
  
 

1. Go Online: The UNA Online Employment System may be accessed by going to http://jobs.una.edu.  
You should see the following screen: 

 
 

 
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. 

 
 
 

 

Click “Create Application” to 
start. 

If you have previously created 
an application/faculty profile, 
click “Login.” 

 

 

http://jobs.una.edu/


 
3.  Search for Jobs: Search all current openings for employment. 

 

 
 
 
  
When you find a position in which you may be interested, view the position details. 
 

 
 
 

 
 

 
 

Click “Search Postings” to search all 
current posted positions. 

To view the posting, click 
“view”.  

 

 



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. 

 

 
 
 
  
 
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. 
 

 
 
 

 
 
 
 
 

To apply for a posting, simply 
click “apply for this 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 edit your profile at any time 
by using your username and password. 

 
 

 
 
 
 
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. 
 

 
 


