M Calgary Board Applying for a Job — External Applicants

of Education Quick Reference Guide

Purpose

This guide explains the steps to apply for a job if you are an external applicants. If you are:
= Applying for a Facilities and Environmental Services (FES) job, see the Applying for a Job — FES Employees
QRG > Insite
= A CBE Employee, see Applying for a Job — CBE Employees QRG > Insite

The Instructions column below lists the steps required to complete each task. The Notes column provides additional
information and/or screenshots to help you locate the input field on the screen.

Instructions Notes

External Applicants Access CBE Career Opportunities in PeopleSoft

1. Goto
www.cbe.ab.ca and Careers | News Centre | Staff | QuickLinks
click Careers

hyperlink at the top
of the page

2. Career opportunities
page displays. Click
the appropriate
Learn More button

from the options

Teach With Us Support, Technical &

Foster learning and inspire urrosfggoq ggtem nee

students. your expertise.

Learn More Learn More

ional Car cers

3. Depending on the
option you selected,
either the Teach
With Us or the
Support, Technical
& Professional
Careers page
displays. Click the
button below the
Apply Now header
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Notes

4. Click sign In or
New User hyperlink

Careers

Search Jobs
Search by job fitle, location, or keyword

Welcome

*

View All Jobs

My Job Notifications

My Job Applications

My Favorite Jobs

My Saved Searches

My Account Information

g O % B E

Sign In | New

E

User

>

>

>

5. From the Careers
page, click View All

Jobs

By default, all of the available jobs are displayed, based on whether you selected Teaching
or Non-Teaching Careers earlier.

The example below is showing non-teaching jobs.

¢ Careers Search Jobs

- Location

Warkous Schools (3)

Georges P Vanier School (2)
Chris Akkerman School (1)
Education Centra (1)
Kingsland School (1)

Lester B, Pearson School -:‘]
Mount Royal School (1)
‘West Ridge Sichoal (1)

= Department

[ Area 2 Faciity Operations (2)
1 Casual Pool - Support Staff (2)
[ Area § Facilities Team (1)

[ Area 7 Faciliy Operations (1}
[ Chris Akkerman School (1)

— Lester B. Pearson High Schoal
—m

T Maunt Royal School (1)
Na Value (1)
[ UNASSIGNED (1)
< >
 Job Family
~ Education - Classroom Suppen
)
Facitiies - Caretaking (4)
[ Accounting and Fnance (1)
[ Facilities - Maintenance (1)
[ Libeary Services (1)
< >

| Search Jobs

Search by job file, location, or keyword
Clear Search

Apply Without a Job 1DV

J und.
"4 SEARCH RESULTS FOUND

N =

JOB SEARCH BAR

Cleaner - Full Time - Various Calgary Locations

Job 1D
Location
Department
Job Famiky
Job Function
Business Unit
Posted Date
Close Date

FILTERS
Cleaner - Part Time - West Ridge School
Job 1D
Location
Department
Job Family
Juob Function
Business Unit
Posted Date
Close Date

Education Assistant - Special Education -

Job 1D
Location
Department
Job Family
Job Function

3a338

Various Schools
UNASSIGNED

Facitilies - Carataking
Caratakang

Calgary Board of Education
1000172020

01032020

38339

‘West Ridge School

Area 7 Fadlity Operations
Facitiles - Carstaking
Carataking

Cadgary Baard of Education
10/01/2020

(Open Until Fled

Casual Roster | Various Schools
3|

Various Scheals

Casual Pool - Suppart Statt
Education - Classroom Support
Education Asgistant

SAVE SEARCH

Entering key words for a specific job into the Job Search Bar further refines the list.

In the left panel, filters (Location, Department, Job Family, Full/Part Time Status, etc.) are

available to narrow down the posted job search results on the right.

The Location filteris sorted by the number of job postings in each location (highest numbers
on top, to lowest numbers on the bottom).
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Instructions Notes

Applying for a Job The following steps will guide you through the six step job application process.

6. Click on aJob Cleaner - Full Time
JobID 38288

Description Location Georges P. Vanier School

Department Area 2 Facility Operations
Job Family Facitiies - Caretaking
Job Function Caretaking
Business Unit Calgary Board of Education
Posted Date 20/1172019
Close Date Open Until Filled

Ed Assistant, Special Ed

Job 1D 38285
Location Education Centre
Department
Job Family Education - Cl Supportge

Job Function Education Assistant
Business Unit Calgary Board of Education
Posted Date 20/11/2019
Close Date Open Until Filled

Casual L Roster-
Job 1D 34434
Location Education Centre /
Department Casual Pool-Lang Interpreters
Job Family Education - Classroom Support

7. Click Apply for Job

Job Description

Ed Assistant, Special Ed

<
Mission )

Each student, in keeping with meﬁj ming.

8. Step 1 of 6: Start — it Assisan, Spacial £4 3
click the checkbox b4 o] | i
st of &: Start 4
for | agree to the M i . - I .
Terms and 7 Progeilly This CEE job application alows yoa fo attach & resume and has 3 number of steps Please fil n al imamabon canehully and compisialy before submiting
n Prbgresa Baars you begi the job appicalion peecsss, please raid ine Tems and Consisons carahsly By selecting ihe 1 agres o ha Tormss and Condiions”
Conditions S sheckta you edcal B ou hav 6o and uedernod e Teimsand Condtions and ¥ yu }
: Proquaification Notices
4 Onime Questionnare Jobs Tk Ed Assstant, Specal Ed Job D 3885
ol Stanet by Metice
5  Howdid you fisd ou about sy | 1V 0 2SS o Yur applation meots or for turthar
e s you o by ot o ;
B \ 'Mv!mxd{mﬂfu‘s ‘

Read all the instructions and select the checkbox for “l agree to the Terms and Conditions”
at the bottom.

Note: You cannot proceed to the next step until you click on the checkbox.
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Instructions Notes

9. Click Next >

 Next)> |

10. Step 2 of 6:
Prequalify — select
Yes or No for Are
you legally eligible
to work in Canada?

1 gﬂnfm Step 2 of 6: Prequalify
To be eligible to submit an application you will need to answer the following questions.
m Prequalify (Required)
1. Are you legally eligible to work in Canada?
3 Resume 5y
Not Started O Yes
-

O No

Onling Ok

If you are not eligible to work in Canada, you are not eligible to submit an application with
the Calgary Board of Education.

Note: Progression is shown for each step that is completed on the left with the word
“Complete”. Current progression appears in green and indicates “In Progress”.

11. Click Next >

_llext)l

12. Step 3 of 6: Resume
— attaching a
resume or a cover
letter: Click Attach
Resume

g Start Step 3 of 6: Resume
Complete
Resume Attachment (Required)
2 Prequalify ‘You have not provided a resume.
Compleie
Attach Resume Use Existing Resume
Resume
In Prog Cover Letter Attachment

4 Online Questionnaire ‘You have not provided a cover letter.

Not Started

Attach Cover Letter

Note: if you are applying for Cleaner position, you are not required to upload a Resume or
Cover Letter.

Note: the option to “Use Existing Resume” is applicable when you have submitted resumes
in the past at the CBE website.

13. Click My Device

( File Attachment
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Instructions Notes

14. Click your resume
and click Open

]

‘ ™ « Desk... »

v &  Search Temp Working Folder .. 0
Organize New folder - ™ @
o Name Date modified Type
o Quick access
'
[ Desktop

.
& Downloads #
=] Documents #

.

&= Pictures

B This PC
- 30 Objects
[ Desktop
| Documents v < >
File name: | v | AllFiles (%) v
G

Note: Accepted file formats are .doc or .docx (Microsoft Word), .pdf (Adobe Acrobat), .rtf

(rich text format), .txt (text format), .jpeg, .jpg or .png (images). Symbols (& # _ -) are not

allowed as part of the Resume title. File size is limited to 6MB. Resumes cannot be deleted
once uploaded.

15. Click Upload

Choose From

My Resume docx docx
File Size: 56KB

Upload Complete

Your resume is displayed, along with the filename and size information.

The upload progress is displayed with a green bar and indicates “Upload Complete”.

16. When the upload is
complete, click
Done

Resume Attachment (Required)

*Resume Title My_Resume.docx. docx

Attached File My_Resume.docx docx

Change Resume

Note: You also have the option to Change Resume if required.

Revision date: 2024/05/16

Page 5 of 9



Quick Reference Guide: Applying for a Job — External Applicants

Instructions Notes

17. Repeat steps 12-16
to attach your Cover
Letter

Note: a cover letter is optional unless otherwise mentioned in the posting.

Cover Letter Attachment

*Cover Letter Title |My_Cover_Letter docy. i

Attached File My_Cover_| etter. docx.docx
Change Cover Latter

Note: You also have the option to Change Cover Letter if required.

18. Click Next >

_llext)l

19. Step 4 of 6: Online
Questionnaire —
Answer the required

guestions

1 Start Step 4 of 6: Online Questionnaire
Complete
Questionnaire (Required)
2 Prequalify . ) L N
Complete 1. Have you ever been convicted, or found guilty, of a Criminal Offence u Jich a
pardon has not been granted?
3 Resume O No
Complete
O Yes
gwtimnaim Open Ended Questions (Required) r
1. If yes, please provide details of conviction, date of the offence and Cou. zre. *Note:

5 How did you find out about us? Maximum 600 characters

Mot Starfed
6 Review and Submit

Mot Started

Total Characters ~ Count

b

Note: You must complete all Open Ended Questions even though you may have answered
No to the Questionnaire.

In the above example, if you entered No to the question “Have you ever been convicted or
found guilty of a criminal offence under which a pardon has not been granted?”, you would
simply enter Not Applicable as your open ended question response.

20. Click Next >

_llext)l
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Instructions

Notes

21. Step 5 of 6: How did
you find out about
us — Answer the
guestions that are
displayed

1 Start
Complete

2 Prequalify
Complete

3 Resume
Compleie

4 Online Questionnaire
Complete

How did you find out about us?
In Progress

Review and Submit

Step 5 of 6: How did you find out about us?

Referrals
*How did you leamn of the job?

Specific Referral Source

Not Starled
22. Select an item from
the list for the How 4 Start Step 5 of 6: How did you find out about us?
did you learn of Complete
; . Referrals
the job? field )
2 ';&qp'-:'e’fy *How did you leamn of the job?
Specific Referral Source | |nternal Posting
3 Eesm Other Source
0|

4 Online Questionnaire
Complete

How did you find out about us?
In Progress

Review and Submit
Not Started

23. Click Next >

lhxt)'
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24. Step 6 of 6: Review
and Submit —
Review all of the
summarized steps

S Wi Pt gt T Lol Soss J el Tis sy §

Start Review your application and make any changes before submitting.
1

Complate
Step 6 of 6: Review and Submit

2 Prequalify ~ My Contact Information

Complete 4

Email et ok Address 808 Sumil S S g 2 e

3 Resume

Complete Phone  SENIWAEN. Contact Method Wl St

Mod

4 Online Questionnaire

Compiete » Prequalify
5 How did you find out about us? » Resume Attachment

Complete

» Cover Letter Attachment
E ﬁ’;‘md qE » Referrals

~ Application Questionnaire

which a pardon has not been granted?

Have you ever been convicted, or found guilty, of a Criminal Offence under the Criminal Code of Canada or in any other Country for
Mo

Yes

2. Given the nature of the duties, can you push, pull, carry and lift up to 50 Ibs?
Yes

Mo

3. Do you have experience working with large groups of children?
Yes
Mo
4, As a lunch supervisor, you must be able to work two (2) hours a day, roughly between the hours of 10:30am -1:30pm Monday through
Friday (Hours and days may differ depending on school needs). Are you able to accommodate this?
Yes

Mo

5. Are you comfortable in working with children who have challenging behaviours? (Yes or No)
Yes
Mo

Modify

C

From the above illustration, you can expand each section by clicking on the arrow key (i.e.
My Contact Information) to view all of the details relating to the section, including answers to
the Online Questionnaire.

Note: You will be able to view the summary of your application, including the resume used
and the answers you provided in the Online Questionnaire even after you submit the
application through the My Job Application page. Once the application is submitted, you
cannot make any changes.

25. When you have
confirmed all
information is
correct, click

Note: A green bar is displayed to indicate that “You have successfully submitted your job
application”.

Upon submition you will receive the “Application Received by Calgary Board of Education”

Submit email notification.
26. Additional Note: Clicking Save as Draft (see above) allows you to save your application and proceed to
Information

another time. After saving as draft, this message appears:

The application process has not been completed. You have saved your application but have not applied on the job opening

To return to the application process at another time, click “My Job Applications” from the
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Careers page:

Careers

Search Jobs

Welcome Tony Sign Out

et s S B sitnten P

Bt Noancations

G My Job APDICAtions e 15

Nttt Pttt P

Click the arrow button to return to the application process (not shown here). Click the Next
button until you get to the In Progress step (not shown here).

= My Job Applications

My Job Applications More
Job Title Job Withdraw Application

Ed Assistant, Special 39795 Withdraw —
Ed j

Note: You can also withdraw your application bu clicking on the Withdraw button as per the
illustration above.

27. Attaching Additional | To attach additional documents (i.e. copies of degrees, certificates, licenses, etc.), do the

Documents following:

Click on My Job Applications from the Careers page
Click the Add Attachment button

Select the type of attachment in the Attachment Type field
Type title into the Attachment Title field

Click Continue

Click My Device

Select a file and click Open

Click Upload

Click Done

© ©® N o g K~ w DR

10. Repeat the above steps for additional documents

For more information go to Insite > Adding Application Attachments — CBE Employees and
External Applicants quick reference guide.

For answers to further questions regarding applying for a job, call the HR Employee Co ntact Centre (ECC) directly at 403-
817-7333 or email ecc@che.ab.ca
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