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How to Search and Apply for How to Search and Apply for 
JobsJobs

www.greenheck.com
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Getting StartedGetting Started

• If you already have a profile continue to the next page

• In order to search and apply for jobs you first need to 
create a profile.

• To Create a profile click "Register" on the Employment 
page to get started

• For help see "How to Create a Profile" on our 
employment page
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Click LogClick Log--in to Get Startedin to Get Started
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Logging InLogging In

If you receive these boxes, click OK or Yes
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Enter Your User Name and PasswordEnter Your User Name and Password

Enter your User Name and Password
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Moving Around the System Moving Around the System 

DO NOT USE THE BROWSER BACK OR FORWARD 
BUTTON. If you accidentally click one of these buttons 
click refresh. You will be taken back to step one in your 

profile. Any unsaved data will be lost.

Please disable your pop-up blocker for this site. If you 
don't disable the blocker certain functions may not work 

properly and will cause you to start over.
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Moving Around the SystemMoving Around the System

You will be brought to the Candidate Cockpit where you 
can review and change your personal profile
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Releasing Your ProfileReleasing Your Profile

YOUR PROFILE NEEDS TO BE 
RELEASED TO APPLY FOR A POSITION
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Searching for a JobSearching for a Job

Click on the "Employment Opportunities" tab to begin searching for a job.
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Searching for a JobSearching for a Job

This is the Job Search Screen. 

To see all openings click "Start Search."

To look at only specific types of job 
narrow your search using the filters 
below.

Note: Using a filter will limit what jobs are returned. If you 
do not receive any results try expanding your search or 
removing the filter.
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Searching for a JobSearching for a Job

Click the title of the job you are 
interested in to see a more detailed job 
description.

To go back or start your search over 
click on "Return to Search."
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Apply for a JobApply for a Job

To apply for a job click "Apply" in the 
upper left corner.
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Apply for a JobApply for a Job

You are now able to review your profile 
for any changes you wish to make.

If you don't want to make any changes 
skip to Step 5 "Questionnaire" and 
complete any required questionnaires.
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Apply for a JobApply for a Job

Once you've completed the 
questionnaires go to Step 7 "Send 
Application."
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Apply for a JobApply for a Job

Press "Send Application" to apply.
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Apply for a JobApply for a Job

If you have applied correctly you will receive this 
message. Click close to return to the Job Search 
results.


