Using Jobs at CU and Finding Available Jobs
What are the advantages of using the online employment site?
There are a number of advantages to using the online employment site. Some of these include: 

· The system can be accessed 24-hours-a day, 7-days-a-week from any Internet connection.

· The ability to enter your own application information and save your application form online for future job openings. 

· The ability to attach materials such as CVs, resumes, and cover letters. 

· The ability to update your online application with specific skills and experience related to the posting. 

· The online application saves time when you want to apply for multiple jobs, or apply for several positions throughout the year. 

· Receive an acknowledgement indicating the status of their application and notification through the system if no longer being considered for a position.
· Access the system to learn the status of the search.

What if someone does not have a computer or access to the web?
There are a number of ways you can still get access to our online employment site: 

· Any of the public computers located at any library or Colorado Workforce Center. 

· Any friends or family who may have Internet access.

· Any computer that has Internet access, 24 hours-a-day, 7 days-a-week. 

How do I find out what jobs are available?
Go to www.jobsatcu.com. A listing of all available positions can be accessed by clicking on the link entitled "Search Positions". You may then refine your search by selecting a specific Campus, Position Type or Job Posting Number. If you wish to view ALL open positions, leave all search fields at "ANY" and click the SEARCH button. 

Please do not use your browsers "Back", "Forward" or "Refresh" buttons. This may cause unexpected results, including loss of data or being logged out of the system. Use the navigational buttons within the site. 

Creating an Application
How does the online application process work?
· Applicants must create a user name and password.  Make not of it so you can easily access the system to apply for positions, check the status of your application, or update your information.
· Applicants must complete a general application based on the type of position (Classified Staff or Faculty/Exempt Professional Application).  
· The Faculty/Exempt Professional application is only one page that asks for basic contact information and should only take a few minutes to complete.

· Completing the Classified Staff application depends on several factors including the amount of work experience and education you have to enter, how fast you can type, etc. You should allow 20-30 minutes for the total process. Gathering information about previous work experience, education, certifications, etc., before you begin entering your application information will speed up the process.  REMEMBER: The information on your application form will be used to evaluate your qualifications for the job opening for which you apply--make sure it is accurate and contains all information requested. 
· You may make changes to your application at any time by selecting "Manage Application(s)".  However, once you submit an application for a particular position, you cannot make changes to that particular application.  The changes you make will be reflected for any new position for which you apply. 
· For some positions you will be asked to submit a resume each time you apply for a position, but please note, attaching a resume does not substitute for completing the application form that is required when applying for any position.

· You will be able to cut and paste information from other Word or WordPerfect documents into Jobs at CU.  
· If you are a veteran applying for a classified position and you wish to utilize veteran’s preference, please follow the instructions in the classified job announcement.

· Please check each posting carefully to ensure you provide all required materials for the specific job(s) you wish to apply for.

Can I save my application before I finish completing it?
You must click the "SAVE APPLICATION" button on the final page of the application to save the information you have entered. If you exit the online employment site, close your Internet browser, or lose your Internet connection before clicking "SAVE APPLICATION," your data will not be saved and you will have to start over. If you cannot finish the entire application in one session, you may find it helpful to complete just the required fields (indicated by a red asterisk) and proceed to "SAVE APPLICATION". You are then able to log back in at any time to complete and/or edit the application. 

Please note that your online sessions will time out after 60 minutes of inactivity. To be active, you must be communicating with the web server (clicking buttons, tabs, etc.). Typing on a page is NOT a communicating activity. If your session times out, your information will be lost if you have not saved it, so “SAVE APPLICATION” frequently. 

Can someone help me complete the online application?
HR staff members are available to help applicants get started and to answer questions. Email questions to jobs.HR@uchsc.edu or call (303)315-2700.

Will I be able to attach my resume or cover letter?
Yes. Some postings will require that you attach a resume/cover letter, while for others it will be optional.  After completing the online application and selecting the position for which you would like to apply, you will come to an "Attach Document(s)" screen that includes directions prompting you to do one of two things: 

1. Attach resume, cover letter and references 

2. Copy and paste or type in resume, cover letter and references 

How soon will I hear something?
If you have completed the application and attached the required material, you will receive a ‘confirmation number’ after you submit your application.
Can I apply for more than one job at a time?
Yes. Once you have completed your application you may apply to any open position(s). Logging back on to www.jobsatcu.com will allow you to access your application and update and/or submit it for other job openings. 

How long is my application valid?
Applications will remain in Jobs at CU for three years; however, you need to actively apply for job postings.

How Do I Print My Application?
Before submitting your application, you will have the option to view it. When your application opens in a new browser window, using the tool bar at the top of your computer screen, click on File|Print and follow the prompts on the screen to print your application. 

How can I check the status of my application?
Go to www.jobsatcu.com and login. Looking at the left side menu bar, click on "Application Status." You will see one of the following status notes next to each position for which you applied: 

