
 

How to View and Apply for 
Job Pos�ngs in eRecruit 
for CUPE Employees  

 

FOR CARETAKING AND MAINTENANCE SUPPORT STAFF 

Job pos�ngs for non-cer�ficated posi�ons are posted online through eRecruit.   Through eRecruit you will be 
able to view job pos�ngs, create job alerts, apply for posi�ons and view the progress of your applica�on 
through Track My Applica�ons. 

To access eRecruit, simply login into the district’s intranet site and click on the eRecruit launch buton found 
under Useful Links. 

You will be directed to your Employee dashboard.  

 

TO VIEW A JOB POSTING 

1. From the Job Postings group box, you can view all available positions.  Simply click on the job title to 
view the entire job posting description. 

  

The Our Latest Job Postings group box features a limited number of the latest positions. 
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From within the job descrip�on page, you can print the pos�ng, add it your favorites, send it to a friend, 
and finally apply to it. 

BEFORE YOUR START 

As a Caretaking and Maintenance staff member you are not required to provide the district with a personal 
resume when applying for a Caretaking and Maintenance posi�on.   

During the applica�on process, you will be uploading the CUPE No�fica�on of Inten�on to Apply as “your 
resume”.  This PDF document simply indicates “This document serves as my resume and notifies Human 
Resources of my intent to apply for this job posting through eRecruit”. 

Before you start the online applica�on process, open this document and save it on your computer. 

The CUPE No�fica�on of Inten�on to Apply document can be found on the district’s intranet site under 
Human Resources > Staffing & Careers > eRecruit > For Employees. 

TO APPLY TO A JOB POSTING 

1. Simply click on the Apply Now button to submit your application. 

 

2. If this is your first application through eRecruit, you will be required to upload the CUPE Notification of 
Intention to Apply as “your resume” by clicking on the Browse button and selecting this document from 
the location of your computer where you saved it.   

 

Once you have uploaded this document as your resume, it will automa�cally be saved in eRecruit for 
any future applica�ons.   
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3. You may choose to update your education history, employment history and any second languages 
information.  Please note this is not required information for the application submission. 

All your other informa�on is automa�cally updated for you from HR Self Service. 

4. Scroll to the bottom of the page to the Application Certification section.  Ensure that you read and 
accept both the application declaration and the privacy policy statement to complete your submission.  
To access the privacy statement, please click on Privacy Statement. 

 

5. Click Save at the bottom of the page to move to the next stage of the application process. 

6. If there is an employment questionnaire for the position you are applying to, you will be then directed to 
a page to answer some questions.   

 

Answer these ques�ons and when complete click on the Con�nue buton. 

7. You now will be directed to an application summary page.  Review your information and if all is in order 
click on the Submit button on the bottom of this page. 

If you wish to make any modifica�ons, simply click on the Back buton to return to applica�on pages. 

Congratula�ons, you have applied to the job pos�ng! 

You can track the progress of your applica�ons from your main employee dashboard by clicking on the Track 
my Applica�ons buton, within the Careers group box. 

 

eRecruit Tip 

To move back to your employee dashboard, simply click on the district logo at the top of any page. 
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THE EXTERNAL DISTRICT CAREERS SITE 

All job pos�ngs are also posted on an external Careers site, found on the district’s internet site, for access by 
the general public.  You may view job pos�ngs on this site as well, but as you are a current employee you 
must apply for the job pos�ng through eRecruit. 

To access eRecruit from the internet site, click on any of the following links to be directed to the Intranet 
and eRecruit hyperlink to login into the district’s intranet site. 
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