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Online Employment Application Guide
To Apply for a Specific Job Opening

1. From the employment opportunities webpage, www.icc.edu/jobs, click on the title of the job you
wish to apply for.

2. Click the ‘Apply’ link.
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Job Title: Bindery Operator {part-time)
» JOB INTEREST CARD
Salary: $8.50 - $11.90 Hourly

* HUMAN RESOURCES Job Type: Temporary
oME
Location: Main Campus, East Peoria, Tllinois

Print Job Information | Apply —

» ICC HOME

Description Benefits Supplemental Questions

*This is a temporary, 90 day position.™

Perform effectively and efficiently at setting up and operating the binding
and finishing equipment for the Document Services department.

3. Click ‘Create Your Account’ or ‘Create Your Account Here.’

Note: If you have already created a user account, login using your previously created username
and password. You will not be able to create another applicant account using the same

email address.
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Please notify the Human Resources Office if accommodations are required to participate in the employment process.
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4. Enter your information and click ‘Save.” You must remember this information.

* First Namel

Middle Initial I

* Last Namel
Primary Phonel
Alternate Phnnel

# Email I

+ Notification Preferem:el == Select == ,l

By which method would you prefer to be notified about application
status, testing dates and examination results?

* Address 1 I

Address 2|
* Citvl
* statel == Select == |
* Zipl—
c““"twl == Select == j

* Usernamel
Tip: Your usernames must be unigus. Chooss = Usernzme that

you can easily remember. You may use latters and numbers and
the underscore "_". Example: john_doe25

* Password I
# Confirm Passwordl

P d Hintl

Tig: If you fergst your passwerd, you can dick on Lost Passvord
=nd it will 52 emazilad to you.

Save I -
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5. Click the ‘Create Application’ button.

Note: You do not need to create a separate application for every job that you apply for. Each
applicant must have his/her own account. You cannot share accounts.
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* JOB INTEREST CARD In order to apply for a position you need to create an application first. Click on the

‘Create Application’ button and we'll guide you through the process.

* HUMAN RESOURCES Create i !
HOME

r ICCHOME Applications You've Created:
Name Date Created Modify

Tip: You do NOT need to recreate a new application every time you're applying for a
position.

Copymght © 2006-2009 - Minois Central College == 1 College Dnive, East Peoris, IL 61635-0007 - (309) 694-5-1CC (694-5422)




6. Input a title for your application for future reference, and click ‘Create Application.’
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* JOB INTEREST CARD

Build New Application

* HUMAN RESOURCES To create an application, enter the name of the application in the box below and click the
HOME 'Create Application’ button. Keep in mind that you can create multiple applications, so
+ 1CC HOME choose a descriptive name for your application like Educatienal Application or Accounting
Application.

Application Name (for vour own reference):

Create Application

Tip: You can reuse this application to apply for as many positions as you'd like. You do NOT
need to recreate a new application every time you're applying for a position.

Copynght © 2006-2009 - Minois Cenirel College :- 1 Callege Dnive, East Peons, IL 61635-0001 :: (308) 694-5-10C (684-5422)

7. Fillin and verify the contact information.

Employment Application

Welcome, Jane Doe Help Logout
Main Menu | Appli tatus | Account

Job Application » Profile

* Required Field

Cancel Save & View Application

Contact Information

* First Name IJane

Middle Initial I

* Last Name IDoe

Primary Phone |309-555-5555
Alternate Phonel

* Email I

* Notification Preference | Email ‘I

By which methed would you prefer to be notified about application status,
testing dates and examination results?

* Address 1 |1. College Dr.

Address 2|
* City [East Peoria
* State | Illinois |
* Zip [61835
Countrv|== Select == ;[
Cancel I Save & View Application I

* Required Field

8. Click the ‘Save & View Application’ button.



9. Click on the links for ‘Edit Personal
Information’ and ‘Edit Preferences.’ If you
want to add education or work experience,
click on the links for ‘Add Education’ and
‘Add Work Experience’ and complete these
sections. You can also add Certificates or
Licenses, Skills, Additional Information,
Refereces and a Resume if desired. Click
the ‘Save’ or ‘Save and Proceed’ button at
the bottom of each section.

Employment Application
Welcome, Jane Doe Help Logout |
Main Menu | Application Status My Account
Job Application » Review
* Required Field
Contact Information Edit Contact Information
MName: Jane Doe Address: 1 College Dr.
Fact Panria. Tlinnic A1A3S
Email:
Notification Preference: Email

Home Phone: 309-555-5555  Alternate Phone:

Personal Information

Edit Personal Informatioy

Driver's License:

Can you, after employment, submit proof of
your legal right to work in the United States?

what is your highest level of education?
Preferences

Preferred Salary:

Are you willing to relocate?

Types of positions you will accept:
Types of work you will accept:
Types of shifts you will accept:
Objective

Education Add Education

Work Experience Add Work Experience

Certificates and Licenses Add Certificates or Licenses

\

Skills Add Skills
Office Skills Edit
Typing: 0

Data Entry: 0

Additional Information Add Additional Information

References Add Reference
Resume Edit Resume
Text Resume

Attachments Add Attachment(s)

* Required Field

10. After completing all required information, follow the steps to complete agency wide questions and

any required supplemental questions.



11.Click ‘Accept’ to digitally certify and submit your application.
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———— By dlicking on the "Accept” buttan, T hereby cortify that every

[ ]
. . —  statement I have made in this application is true and complete
I1linois to the best of my knowledge. I understand that any false or
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&l ity in the U.5. I understand that I may be required to
wenly any ang all mlormation given on ths appheation. 1
understand that this completed application is the property of lllincis Central College and
will not be returned. I understand Illinois Central Collage may contact prier employers
and other references. I understand that I must notify the Human Resources Department
af any changes n my name, address, or phane number,

Accept | Dacline |
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12.When you have successfully submitted the application you will be redirected to the Application
Confirmation webpage. An application receipt will be sent to the email address that you used to
create your account.
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Application for Academic Advisor -Business & Click here for 3 printable version of the|
Information Systems is complete. application vou just submitted
» HUMAN RESOURCES
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[ ] Dear Jane Doe

th()ls You will receive instructions by email and/or mail as to the
Cer'ltl'al next step in the process.
Thank you for applying for employment with Illinois Central
COllege College.

The application process may include one or more of the
following: application review and evaluation, skills test,
written test, interview, background check, drug test and
physical, where applicable.

Questions asked during the application process are based on
the knowledge and abilities required to successfully perform
the job.

Thank you for your interest in employment with Illinois Central College!
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