PPLICATION INSTRUCTIONS:

1. Go Online: The UNA Online Employment System may be accessed by going to[http://jobs.una.edul

You should see the following screen:

Human &QOM‘C&G Online Employment System

Changing Lives. Creating Futures.

HOME
SEARCH POSTINGS Welcome to the career site for
CREATE APPLICATION The University of North Alabama!
LOGIN
To see our current open positions, please click on a Job Category belows:
HUMAN RESOURCES
* HOME Eaculty Positions
Staff Positions
® UNA HOME
¢ EVMPLOVEE BENEFITS It is recommendead that you do not user your browser's "Back”, "Forward", or "Refresh”
SHDALS AREA, ALABAMA  buttons to navigate the site, or open a news browser window from your existing window. This may
INFORMATION cause unexpected results, including loss of data or being logged out of the system. Please use the
navigational buttons within the site.
New Users
e To search positions, click the Search Postings link on the navigation bar.
s To apply for a job, click the Create Application link on the navigation bar, then follow the
directions.
Returning Users
e Click the Login link on the navigation bar, and enter your username and password E
- Thim memmlalmm comi s me
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2. Create Application/Faculty Profile: First, click “Create Application” or if you have previously created an
application/faculty profile, click on “Login.” Once you have created an application/faculty profile, it can
be used to apply for any posted position thereafter. You will be prompted to create a unique username
and password to apply for postings and to re-access the site.

Human &QOM‘C&G Online Employment System

Changing Lives. Creating Futures.

HOME 2
SEARCH POSTINGS Welcome to the career site for
CREATE APPLICATION The University of North Alabama!
Locn ¢
To see our current epen positions, please click on a Job Category below: Click “Create Application” to
HUMAN RESOURCES
* LOME Faculty Positions start.
Staff Positions
# UNA HOME 1s)

EMPLOVEE BENEFITS
* It is recommended that you do not user your browser's "Back”, "Forward", or "Refresh”
buttons to navigate the site, or open a new browser window from your existing window. This may
cause unexpected results, including loss of data or being logged out of the system. Flease use the

o SHOALS AREA, ALABAIMA
INFORMATION

navigational buttons within the site. i
If you have previously created
New Users an application/faculty profile,
e To search positions, click the Search Postings link on the navigation bar. click “Login.”
e To apply for a job, click the Create Application link on the navigation bar, then follow the
directiens.

Returning Users

e Click the Login link on the navigation bar, and enter your username and password
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3. Search for Jobs: Search all current openings for employment.
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HOME
SEARCH POSTINGS Welcome to the career site for
CREATE APPLICATION The University of North Alabamal! p -
LoGIN Click “Search Postings” to search all
To see our current open positions, please click on a Job Category belows: current posted pOSitionS
HUMAN RESOURCES
* HOME Faculty Positions
Staff Positions
& UNA HOME

ans)
EMPLOYEE BENEFITS
* It is recommended that you do not user your browser's "Back”, "Forward", or "Refresh”
buttons to navigate the site, or open a new browser window from your existing window. This may

cause unexpected results, including loss of data or being logged out of the system. Flease use the
navigational buttons within the site.
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New Users

e To search positions, click the Search Postings link on the navigation bar.

e To apply for a job, click the Create Application link on the navigation bar, then follow the
directiens.

Returning Users

o Cli nk on the navigation bar, and enter your username and password k-
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When you find a position in which you may be interested, view the position details.
Huma,m, &goumeg Onfine Employment System
Fna Changing Lives. Creating Futures.

SEARCH POSTINGS
APPLICATION STATUS
MANAGE APPLICATIONS
CHANGE PASSWORD RETURNING USERS: Flease STOP and read this important message!

LOGOUT If you need to edit your application informatien before applying for a position, please login and click

on the 'Manage Applications' link on the navigation bar to the left. You will not be allowed to change
your application information after you have applied for a position.

To view the position details and/or apply to a position, click on the View link below the Job Title. To
sart, click on the arrow next to the column title.

Search Results

3 Records

i Job Title kd Job Open Date K Department

Tenuredrack Assistant Professor

o 07-17-2007 Accounting & Business Law . . .
Vien To view the posting, click
_:»i: ::IlplE Job Posting 07-17-2007 Human Resources

“view”.

To view open postings, please enter your search criteria below. You may view all open postings by not
specifying any search criteria and clicking on the Search button.

Search Postings
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4. Apply: You may apply for any job for which you meet the minimum qualifications. You may be
asked questions regarding your qualifications and will have the ability to attach a resume/CV, cover
letter, or other supporting materials.
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HOME .
SEARCH POSTINGS Job Details
APPLICATION STATUS
MANAGE APPLICATIONS Return to Search Results &) Printer-Friendly Version
CHANGE PASSWORD
LOGOUT

If you need to edit your application information before applying for a position, please login and TO a | for a Ostin Sim |

click on the 'Manage Applications' link on the navigation bar to the left. You will not be allowed to pp y p g' p y

change your application information after you have applied for a position. C|iCk ”a pply for thIS posting”

| APPLY FOR THIS POSTING |

Job Title: Tenure Track Assistant Professor

Department: Accounting & Business Law

JobjPosition Summary: Teaches and advises students in Accounting and Business Law.

’ Conducts professional research.

Additional Responsibilities:

Pasting Date: 07-20-2007

Closing Date: Open Until Filled

-
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When you have a finished applying for the position, the system will generate a confirmation number which
applies specifically to your application to that position.
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HOME
SEARCH POSTINGS
APPLICATION STATUS

MANAGE APPLICATIONS Your Application Has Been Submitted
CHANGE PASSWORD

LosouT Tenure Track Assistant Professor

« Welcome Squarepants, Spongebob. You are logged in. Thursday, Juy 15,607

The following is your confirmation number. Pleas: ve this number for

future reference: 553184

Thank you for your interest in this position. The screening and selection process is currently undenway
and will continue until a successful candidate is chosen. Should reviews of your qualifications result in a
decision to pursue your candidacy, you will be contacted.

Faculty and Staff/Service Employment Process Notification: To ensure that all applicants are
given fair and equitable consideration, the University has appointed an Equal Employment Opportunity
Officer to oversee the selection process which involves: the review of applications, the establishment of
a list of applicants for interviews, and, ultimately, the recommendation of the selected candidate to the
appropriate vice president. The vice president will review the recommendation and forward the
recemmendation through the Office of Human Resources and Affirmative Action to the President. A letter
of employment will be signed by the President, at which time an offer of employment is made to the
selected applicant. After the letter of employment has been signed, all applicants will be notified that the
position has been filled.

Adjunct Employment Process Notification: The Office of Human Resources and Affirmative Action
will notify you if you are selected to be placed in the UNA Adjunct Faculty Pool. You will remain in this
pool for five years. If you do not teach during this five-year period, your name will automatically be
removed from the pool. If you are not selected for placement in the pool this semester, you will need to
resubmit your application materials during the next available posting.




5. Once you have applied for a position, you will have the ability to check the status of your application

or withdraw your application for a position. You may also update and edjt'your profile at any time
by using your username and password.
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SEARCH POSTINGS « WWelcome Squarepants, Spongebob. You are logged in. Thursday, July 13/2007|
APPLICATION STATUS

MANAGE APPLICATIONS

Application Status
CHANGE PASSWORD
LOGOUT _ N
The table below lists the positions you have applied to.
+ Toremove your application from consideration for a position, click on the Withdraw Application
link for that position.
{Note: If you withdraw your application, you will not be able to gfply for the same
position again).
Application Status
1 Record
i Job i Confirmation | = . Application g Attached = View
u e u Appllcatlun m
Tenure
Track View Staff or In Progress
Assistant 553134 Service 07-19-2007 Withdraw
Professor Application Application
NOTE: To protect the security of your application information, please logout of the site and dose your browser window
when you are finished,
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6. Log In/Log Out: Log in using your username and password Log out every time you leave the site; if
there is no activity after sixty minutes, the site will automatically log you out.



