e-mail address daily provided you have supplied a valid e-mail address, but you can edit or delete a saved search to change this at any time.)

· After you have created a saved search, you can view the results of your saved search at any time.


