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Creating an Email Account

apply for jobs at

1 If you don’t have an email account
you will need an email address to

You can create a free email accounts with one of many commonly
available sites such as (but not limited to) yahoo.com, gmail.com,
hotmail.com, etc. Instructions for establishing new accounts are

available at those sites. [ 9 a

Cook County.

Accessing Your Profile

Creating Your Profile

1 | Access Taleo URL
from thelnternet

a. | External
Candidate Link

b. | Internal Candidate
Link (Cook County
Employees ONLY)

Open an Internet browser window and type the following URL into the address
bar:

External Link: https://cookcountyil.taleo.net/careersection/200/jobsearch.ftl?lang=en

Internal Link: http://cookcountyil.taleo.net/careersection/250/jobsearch.ftl?lang=en

Hit the “Enter” key on your keyboard.

Note: This URL does NOT have “www” in it.

2 | Click SignIn

On the Job Search page click Sign In.

My Job Carl Sl;ln
=
=
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Click New User

If you are a returning user, go to page 9.

For a new user, click the New User button to create a user name and
password.

Login
This sibe I $ot Cook County emgloyees ONLY, f pou ave NOT & Cook County emplopee. please i hare,

|9 dotexs your sooturt. ploace dondly yaursat by providing the lommatin requesied @ e ekl dolow. on che Lage” I you 60 8ot hove an exsting peofiie, plaase ek “Tew Usars Hogistes SEAL" and follow the
HAbRCEOnS 10 Cloele 80 dCouL

FnEent

Lol ks,
Pares roe sammmrd

Logngl New Users Rogaer HERE

Note: User Names and Passwords are Case Sensitive

Enter a User Name,
Password, and then
Re- enter your
Password

Your user name
must not contain a
space.

Click Register.
Complete the fields
and click Register.

Enter a User Name and Password that you will remember when you return to

the site in the future. Re-enter your Password as verification that you typed it
correctly.

Reminder: To apply on line, you must have an email address. If you do not
have an email, you can create a free email address at either Yahoo or
Hotmail. Go to Page 3 for direction. If you do not have access to a computer
at home, you can set up an email at your local library.

/ Job Search

New User Registration

Please take a few moments to register. You will need this information to access your account in the future.
Mandatory fields are marked with an asterisk

*User Name

*«Password

*Re-enter Password

Email Address

| |
( Register ) cancel |

T —
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6 | You will be asked
to entera
security question.
This question will
allow you to reset
your password if
you forget it.

Security Question

You must type a security question and provide its answer.

Enter a question

#Question
and answer. | ]
*Answer
Click OK. | |
ok | signout |
7 | Clickon My Click on My Jobpage.
JObpage My Account Options
[+ so0 s
My Submissions
My Submissions
This page displays all relevant details related to your draft and completed submissions.
There are currently no job submissions.
8 | Click on Access Click on Access my profile toward the right hand corner of the screen.
my profile

My Job Cart (0 tems) Sign Out

Candidate Profile

Take a few minutes to create or modify
your employment profile and to specify
your preferred working criteria for
future openings maiching your

I

Access my profile

———
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9 Begin with The profile contains a contact information page and a notifications preferences section.
Contact Before submitting, you will have a chance to review a summary of your information.
Information. Contact Informatlon
Complete it Personal information
a nd Cl ICk Save Please enter all refevant personal mformation i ihe fields below
and Continue
to advance. e Migise Name

Address Information
ity if | !
Save and Continue | Save as Drart | Quit |

10 | Thelob
Posting
NOtlﬁ,catlor\ Job Posting Notification
function will
send you an Select the checkbox below to receive an email notification whenever a new position matching this profile is posted
email when
new positions I Send an email notification whenever a new postion matching this profie is posted
matching
your
preferences
are posted.
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11 | Complete the
profile fields Job Level Education Level
to describe Mot Specified
the type of Manager with Direct Report  |Mone
work you are Individual Contributor High School Diploma/GED (+11 years)
seeking and Team Leader Technical Diploma (12 years)
th Manager Associate’'s Degree/College Diploma (13 years)
€ o Director Mon-Degree Program (14 years)
qualifications Executive Bachelor's Degree (+16 years) |
you have.
Job Type Schedule
Mot Specified Mot Specified
Internship Part-time
Summer Job Full-time
Graduate Job
Temporary Wark
Experienced
Shift Employee Status
Mot Specified Mot Specified
Day Job Regular
Evening Job Contractual
Might Job Termnporary
Weekend Limited Term
Rotating
_ Job Field
12 | Continue R ,
Category
to the Job | Facilities Management/Support Services v
Field
section. Add to List l Reset |
Selecta Job Field Preferences
category
and Facilities Management/Support Services
function if Levels: Facilities Management/Support Services
desired. Remove
Click Add
to List to The more specific you are, the more restricted your search will be. If you only want to
include it be notified about Chef positions, include Chef in the function drop down. If you want
in your to be notified about ALL Food Service positions, then do not add more information in
selections. the Function.

Repeat this step as many times as necessary to identify all of the job categoriesin
which you are interested.
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13 | Complete the | Notification Preferences
Location Employment Preferances
preference Please spocty the work preferences such as the job Seld, the location. and the organzation. Select the options that better cormespond o the professional inferests
section. , e - " .
You must sefect at least one vake in the section "Location
Location
Select the
cities in which
you are
. . AddtoList | Reset |
interested in BRI s
. . Location Prefers
working. Click A —
Add to List to
save the Repeat this step as many times as necessary to add all of your location preferences. Click
location Save and Continue to advance to the next screen.
preference.
14 | Complete the | Notification Preferences

Organization
preferences
section to
identify any
specific
organizations
where you
would like to
work

within the
County.

Employment Preferences
Piaase specity the work preferences such as the job fekd, the location, and the organzation. Select the options that better comespond 1o the peodessional interests
Organization

Elsciad OMca

Husith and Hospdal System v

GROLW) Jees]
Organization Preferences
Heaith and Hospital Systems

Levess Heann and Hospeal Sysiems

If you wish to be notified about any job meeting your criteria at Health and Hospital
System, only select Health and Hospital System in the Elected Official section.
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15

Review the
Summary
page. If there
is any
information
you would
like to change
on this page,
click the

Edit link next
to that
section.

When you are
finished, click
the SUBMIT
button to
finish your
profile.

Summary

This summary displays the Information Included in the fob submission form. To modify some specific Information, click "Edit” next to the relsvant section.

Personal mormation

Test Yest

1900 W. Poix

Chicago

L 50612

aned Stanes—IInos—Chcago
teser@coorccuntyths oig

Srman COreact NamDer Woik Prone
Home Pacoe Numbes
Cefukar Namber
WOk Phoset Number 312864
Job Posting Neaseation
Sena an enat folCIon Wheneynr @ new posion matrhieg i profie: & pasing No

Sununary

Frecess compaiea

Yo Beve ooy suterfied powr genet e Levdhdele rufi You L review end updan e eroemigion pou proveied et e pou by w
W e yOu 90 Nrer CapAore THE K0 COENeng) Svaranm 1 0 CMer 3ecton

O M M3

Returning to Your Profile

Enter
User
Name and
Password
and Click
Login

Enter your User Name and Password that you created in your last session. Then click Login.
This will log you in to your account.

Login
This sz s for Cook County employees ONLY. ¥ pou are BOT 2 Cook Courry emplopee, pleass cidk se,

Ta aocess your zccourd, please dendy yourself &y providiag he nfomaias requesied in Bz felids belaw, Bzo dick Logia™ Hfyou do nat have an existing peofile, pleass click "New Users Register HERE™ aud fotlow the
inswactions o trea an acceual.
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2 You are now | Begin Applying for Jobs. To begin your job search please go to page 13.
Signed in.

My Accinast (phons

Basic Search

Forgot User Name or Password

1 | If you have Click Sign In to begin password recovery. The Sign In button is located in the upper right
already corner of the main screen.

created an
account and
can’t
remember
the
password,
you can use
the Forgot
Password or Login

My Job Cart Signin

ForgOt This sita Is for Cook County employses ONLY. If you ars NOT
Username To accass your accaunt, plaasa Idantify yourse# hy provdding tha In

functionality instructions to create an account.

Morsdalory halde s'e moried will o salish
<User Name

#Password

S

Legin | New Users Register HERE |
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2 | Click the Forgotten User Name
Forgot Please enter your email address below. If you have never provided your email address, leave the field empty and click "Validate".
User Name .
option. |Emall Address |
Enter your < Validate iZCancel I
Email
Address and
click
Validate.
3 | Clickthe Forgot Your Password?
Forgot Please enter your user name below, click OK. then follow the on-screen instructions.
Password
option. Mandatory fields are marked with an astensk
Enter your #User Name
User Name | l
and click ok. O
oK ) cancel |
4 | You will
receive a Forgot Your Password?
Forgot Please answer the security question below
Password
screen with Mandatory fields are marked with an asterisk
the security
question you *What is my favorite color?
originally purple
created.
Supply the
answer and ) Cancel |
click
Confirm.
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5 |Ifyou Change Password

provide the )
correct This page allows you to change your password.

answer
for the Mandatory fieids are marked with an astensk
question,
you will see User Name
a Change
Password
screen.
Enter a new
password
and confirm
itin the #«Confirm New Password
second
password

field.
OK |) sign out |
N/

*New Password

Click OK to

continue.
*If you click sign out you will have to change your password next time you sign in.

6 | If you have
successfully My Accouni Options
changed
your
password,
you will + Job Search § My Jobpage
auto-
matically be
logged into
career
section.
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Using Job Search (Basic/ Advanced)

1 | Click the Job
Search tab

2 | Click Basic
Search

Click the Job Search tab.
[ 2 3ob Search | My Jobpege

Basc Gaanch
Basic Job Search
Santch Criterin

Please specify your job search criteria and han click Search foe Jobe” If you know the mgetsbion numbet of the postion you see intaesied 1 you may astet £ 0 e
Job Number Seld and diick “Saarch for Jobs * ¥ you inaw De type of positian you are ietaresied i fnding, yow can amier key words i tha Keywards seanch Soid by see
€ty are wvailabie

Requiciton 1D

Kagmietls

Jab Category
Job Catugory

|as v

Add Job Fald

3 | Review
Basic

Search
Criteria

4 | Enter
search
criteria

5 | Click
Search for
Jobs

Review the Basic Search criteria page. There are several ways to search, including by:
* Job Number (Job Posting Number if you know this)
e Job Field (Area of Expertise/Experience)
* Location (Where the job is located in the County)
e Organization (County Department)

b S

Bas Seanch
Basic Job Search

Search Critedda '/

Phease spacily your job search oieria snd San ciick "Saearch for Jobs ™ if you know the requisition numbar of the poslion you am interssted in. you may anter it in the P
Job Number Beld and click "Seorch for Jobs ™ If you know the type of posifion you ars interestad in fnding, you can enter ey words in the Keywords search fiald ¥ ses
i aery are avollable

Requisition 1D

Keywords
f

|
Job Category
{Human Resources. Employment and Trasing "~
Fiwmive Job Faid

Job Categmy
|ClencaliAdministrative v

Remowe Job Flokd
Add Job Fleld
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6 | Click Advanced
Search

Click the Advanced Search Tab to perform a more detailed search.

+~ Job Search M
2 L7 T

Advanced Search

Advanced Job Search

Search Criteria -

Specify your job search criteria, then click "Search for Jobs™.

7 | Reviewthe
Advanced Search
criteria

8 | Enter Search
Criteria

9 | Click Search for
Jobs

Review the Advanced Search criteria page. There are several ways to search,
including by:

Job Field (Area of Expertise/Experience)

Location (Where the job is located in Cook County)
Organization (City Department)

Keyword

Schedule

Shift

Job Level

Job Type

Education Level

Enter the search criteria for the types of postings you are interested in. Click
Search for Jobs.
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Applying for a Job

Access Taleo
1 [URLfromthe | Open an Internet browser window and type the following URL into the address bar:

Internet
a. | External External Link:
Candidate https://cookcountyil.taleo.net/careersection/100/jobsearch.ftl?lang=en
Link
Internal Link:
b. | Internal https://cookcountyil.taleo.net/careersection/150/jobsearch.ftl?lang=en
Candidate
Link (Cook Hit the “Enter” key on your keyboard.
County
Employees Note: This URL does NOT have “www” in it.
ONLY)

2 | ClickSignIn | On the Job Search page click Sign In.

My Job Car Signin
o

=

3 |Enteryour If you are a returning user, enter your user name and password. Then click login. If you are a
User Name and new user please go to Creating your Profile section to setup your login information.
Password

Wy Account Opbom

4 | Clickthe Job
Search tab. 0

Seoarch Critaria

Please spacity your job saarch crigéria and than click “Saarch for Jobs * It you know the raquisition number of the position you ars Inferssted In. you may enter & in My
Job Number field and click "Search for Joba ™ If you know the type of position you are interesied in finding, you can enler key words in the Keywords search field fo =4
If any are avalable
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5 | Scroll down
and browse
through the
list of jobs and
click Apply on
the job you
wish to apply

Scroll down the page and browse through the list of jobs that are posted. Click Apply on the
job for which you wish to apply.

Search Results (1 job found)

Results per page
|1D 'I

Sort by
| Posting Date (Descending Order) »|

for

Staff Pharmacist Requisition ID: 1245677

Work Locations: Chicago-1644 W._ Walnut

Collective Bargaining Unit: Local 150 Intl. Union of Operating Engineers

Job Posting: Jul 22, 2010

Shift- Day Job

| Add ta Wy Job Cart
6 | Review . . . . . .

Privacy Review the Privacy Agreement and click the | Accept radio button and then click Continue.
Agreement

and click the
radio button
for I Accept.

Privacy Agresment

Flease aete il vy aasticaton sbwatiod afier madught a2 (e |35 caing Aty wil ast e 3cesied

2y 20007 You BNTA o of your DrEvioes arplopars 0 Cumeet eepityer [ aopicabie] Sn0 SChOs nard I s a0picaton % sk any detals reevant te Pe verBcabon of B peTaton pou heve Seied You iene o Such parsara eaties Yom ary
iy wgavarg e prrvman @ e ¥ ek eherance

Work Experieres: Pdse (aavee eciic dtal by A wol spermace Sty (et bt Sleteaspeesdaliet Ind 108 o e pradin hebed 48 1 oetiien 10 Bt poalion (Fadene 00 privele spociic ek cxpetionce euy chedais yee ran B sekecien
Pt LY

Certfications, Degrees, Pasiesional Lictrnes ek Ven ppicabe phtase atch copes of iy mederfan Degaely) Poiesced Losemas s, aad CenScatoois: a6 2 colekes %o vy potlng

Eoaeanon: Duase sl B testiytion £ asest Do (vpe & Coged | wilh pradtuston il tope & Catiemon )| wilth Expratir Dates| a0 Loavtares v Maaslicaton tnrviads and Eqpator Dutey| 1 poecame

¥ Ty Gad B (rederball 300 FOMM D¢ YR 3 e ¥ hrden

Tow understaed St (e wizternewin (0 (00 appdcaton wil be canne bv 18 INRTEEL OF N6 RATING puw YOO1 37 SSectin pracesy of for strhNg par same hom e cdgiie M2, ot tar Mt age Kt mppoTeTeRt

i conennt 15 avy Pt erammgton oemd by Cont Courty of wry free & Swiermms yowr 08y & pecfarm e Sutwn of pont o8 o yow nciensdond Bl your amployment rasy b condSioned Lgen salsliciony ety 2 pRyeca sewanabeon g & ooyl
sopueed thets  Vos codtestand DM pos My b itosatd i Sutalcely Compele § D) SIEREG 48 § DONGRON o evpioyend 7oy 30 Somrray Swedr 1 MM DL 3 atwers Gren and slilorandi russ o ha Apicaice 20 Que and coniele B e Deyt

of piay MO0vAOde 204 Defiefs YVou Lederwian IR N Jpgicaton & nat ad o fat idarded %000 & Cotaet of evglyeme Vs Refhet agne xp00 eopityrment & Lrwah o Sotutsinty Guiiyng (our erephon iy an Cook Caunty ruy Seaguite

NOTE 15 powt 23300500 30 00y Be Buanae of Murur Resewrcss i weling of a0y chaege of rame. a0dvess of Seieghore remder This J0picaton and of midtes o sebratied wih e dppicabon shaf reman e propety of S Cook Caorty Baeds of Memn

IAccas | | Deces
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7 | The Candidate
Personal
Information page
will open.
Complete the
required fields.

Complete the
Job Posting
Notification if
you wish to
receive emails
when positions
like the one to
which you are
applying are
posted in the
future.

Complete the
source type
information to
describe how
you learned
about the
position.

Click Save and
Continue to
advance to the
next page.

Verify the personal information that may have parsed from your uploaded resume.
Required fields are indicated by a red asterisk.

Contactinformation
. First Name
. Last Name
. Street Address
. City
. State
. Zip/Postal Code
. Primary Contact Number
. Email Address
. Current employment with any Cook County entity

Candidate Personal Information

Personal Information

Please enter all relevant personal information in the fields below.

Prefix
|Mr.

#First Name Middle Name
[Nik

Please list any other legal name(s) by which you have been known
Flease exclude nicknames

[Nik Srmith

Job Posting Notification

Select the checkbox below to receive an email notification whenever a new position matching this profile is posted.

¥ Send an email notification whenever a new position matching this profile iz posted.
Source Tracking

Please indicate how you heard about this job.

*Source Type
Job Board

* Job Board
Internet Job Board

Save and Continue Save as Draft Quit
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8 | Additional
Information

Additional Information

Please review the questions listed below and make changes as necessary.

*Are you a current Cook County Empioyee?

| Not Specified v

Are you a current Cook County Employee? If yes Please provide Title / Department info below. If no, please enter NA for not applical)!

9 | Complete the

tional
Evaluation and atio

Qualifications

Qualification
pageswhieh || save and Continue | Save as Draft |
contain Save and Continue Save as Draft m
questions .
about your Qualifications
work
experience and Hold down the Ctrl key (Command key for Mac) io make muitiple selections or to clear items.
training. Questionnaire
Click Save Please answer the following questions as accurately as possible.
and *1_Are you a current Cook County employee?
Continue to —~
() YES
advance to —~
the next “/ NO
page.
Note that all
questions are
required.
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10 | Enter Previous n Corlens , [— .3;«3{3331
Work
Experience Save and Continue | aut |
Work Experience
One work Work Experience
experience ! : J ) nly ; .
. Describe under the headings given below any employment or occupation you have ever had which includes experience that qualifies you f
entry is with your most recent (or present) employment and work backward to your first one. Applicants will be required to furnish satisfactory proo
. Cook County Sheriff's Office requires you to complete four (4) work experience entries. To provide additional work experience click on "Ac
requi red. below. To rearrange work experience entries use the "Move Work Experience Up" or "Move Work Experience Down" links.
If you have Work Experience 1
no formal W Current Job
work Please check the box above to indicate if this is your current position.
. If your Employer does not display, please type in Type of Business
experience, the Employer's name.
pIease Employer :
. |Cook County Hospital
provide a
volunteeror Job Title x«Hours Worked Per Week
internship [HR 140
exam pIe. If your Job Title does not display, please complete your entry by typing the full job Pll,ease indicate the number of hours wor
title. anove.
Click Save and
Continue to
advance to the
next page.
11 | EnterEducation | Enter Education Information.
Information
Save and Continue Save as Draft
12 | Click Save and Education
Continue Education

If you are applying for a job that requires a higher degree a
You must specify 1 education entry

Education 1

wollege or University

Select
wProgram

gelect
sEducation Level
[Not Specified [¥]
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Enter information on any certifications that you hold which may be relevant to your job

13 | Enter s I
e application on the Certifications Page.
Certifications
that are Certifications & Licenscs
. SeaificauLnx
required Finnse ehtar v Gariinians i Lianaas frarm. Iy aur selocton doms'nal sheve i on the et plasa Sime i in
Or relevant to Certifications & Licenses 1 N
. oy I select I
this position. - SRR ——
N P
- -
. Click the Browse button to select a file for attachment to your application.
14 | Click o
achments
Browse tO Coples of the required diplomas (High School and/or College) can be uploac
. required documaoents with you If you are callod for an intarvioew.
SeIeCt a flle Yau can attach flles to the candidate record (e g cover letter, resume, references
namea and axteansion
for ;
Salact tha file 1o attach :
Browse
15 | Click Attach. @
- Nt about thae Mo
|
This saction displays basic infarmation regarding the files attachad to the
16 i St GRlOWa you 10 SIaCE tha Tan rEISvANt 16 this JOb BUbMISION. ARG, Pleass
CIICk Save and :-v?d::'_':::.?azhich Zﬂ 'ldrm attached documeants is your R‘u'ﬁunn‘: N 7
Contlnue. l:;]lovnnl ilos lrnlr.luu ‘i);’;;-o/m Commontn l’;:r!'v;.(::“r.
Save and Continue Save as Dran Quit
Once the document is attached, you have the ability to designate which
attachments are relevant to that particular job application.
Fill out the ‘ .
17 Diversity / Self identification

Diversity and
Self
Identification

Diversity

Please provide the mformation requested in the fields delow regarding diversity

Equal Opportunity, Affirmative Action Voluntary Self identification Form
Cook County s an Equal Opportuniy and Affirmative Action Employer

Applhicanis and New Hires are invited 10 voluntarily report their race. gender and veteran status. In voluntas
{2) responses will remain confidential within the Bureau of Human Reésources, and (3) responses will only be

Cook County Values Diversity
Refusal to provide this information will not have beanng on your appication or employment siatus and will no

Race

White - A person having ongins in any of the peopies of Europe. North Amencan and the Midgle East
Black - A parson having origins In any of the peopies of Africa

Hispanic or Latino - All persons of Cuban, Mexican, Pueno Rican. South or Céntral American, or any othes

Craniotn muMorm Ae acmin sanardion e af snen

* 1 Ethnicity
| 0o nat wish 10 provide ™ informabon v

*2 Race
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18

Enter your
Email Address,
Full Name and
Unique
Identifier

19

Click Save and
Continue

Read the Electronic Signature Statement in full. Enter your Email Address, Full Name and
Unique Identifier.

ESignature

eSignature
requested at the botiom of the page. Please note that an esignature Is the

Please read the following statement caretulty, then acknowledge that you have read and it by the
#lClonic equivalent of 4 hand-wrillen signature.

omission, or falsification of information contained In this application (or accompanying resume) will be cause for the denlal of my application and constitute grounds for Immediate dismissal from any
subsequent employment at Cook County Health and Hospitals System

1 that this oS Not ¢ 3 yment contract of an offer of employment. in consideration of my employment. | agree 1o conform 1o (e rules and reguiations of County
Heaith and Hospitals System. | understand hat If hired. my employment is at will and can be terminated at any time. with or without reason and with or without notice at ihe option of efther County

Healn and Hospitats System of myselt

In further c: of my emp! | ana agree that my employment is contingent upon successtul completion of a pre-employment physical Including a drug screening. criminal
background and reference checks

VNG resume. If any) to provide County Health ang

I hereby AUIhOnze Persons, SCHOoIS, Ana my current employer (If SppPICcAbIE) ANWOS Previous wmy named in this apg (ana a
from my liabiity regarding the use of

Hospitals System with any relevant information used In making an employment decision. and | releasa ail part ps. or corp
such information

i certfy that | have read and under 1his box and the above five (5) statements, | understand that | am applying my elect 10 this empioyment +

1and the foreg parag By
application stating that | have read and understand the above statements
Do Not E-Sign Until You Have Read The Above Statement.

By my eSignature below, | certify that | have read. fully understand and accept all terms of the foregoing statement. Please signify your acceptance by entaening the information requested In the fields
below
Cook y

W it Atdress

sPlease enles your unique identifier L e the first four digits of your sockal security number folknved ty your 2ip code

20

Reviewthe
Summary
Page.

Review the Summary Page for all edits that you’ve made to the job application.

21

Click Submit

Click Submit to save all changes and apply for the job. Please note that you must click
submit to send the job and to be considered for the position. Incomplete applications will
not be considered. Also note that submissions must be completed and received before
midnight on the date that the position closes. Submissions are automatically time stamped
and those filed after midnight on the date the position closes will not be considered

22

View
confirmation
page. When
your
submission is
confirmed, the
system will
display a
process
confirmed

message.

Summary

Process completed

Thank you for axpiaesing ntaeest in a poaition with Cook County Hasth and Hosptals System \We have hean fodunals 1o facenw many job applications for this open pasition Your application wil ba riwewiad by 4 marbar of
GCHHS' Talant Management Team, Should your shilfs and expenence match ihe crtena for the position a member of our Talent Management Team will be in contact wth you to discuss your interest in futhar detall In the
vt that you ate nat considared for this position, we 0 80200rags you 10 continue to \bew curment opsnings at Cook County Health and Hosptals System via COHHS's webste at www cookeountyheath net. i you woold bke
{0 tovwew your candidate e, or update your peose ormabion, ploase click hare. You wil meed your user mame ond password 10 acceas yout flo. Best wehed m your career search. CORHS Tasent Management Team

W Ima you 1o iew the Job openings available 30 our Caraer 5econ and to Anher explore the nchionaities of your pecount

Vo Sidmmaeny | e aLise
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The Applicant Experience Click-by-Click 2014

Viewing Jobs for Which You’ve Applied

1 | Click My This page will display all of the Cook County jobs for which you have applied.
Jobpage and
under My There are three categories of submissions: Draft, Completed, and Withdrawn. The status of the
submissions | submission is determined by where you are in the process for that particular job.
- o soarh
My Submissions
My Submissions {1 job submissi found)
This page displays all relevant details related to your draft and completed submissions
SubImEsions por pagn
10 V]
EPIDEMIOLOGIST Il — DATA ANALYST-DEPARTMENT OF PUBLIC HEALTH - COMMUNITY EPIDEMIOLOGY & HEALTH Fm
B
| . lr‘—
Ny Subsmissions - Page 1 of 1 Previous | 1 | Next
2 | Click the link | Click the link below the job title to perform an action on the application.
below the
job title to Lompliter s
perform an {£ EPIDEMIOLOGIST Il - DATA ANALYST- DEPARTMENT OF PUBLIC HEALTH - COMMUNITY EPIDEMIOLOGY & HEALTH PLANNING UNIT,
) PREVENTION SERVICES® - Fuliime
action on Far South-Oak Forest-Oak Forest Hospital 15900 S. Cioero Avene
the Job Post Number
application
For example, for the Staff Pharmacist application listed below you can click on View/Edit
Submission to edit your application for that job. You may only do this until the job posting closes.
Once the posting has closed, you may no longer update your submission.
For draft applications, you can click on either Finish Draft Submission or Withdraw to perform
these actions on this application.
For withdrawn positions, you can click on Re-apply to perform this action on this particular
application.
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The Applicant Experience Click-by-Click

2014

Using the Job Cart (Adding/ Removing Jobs)

To add a Job to
the cart, click Job
Search and
reviewthe
available jobs.
Click Add to my
Job Cart to save
them.

Click My Job Cart on My Jobpage. This page will display all of the Cook County jobs that
are in your cart. Your cart is like a supermarket cart, it contains job that you are
interested in, but haven’t yet applied for.

ADMINISTRATIVE ASSISTANT Il - NURSING ADMINISTRATION - SHIFT: 10AM-6PM

Requisition ID: 00116738
Job Posting: Nov 10, 2014 Closing Date: Nov 24, 2014
Full-time Shift: Flex/Rotating

Shift Start Time:  Shift End Time:

Organization: Health and Hospital Systems

Work Locations: West-Chicago-Stroger Hospital 1901 W. Harrison
485 HOURLY Grade: 14

Posting PR T
Apply (Add to My Job Car))| €1 SHARE KWl

Click My Job Cart
on My Jobpage

To add a Job to the cart, click Job Search.

/- Job Search § My Jobpage

My Job Cart {1 jobs found)

Toremove a job
from the job
cart, click
Remove from
Job Cart.

Click Remove from Job Cart to remove an unwanted job posting from your cart.
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The Applicant Experience Click-by-Click 2014

4 | VerifyRemoval | Click Yes to verify that you want to remove the Job from your Cart.

You are about to remove the job "ADMINISTRATIVE ASSISTANT Il - NURSING ADMINISTRATION - SHIFT: 10AM-6PM" from the job cart.

Arg you sura that you want o ramove 7

Yes No

Completed
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