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» This presentation will take approximately 10-15
minutes
 To go to the next slide, please click the
right arrow image »

e To return to the previous page, please click the left
arrow image <

Let’s get started!
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» After this tutorial, you will be able to:
 Find and view UC Berkeley job postings
* Create a Profile in Candidate Gateway
 Upload a resume and cover letter to your application
* Apply for an open position at UC Berkeley
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» Iltems to gather before you begin

* Your complete job history, educational background
Information, and reference contact information

 An electronic copy of your resume and cover letter — only if
you're planning to copy and paste or upload the information
» Things to remember
* Include your up-to-date contact information

« The system only allows you to upload one document, if you
want to include a resume and cover letter, they need to be
combined into ONE document

* You must complete the Referral Source section of the
application and agree to the terms and agreements for it to

be submitted
G »
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Cannect with UC Berkeley Jobs on n 5 E ™ GO to httQ //
Berkeley JObS jobs.berkeley.edu

UNIVERSITY ©OFJSC

ALIFORNIA The UC Berk@ley

Why Berkelay Job Listings Exploring Career Paths Benefits Diversity Announcements J .
obs Main Page

appears

World-class teaching, research,
and public service.

Mol people *Click the Apply
Now! External
Be a part of Applicants Link.
something BIG! You will then be
taken to the
Careers Home
Page

“eatured Items
Apply now!

e Featured Jobs in Operational Excellence
Internal External

e UCOP Benefits of Belonging @ &) (PDF) Applicants Applicants

e Academic Positions  Student Fositions <: '
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*Click the Register
Now link in the Login
OE:(it?]trigSglirréxlnLlfyeesneedtoapplythroughtheInternalApplicantLinkontheJobsatEIerkeIeywebsite click here to Redgister. bOX in the top right

External Applicants please enter your user name and password or Register Mow.

Keywords: | User Name: | | CO rn e r

Careers

Posted: | hd Password: | |
Search IAdvanced Search Search Tips Login | Login Help Reagister Mow

Review Status of Job Openings

Review listing of Job Openings that are currently open or that have been closed in the last ninety (90) days.

Latest Job Postings

@ First E Frevious |Next |I| Last @
Sel Date Job Title Job 1D Location
O 08M8/2011 HRIP ayroll Generalist | #12776 12776 Main Campus-Berkeley
O o8M82011 Fggt"erff’“?gfé;e’ S 12788 Main Campus-Berkeley
O] osrigi01q Shevance OficenGompiant o774 Main Campus-Berkeley
Cook, Asst (Temporary - -
O o08M82011 lcr’r?;'; :?Etset empota 12786 Wain Campus-Berkeley




REQISIENA O PACCOUNT

HUMAN RESOURCES

Register

Enter vour new user name and passwaord.

*User Hame |L.ICEI.AppIi|:ant

*Password | |

*Confirm Password | |

Register | Return to Previous Page

UNIVERSITY OF CALIFORNIA , BERKELEY

=Click in the User Name
field

=Select a user name that
you will be able to
remember

=This User Name is only
used to log into this site
and will not be seen by
the hiring departments.
This field is not case

sensitive

7
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Register =Enter a password that you
e Ut e et name and scenors will remember

Enter Registration Information *Do not use personal
“UserName UGB Applcant | information as your

*Password |nuuu |

password, such as your
birthday or social security
Register | Return to Previous Page
S number

=This field is case sensitive

=Re-enter the same
password in the Confirm

Password field
aw
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*Confirm Password |sssssess | |

=Click the Register button
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Careers Home Job Search Ny Saved Jobs Iy Saved Searches My Career Tools  Logout

=To search for jobs
Welcome based on key words or
job number, click here

Basic Job Search
Keywords: | kr 0 Applications and Drafts
Posted: | v| 0 Saved Resumes

Search | agyanceq Search Seardh Tns E— =To create a profile, click
here

Status of Job Openings

Feview listing of Job Openings that are currently open ar that have been closed in the last ninety {90) days.

Nofifications

You do not have any notifications. .TO reVIeW neWIy posted
Latos Job Psiings jobs, scroll down here

|E First E Previous |Ne;d E| L3z |E|

Select Date Job Title Job 1D Location
| 031712010 Payroll Assistant I #10758 10758 Main Campus-Berkeley
] 03162010 Efﬂsf;m SminiSiraios 2 10753 Off Campus-Berkeley

Packard Foundation Program ;
[] 03162010 Esgrg’:‘#ig';gga““” Program 45755 Main Campus-Berkeley

Analy.
| 03M&/2010 Systems Administrator 2 10513 IMain Campus-Berkeley ‘ »
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.When yOU CIle the My PI’OfI|e Careers Home  Job 5earch Ny Saved Jobs Iy Saved Searches My Career Tools  Logout
link, the My Profile page

appears, allowing you to enter
5 . You can update your name, address, phone number and email here. Changes made to your contact
r N nntormaton details on this page will be updated on all of the jobs you have applied to.
your contact informatio

"You must provide a first name, — |
dve Return to Previous Page

last name, zip code, and email

My Profile

address
. User Hame: uch applicant
=The rest of the contact fields Password: Change Password

Preferred Method of contact: | Mot Specified b |

are optional, but it is helpful to
provide multiple contact

meth OdS Hame Format: I Enalish | v|
Hame Prefix: bl
=Click Save when you are “Firsthame: | |
|

f|n|Shed Mididle Name:




HUMAN RESOURCES

Basic Job Search
Keywords: | 12345 |
Posted:

Flneline) 2 Peosiition

UNIVERSITY OF CALIFORNIA , BERKELEY

Search |Aﬂuanceﬂ Search Search Tips

=*|f you know the position

0 Applications and Orafts

050 Rssumes you are looking for, type

Iy Profile

Status of Job Openings

\the title or the job number
Into the Keywords

Review listing of Job Openings that are currently open ar that have been closed in the last ninety (90) days. SeCtl O n

O

OO o O

Latest Job Postings

Select Date Job Title Job ID

031712010 Associate Director (Financial Aid

lManager 2) #10757
03172010 Payroll Assistant Il #10758 10788

10757

Research Administrator 2
03162010 210757 10753

You do not have any nofifications. \ . - If nOt, you Can ScrOI I

through the list of jobs by
o e R clicking Next and
Wain Gampus-Berkeley PreV| ous

Main Campus-Berkeley . . . .
o o Bertelr __=Click the job title to view

Packard Foundation Progugsa—
02M6/2010 Tralvet 210755 10756

03/16/2010 Systemns Administrator 2 10513

e Campus kel the job description

I1ain Campus-Berkeley
11
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Job Description

. y

Job Title: Cal Youth & Outdoor Programs Assist. Camp Coordinator #10742 .Once yOU Ve

Job 1D 10742 o .

. | reviewed the job
ocation: [Main Campus-Berkeley

RegularTemporary: Regular Department Recreat] ports deSC”pthn, yOU can

Email to Friendl Save Job Apply Mow |/ Return to Previous Page apply fOr the JOb by
clicking Apply Now

Departmental Overview

The Strawberry Canyon and Cal Adventures programs offer sports and recreation, adventure and
environmental education, and leadership opportunities to hundreds of children, ages 5-16. Cur
pragrams, taught by enthusiastic, caring and well trained staff, offer a wide range of sports and
recreation activities designed to provide kids with cpportunities to learn, make friends, build
confidence, and have fun.

Responsihilities

Assist Camp Coordinator with youth camps in such areas as staff supervision, training, evaluation
and instruction. Assist with staffiparticipant assignments and program logistics, including daily check-
infcheck-out, class locations, movement of paricipants, equipment set-upitake-down, and inventary,
supenvised lunch, and extended care. Maintain accurate records, including attendance, release
forms, activity assignments, and accident reports. Interact with padicipants and parents. Assist with
first aid stations and emergency response.
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Apply Now .
Choose Resume/Cover Letter *The system will
then provide you
Resume Options o .
How would you like to proceed? Wlth 3 Or 4 0pt|0nS
& v -Select one of the
O Apply without using a resume ChOICES and prOVIde
the appropriate
Ml Feturn fo Previous Page . .
Information as
prompted

&
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Uuales:ieligie) auur ressunns
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Apply Now

=TO Upload aresume and choose ResumeiCover Letter
cover letter, click the
corresponding box, then

) Paste resLmel/cover letter

click Continue \ o Lo
Apply without using a resume
MI Return to Previous Page

~————"%FInd the document you want to
] e attach, then click Upload

Hows would you like to proceed?

&  Urload new resumelcover |etter

Notes:

»You can only attach ONE document to your application. If you want to include a resume
and cover letter, they need to be combined into ONE document.

»The easiest way for departments to see the attachment is if it is in a MS Word document
However, MS Word 2007 and 2010 are NOT compatible. Please save your documentin

MS Word 2003 or earlier. PDF documents are also acceptable. <: »

»Please keep your document's title shorter than 30 characters; if you get a "parsing” error, it
means the title of your attachment is too long.

14
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PASTNOROUTHESUNE
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Apply Now

=To paste or type your resume/cover ~ ©hooseResumelCoverLetier
letter, click the corresponding option, —
then CIiCk Continue ' Upload new resumelcaover letter

(& Paste resumelcover letter
Apply Now

Resume/Cover Letter Info

O Apply without using a resume

Continue
Attach Resume —I Return to Previous Page

Title: ||
Language: | English v|
Resume: \

=Give your resume a title

N

that you wish to include

_—
—

Continue i Close
| Return to Previcus Page

&

*Type in all the relevant information

_—uClick Continue when you're done

15
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.If you WOUId Ilke to apply 2;:2;: Resume/Cover Letter
without pasting or uploading a |

(SIS, DIESEE Ll
corresponding box, then click O pamermmmaca
Continue

=You will be able to enter Work
Experience and Education
History information within the
application
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Referral Information - REQUIRED

How did you find out about | v |
the job?
SubSource | v|

Specific Referral Source: | |

Are you a former employee? O yae & No

> Please answer the question “How did you find out about
the job?” by selecting the appropriate dropdown option. If
you were referred by a specific person or venue other than
those listed, you can type it in the “Specific Referral
Source” field

> Select the appropriate answer for “Are you a former
employee?” and scroll down to the Criminal Conviction

History section <:
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Criminal Conviction History

=Once you've entered your referral

Source information’ you must ’I;I-rlna;r:ﬁ\,rnnnl.f E':riirnte?en conwicted of 3 felony ar misdemeanor th at resulted in imprisonment,
- - - . D as DND

complete the Criminal Conviction  veumayem

Traffic wiolations forwhich the fine imposed was F500 ar less.

H i Sto ry SeCtion Any offence that was finally settled in a juvenile court or refarred to the Youth

Authoarity.
Any incidentthat has been zealed underWelfare and Institution Code Section 721

lRead the en“re Secuon Very or Penal Code Section 1203.45.

Any conviction specified in Health and Safety Code Section 11361.5, which pertains

Carefuny and answer appropriately to wariouz marijuana offenses.

Corviction Details ind First =1 1@11 L2 Last

=Once you have filled this 68 Ordey O visdememrer  Oraio Vitaion &
information out, you may move on to vwe[ ]

the second page of the application: Fravids detals of yaur somictin
Education and Work Experience.
Click the “Next” link, or directly on Probation? yas “no  Frobston Endbste| |
the Education and Work Experience

Add Another Conwviction

Iln k A Myas" response will not necessarily disqualify yvou from consideration for
employment. Please provide complete information. If wou do not fully anawer the

question, your application may not be considerad.

18
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Referral/Questions Education and Work Experience References

*To add your work

eXpe rl e n Ce CI i C k th e If you have already included a resume with vour application you mary =kip the Wark Experience and Educstion
]

Hiztary zections. The Referral Information iz & required section.

corresponding link
.. \ You have not added any employiment infomation to your new application.
*To add additional jobs

click Save & Add More

*When you are finished
add|ng yOUI‘ WOI’k and ¥ou have not added any education information to your application.
educatlon h|St0ry you [+] Add Post-Secondary Education History

[#] Add Work Experience

Highest Education Level: | Mot Indicated “

can move to the third
page of the application,
the References page

Feferral/Ouestions Education and Work Experience References

[4]Previous Save as Draft' Submit Close Application | careers Hame

Mext|»]

19
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PA0EEREIETENCES

HUMAN RESOURCES

*To add your
references, click
the “Add
Reference” Iink\;

=To add additional
ones, click Save &
Add More

*Please note: This
IS not mandatory
to submit your
application

UNIVERSITY OF CALIFORNIA . BERKEELEY

EPreviuus Save az Draft Submit Close Application

Next[)]

Careers Home

Referral/Questions Education and Work Experience References

References
Yol have not added any references to your application.

[+]Add Refarence

Add Reference

Beferral/Guestions Education and Work ExX e,
i Save & Return | | Save & Add More

[4|Previous Save as Draft| Subrnit

[ United States v

Country:
Address 1 | ‘
Address 2: | ‘
Address 3: | ‘
ciy: L s 5
Postal:
County: | |

20
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Click Submit when you are finished with your application.

[4] Previous Save Submit Close Application | careers Home Next| )]

=Review your submission carefully before proceeding
=You will not be able to edit your application after submitting it and
you can only apply once to a job opening

*\WWhen you are satisfied with your application, click the SUBMIT
button

*NOTE: clicking SAVE will not submit your application. It saves
your information as a draft
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=*Once you hit Submit, the
system will ask you to self-

. . .. Submit Online Application
identify your ethnicity and PP

gender We ask for gender and ethnicity infarmation so that UC Berkeley can meet federal reporting
c c 5 5 requirements. It also helps us monitar cur emploviment process to ensure equal apportunity

=This information is not for all applicants.

seen by the h|r|ng Completing this page is voluntary and will not affect your employment cpportunities at the

LIniversity in any way. Information you give us about gender and ethnicity is COMNFIDEMTIAL. It

I i will not be available to anyone involved inthe selection process.
committee and is only used | et
by the Equal Employment Ethnic Group Find First L
Office to track the diversity |
of our applicant pool

Add Ethnic Group

.You may deC“ne to | decline to provide my self identification details.
provide the data by

checking the

corresponding box

1of1 = Last

V| [ ] Primary m
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sBelow the self-identification
section is the Terms and
Agreem entS SeCtlon | understand that by clicking “Submit,” | am certifving that the information | have provided here is true

and complete to the best of my knowledge. | understand that upen hire I must furnish proof of

.Please read thIS Carefu”y If you identity and employment eligikility in accordance with federal law. | further understand that the

Berkeley campus may make any necessary investigations into my personal history as it relates to
my emplayment (as noted an the job descripticn), thraugh any investigative means of the Campus

agl’ee {0 these tel’mS, Clle the choice. | authorize the University of California to verify the infarmation on any materials that | have

submitted as part of the application process, and to contact my references if | become a final

button by the Sta‘tement "I ag ree candidate for the position. By submitting this form electronically, | am certifying that the information |

have submitted iz subject to verification, and that if | am hired, any misrepresentations, falsifications,

n or omissicn may ke grounds for termination of my employment with the University.
to these terms

@1 agree to these terms 1 do not agree to these terms

*|f you do not agree to the terms S D
you can not apply for this joM

= Click the SUBMIT button

=Only after you agree to the

terms of the site and click on this

last submit button have you

actually successfully applied for <: »
the job

23
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Careers Home  Job Search Ny 5aved Jobs Iy Saved Searches My Career Tools  Logout

=Once you hit the last
Submit button, you will My Applications
see a confirmation

message stating "You

4 Yau have successfully submitted vour job application.

h full —
ave Success u y Display applications from: | v | _ Refresh |
Su bmltted your JOb [44] First [4] Previous | Next [] Last i
appllcatlon” Application Status %g;;mm JobOpeninglD
=Below that message Cal Youlh & Ouldoor 131812010
0 0 . T Submitted ; 10742
IS your appllcatlon gftrl"r;i;]nnrdmamr 2:25PN
history (shown from
oldest to most recent) =You will also receive

=You may need to use an email confirmation of
the arrow keys to scroll  your application

or change the display
option to see the job <:




=nel of Drasisntition)

If you have any additional questions, please emalill
hrmshelp@berkeley.edu or call 510/642-4621

&
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