Welcome to the Northern
Arizona University Jobs at NAU
Tutorial

This Tutorial will take approximately 15 minutes

Click on the forward button
at the bottom of each page >|

To go back click on the
< back button




Making the application work for
YOU!

After reviewing this Tutorial you will have learned how
to apply and manage your NAU Job Search.

i

You will have the ability to:

Learn about Employment Opportunities at NAU
Search for specific Jobs

Apply online for Employment
Attach a resume or other documents to your NAU
Employment Application
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Let’s Begin

Suggested Items to have prior to
applying

Education, references, and employment
Information
An electronic copy of any documents that you may

want to send along with your application (resume,
cover letter) in PDF or Doc format.
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Helpful Hints

Do not use your Browsers “Back” “Forward” or “Refresh”
buttons to navigate the site. This may cause unexpected or
unwanted results including

losing your saved information. Please use the required
navigational buttons within the site, to ensure the correct

results.
X-X.0 X 4 @9 @ 3
Firward Step  Refresh  Home | Search Favorites  Hastory
e If you leave your computer before completing all of the data

for your application, be sure to click save To protect the
security of your data, the system will log you out after 30
minutes of inactivity.
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Careers

Search:

Careers

New users click here

Wel
thrao

Existing users click here

b. %oucan s

ch by using the

|‘ click here to Renister.

Advanced Search. Found a job you are interested in? Cli itfor a
description and to apply.

Keyworids: |
Posted: | Last Month w |

User Name: |

Password: I |

Search | advanced Search Search Tins Lagin gin Help | Redister Mow
If you forgot your password click here

First Previous |Ne;{t Last

Date Job Title Job 1D Location
[] 10:25/2005 Dean H55148 Flagstaff Mountain Campus
[ 1oizsizo0s  cCustodian 555147 Flagstaff Mountain Campus
[ 10021/2005 Egi;g‘ra““' fenelt SRR gy Flagstaff Mountain Campus
Assistant Professor of Statistics - )
[] 10r2142005 Mathemalics & Statistice H54674 Flagstaff Mountain Campus
Rl = e e 554680 Flagstaff Mountain Campus

Associate - Hiolodical Sciences

Selectall DeselectAll  Save Jobs

<>




Register

Register

Enteryour new user name and passward.

‘User Hame

‘Passwori

This will be your new
user name and password

Jakhn Doe

*Confirm Password sesss

Register

Feturn to Previous Page




Careers Home

Careers Home

Careers Home

Job Search

Iy Sawed Johs

My Sawved Searches My Career Tools L oot

Welcome

You may attach one document when you apply for a pasition. Ifyau waou .
a caver letter and resume, please putthem in one document. During th YOU W|” need to create

process you will be instructed to attach that document.

Heywords:
Posted: Last

aonth L

Search |ﬂ-.d'-.-'anced Search Search Tips

You do not have

Date
10252005

1002552005

1052152005

0000

1002142005

your profile

Dﬂnnlicatinn!

0 Saved Mesumes

vy P rofile

any notifications.

Job Title
Dean
Custodian

Pharmacist- Fronske H
Center

Or you may view
jobs prior to

Creating a prOf”e 1 Previous | Mesd Last

Eticn

CIICk on the jOb staff Mountain Campus
you WOUId I|ke {0 |staff Mountain Campus

view.

staff Mountain Campus

Assistant Professor of Statistics -

mMathematics & Statistics

554674

Flagstaff Mountain Campus
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Your Profile

Careers Home Job Search My Sawved Jobs My Sawved Searches My Career Tools Lodgout

Please follow these instructions

My Profile

Flease provide your name and other contact details in order to continue with the application. YWE
STROMGLY RECOMMERD O IMCLUDE &AM EMAIL ADDRESS to ease communication. Ifyvou edit this
information, prior applications may not reflect this change.

Save Feturn to Previous Page

“English” must be
selected as the
Name Format

before any other

User Mame:

Passworil: Change Password
Preferred Method of contact: Mot Specified

; data can be
Mame Format: Enaglish L
Mame Prefix: L ente I’ed
*First Name: |.J|:|hn

Middle Hame: |

*Last Name: |D|:|e

Name surfoc | I -

<>




Personal

Information

Country:
Address 1:
Address 2:
Address 3:
Citw:
Postal:
Counmty:

Primary Email Type: | Home il | /

| United States

[123 Main St

|F|agstaf’r State: | Arizona L

|86001 |

|C|:u:|:ur'|ir'u:|

We strongly recommend that you
provide an email address

Email Address: |JDhﬂDDE@fahDD.CDm | Remove
Add Another Ermail Address

Primary Phone Type: | ~ |

Phone Number: |928—555—5555 Extension: Bemove

Add Another Phone Rumber

eturn to Previous Fage

After entering all of your information
click on Save <




Careers Home

Careers Home Job Search My Saved Jobs My Saved Searches My Career Tools Logout

Eareera Home |

[Welcome John |

You may attach one document when you apply for a pasition. [fyou would like to include
a cover lefter and resume, please putthem in one document. Daring the application
process yau will be instructed to attach that document.

e 0 Applications
Posted: Last Maonth L
N Saverd BFesiimes
Search | Advanced Search Search Tips TO f|nd a SpeCIfIC JOb yOU may
scroll through or search for
You do not hawve any notifications. a SpECIfIC JOb
v
I First Previous |Nex‘t Last I
Date Job Title Joby 1D Location

[] 10iz15200 554967 Flagstaff Mountain Campus
[] 10iz1iz005 2544970 Flagstaff Mountain Campus
[1 1072102005 B0 S e eesa If you would like to see the
O 1oz1iz008  GESRRCTAsseeie BeRa™® | job description for a certain job

click onthatjob | > |




Job Description

Job Description

Job Title: Applications Systems Analyst, Enwvironmental Sciences

Job 1D T

Location: Flagstaff Mountain Campus If yOU WOUld I|ke
FullPart Time: Full-Tirme to apply for this
Regular Temporary: Regular JOb CI|Ck here

Ermail to Friend I Save Job |I Apply Mo |I!qet,_|m to Previous paql

_ _ ‘\ Or click here to
Special Information

FPosition subject to availability of funding. Incumbent is not eligible for layof return to the JOb
posting list

Job Description

* Works with a team of ecologists and spatial analvsts to build software tools in the

ArcElsSrarcOhbhjects environment for supporting forest and grassland restaration planning in Arzona
and Mew Mexico.

* Develops user-friendly interfaces and encodes spatial analysis procedures for spatial filtering, GIS
overlay and to model various ecological processes and land management impacts. Examples

include invasive plant spread, forest growth, and forest treatment and wildfire effects on vegetation,
watersheds, and wildlife hahitat characteristics.

* Acqguires user input and feedback via beta testing or other methods to improve and modify ArcGls

extension and tools.




Applying for a Job

Careers Home

Welcome John

You may attach one document when you apply for & position. IFyou would like o include
a cover letter and resume, please putthem in one document. Doring the application
process you will be instructed to attach that document.

Heywords:

Posted: Last Manth St

Search |.ﬂ.d'-.rann:ed Search Search Tips

You do not hawve any notifications.

W
105215200

102152005

1052172005

00004

102152005

Select Al Deselect All Savednhsll Apply N oww |I

Job Title

Applications Systems Analyst,
Environmental Sciences

e Officer, Lniversity Police

Accistant Frofessar,
mRlursing
Fesearch Associate, Biologic

Sciences

Zhair, Health Sciences

0 Applications

0 Saved Resumes

bty Profile

Firzt FPrevious |Nex‘t Last

Job 10 Location
5854967 Flagstaff Mountain Campus
a
s\ If you do not want to view the

5

job posting first, choose the
job(s) that you would
like to apply for and click on

Apply Now | > |




Resume Information

Apply Now

Choose Resume

() Applywithout using a resume

You may attach one document to your

application. We suggest that you

combine your cover letter and resume

into one Microsoft Word or PDF
document

Then click to continue

Continue |H urn to Previous Page
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Attaching A Resume

1
JHRISYTalent ﬁCqUiSitiD’i%“ Click here to

| Lipload Cancel browse your
computer files for

Upload your resume attachment your
resume
Apply Now attachment

Enter Resume Text

Resume Title: |Hesume.duc |
Language: | English v |

File Name: View Attachment

Once you have loaded
return 1o Pre| YOUI resume attachment click Continue

<
Continue || Close

<>



Application

Please complete all sections

You are applying for:

Remove

Add Another Job tao Applicatiaon

Resume.doc

Use g Different Eesum

Jdahn Doe
123 Main S5t

If you click Close
Application without

Flagstaff, AZ 86001 Saving,
Coconino .
Edit Profile you will lose your
Information
Previous Sawve Subimit || Close Application | ICareers Home Mext

FPlease complete all sections

Flease add your work experience in chronological arder, stading with you most current employer.

[#]Aadd work Experience Cllck here tO add your WOI‘k
% “~ experience
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Y/ Work Experience

Add Employment History

Entry Complete - Return | Add More | Cancel Seturn to Previous Page

"Start Date: 01191995 |9
End Date: [01s25r2001 |50 Add your work

*Employer: |Coconino Community College history T

Ending Salary: | 45000.00] chronological order,
Pay Frequency: | Year - | . .

*Ending Job Title: |Elusiness Analvst | Startlng Wlth your
Coumntry: | Linited States vl mOSt Curl’ent
City: [Flagstaff | employer

State: | AriZzona - |

S P e |928/555-5555 |

CIle here to es: Ceveloped user-friendly interfaces, Acquired user <

input and feedback for supporting and processing

return to the data.
main application

NI Entry Complete - Return " Add More |‘ Cancel | CI|Ck here to add
11

I ———— another employer| ¢ | > |




Education History

Highest Education Level: | G-Bachelor's Level Degree O Click on Highest

ou have not added any high school education information to your app degree of
pdd Primary and Secondary Education History education

Education Level
to select your

Click here

to add your
high school
information

he Add Post-Secondary Education History link belovy to enter information about your post-
pucation. Once information iz ertered, vou may edt £ by clicking on the schoal name. Click on the
in o delete the corresponding college or trade =choal information.

You have not added any college or trade school information to yaur application.

[+ Add Post-Secondary Education Histary
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Education History

Add New Application
Add High School Education

Entry Complete - Return Cancel Return to Previous Page
Country: Linited States hd
State: Arizana v
School Type: High School "
School: |Flagstaﬁ High School |
Lewvel Achieved: | High School Graduate v|
Average Graile:
— When finished
. | Entry Complete and |
Entry Complete - Return | I Cancel | Return to Previnus Page Return to main
B application
*Required Field

hlld



Education History

5L

G-Bachel

evel Degres

Highest Education Level:

You have not added any high school education information to your application.
Add Frirnary and Secondary Education History

Pleaze click the Add Post-Secondary Education History link below to erter information about your post-
secondary education. Once information iz entered, you may edit it by clicking on the school name. Click on the
trazh can icon to delete the corresponding college or trade school information.

You have not added any college or trade school information to your application.

[+|3dd Post-Secondary Education Histary
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Education History

Add New Application

If your school or major are

Add College/Trade School not in the drop down or look

up boxes, enter them here.

Entry Complete - Return |

Be sure the look up or drop
Add More | Cancel

down box is empty!!!

Country: | United States /
Pl

State: Michigan

*School: &) Other: |Univer5it'g.f of Michigan |
*Major: V| Other: |E|:|:|n|:|mic5 |
*Degree: Bachelor of Arts w |

Average Grade: B

Entry Complete - Return | Add More | I Cancel |
L ]

Click here to
return to the
main application

Click here to add

another school




Job Training

Please enter Relevart training course infarmation belaw .

You have not added any training information to your applicatian.

\F )«dd Joh Training

Add New Application

Add Job Training

*Course Title: |Cnmputer Infarmation Systems |
*School Name: |NAU |
Course Start Date: 01Mar2004 Eﬂ
I
| N | | |
Entry Complete - Return " Add More Cancel g
/ | 11 | H Feturn to Previous Page
Click hereto g

Click here to add
another training course

return to the
main application




Languages

Please enter information about languages you speak, read or write below.

You have not added any [anguages toyour application.

|:||:I Languacdes

Add MNew Application

Add Language

Language: Spanish L
Speaking Proficiency: Moderate b |

—— Reading Proficiency: | Moderate
Wiriting Proficiency: | Moderate A |
| 1 | 1
/ Entry Complete - Return Add hore I‘ Cancel | Return to Previous Paoge
Click here to e« rieia :
Click here to add

return to the
main application

another language < | > |




Y
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References

Pleaze erter information about vour references here. Professional references are the most helpful,

You have not added any references to your application,

@}dd Reference




References

Add New Application

Add Reference

Cancel | Feturn to Previous Page

Add More |

Entry Complete - Return |

We recommend
professional references
and prefer former
supervisors

‘Reference Type: | Professional R |

*Feference Name: |.Jeﬂr Smith |

*Title: |5upewisnr |

Employer: |C|:u:|:unir‘u:| Zommunity College |

Telephone: |928—555—5555

Country: | LInited States Vl Address Search
Address 1: |1 23 Lone Tree |
Address 2: | |
- I |
Click here to e State: [Anzens v
return to the 88001

|C:|:n:|:|nir'n:| |

main application

NEMW Complete - Return " Add mMore |
|

Click here to add

another reference

Fage
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Questionnalre

You must complete all
questions each time you apply

Are you over 182 (The Age Discrimination in Employment Act of 1967 prohibits discrimination on
the basis of age with respect to individuals who are at least 40.)

O Yes
O Mo

Hawve you ever worked for NAU before?

O Yes
) Mo

Are you currently working for NAU?
) Yes

) Mo

Are you a citizen of the United States?

O Yes
() Nao
If not, do you hold the legal right to be employed in the United States? (If hired, you will be

required to submit proof of identity and eligibility to werk in the US as required by the Immigration
Reform and Control Act of 1986.)

) Yes
O No

Do you have any relatives that work for NAU?

O Yes
O Mo

If s0, tlo they work in the department(s) where you are applying to work? (This information is
provided to assist in complying with the Arizona Conflict of Interest laws.)

) Yes
O Mo

Do you possess avalid driver’s license? Answer this question only if you are applying for a
position that requires a driver's license

() ¥es
(O Ma

Have you ever heen comvicted of, or plead guilty or "no contest”, to a crime that has or has not
heen removed from your record? Disclosure of this information does not atomatically

disqualify you from consideration.

() ¥es
(O Ma
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Referral Information

How did you find out about the "
joh?

SubSource b
Specific Referral Source:

Are you aformer employee? Ovyes  (OINo When finished you
May Save for later or
Submit

Please complete all sections

F"IE"-.-"i'I}lI':"-I Save ll Subrnit | Clnseﬁpplicatinn|¢areer5|-||;.me Next

; If you click Close

Application
without saving,
you will lose your

information <| >|




N2 Self Identification Detalls

Submit Online Application

Marthern Arizona Liniversity in accordance with Title 41 Code of Federal Regulations Chapter 60-
1.40 60-2.21 iid) and Arizona Revised Statutes 41-1463, invites all applicants or emplovees o
carmplete the following information listed below. The information obtained will be treated in
confidential manner and will be used to assist fulfilling the university; s federal and state statistical
reparting and Equal OppodunitgAffirmative Action requirements. This infarmation is valuntary and
refusal to provide itwill not subject you to any adverse treatment. Thank you very much foryour
consideration and assistance.

R ‘Gender:

Unknown

Ethnic Group: ‘ K “

El idecline to provide my self idertification details,

JLdl



Terms And Agreements

[N submitting this application and any other documents | choose to attach toit, | understand that
false staterments will disgualify me for employiment or cadse my subsequent dismissal. In
connection with the application, [ autharize all corporations, companies, credit agencies, education
institutions, persans, law enforcement agencies, military services, and former employers to release
infarmation that they may have akbout me to Maorthern Arizona University or its agents and release
them from any liability for doing 0. Howewer, | specifically waive any right | have under Arizona
Revised Statutes Section 23-1361.8 or otherwizse to receive ar examine a copy of any wiritten
communication regarding employment furnished by any former or carrent employer of mine. This
authorization, in ariginal ar copy form, shall be valid for this and any future reports that may be
reqquested. Motice: ifyou are interviewed or selected as a finalist for a position with Mothern

Arizona University, your application and resume are cnnsiderej Sadalic vocovde - Dulalic ensoeds
are required kby law to be made availakle during normal To submit your application

ey s media, reduesiini s i
ee to these terms (1 do not agree to these terms you must click | agree t?
these terms and Submit

. ‘7
| Submit | Cancel |HeturntnF’revinusF’aue

You will be sent an email confirming that your
application was received < | > |




My Applications

Careers Home Job Search My Saved Jobs My Saved Searches My Career To Lodgout I

On this page you may
My Applications review When you are
the applications you have finished with your
v submitted application, close
You have successfully JUOTmMEd your JOm appic T, your browser.
Display applications from w | Refresh

First [4] Previous | Mext [+] Last

Application v Status Application Date
L Applications CySiems Analyst, Ervironmental " Applied 1002512005 3-30PM
—— ACiences

<>
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Thank You!

Thank you for your interest in
Northern Arizona University.

If you need further assistance, please contact the
Human Resources Office

Centennial Building (Bldg. 91)
113 Dupont W. Flagstaff, AZ, 86011

Phone: 928-523-2223
Email: HR.Contact @nau.edu

| |



