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UVIC CAREERS EXTERNAL CANDIDATES GUIDE  

Browse and apply for jobs 
This guide outlines the process how to search and apply for a job at the University of Victoria using the 
UVic Careers system.  

1. Create an account  
 

Step Instructions Screenshot example 
 
1.1 

 
If you have an account already, log in to 
UVic Careers using your email and 
password(uvic.mua.hrdepartment.com
) and proceed to step 3. 
 
Otherwise, click “Create a new 
account if you are not a current UVic 
employee”. 
 

 

 
1.2 

 
Complete all fields marked with a red 
asterisk (*). These fields are 
mandatory. If left blank, the system will 
display an error message, and you will 
not be able to proceed. 
 
Read the Terms of Use carefully. Scroll 
to the bottom of the section to enable 
the ‘Continue” button. 
 

 

 

https://uvic.mua.hrdepartment.com/
https://uvic.mua.hrdepartment.com/
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Step Instructions Screenshot example 
 
1.3 

 
Ensure the email 
address you enter is not 
already registered in the 
system. If it is, an error 
message will appear. 

 

 

 
1.4 

 
At this stage, we 
recommend uploading 
your résumé (CV). This 
makes future 
applications easier, as 
the system will reuse 
your information. 
Otherwise, you may 
proceed to browsing 
posted jobs and upload 
your résumé later. 
 

 
 

  

2. Enter your Résumé/CV 
 

Step Instructions Screenshot example 
 
2.1 

 
If you choose to enter 
your Résumé/CV 
immediately after 
creating your profile, the 
next page displays the 
information you 
entered. Review and 
make any quick edits if 
needed, then click 
“Submit” to finalize 
your profile. 
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3. Search for jobs 
These steps will help you navigate the available posting and will help you filter the options 
available. 

 

Step Instructions Screenshot example 
 
3.1 

 
Quick job search allows you to 
search for a job by basic criteria 
such as job category and 
location. 
 
Enter a keyword and click 
search at the bottom of the 
screen to perform a quick 
search. 
 
 
 

 

 
 
3.2 

 
Advanced job search allows 
you to use flexible options such 
as organizational unit, 
requisition or posting #, 
professional level of applicant 
and specific Employee group to 
filter job postings. 
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3.3  

  
Results displays all jobs 
currently posted on the UVic job 
board. 
 

 

 
3.4 

 
My Job Search Agent: allows 
you to set parameters for 
specific jobs. The system will 
notify you by email when 
matching postings are 
available. 
 

 

 

4. Apply for a job 

Step Instructions Screenshot example 
 
4.1 

 
After clicking the job posting, 
you will be able to view all 
the details. 
 
Click Additional Information 
to view further details about 
the posting. 
 
Click “Apply to this job” to 
proceed. 
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4.2 

 
Review the Terms of Use, 
select the checkbox to 
confirm, and enter your full 
name. 
 
If you see an error message, 
check your profile to ensure 
you are entering your full 
name (including middle 
name) exactly as it appears. 
This box is case-sensitive. 
 
Click “Next” to proceed. 
 
  

 
4.3 

 
You will then be asked to edit 
your profile details.  
(considered as step 2 on 
your initial application). 
When you are satisfied, click 
“Next” 
 

 
 

 
4.4 

 
On the next page, you can 
upload your cover letter. You 
may upload a Word or PDF 
file. 
 
You may upload, modify, and 
use different cover letters 
tailored to each job 
application. 
 
Tip: ensure the document 
name that you upload has 
the job title in it to 
distinguish each of your 
uploads. 
 
Click “Next” to proceed. 
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Step Instructions Screenshot example 
 
4.5 

 
On the next page, you can 
upload attachments such as 
certificates or other 
documents that support your 
application. 
 
Any additional document 
that is required will be stated 
in the job posting. 
 
Click “Next” to proceed. 

 
 
4.6 

 
On the next page, select the 
employment equity group(s) 
you identify with, if 
applicable. Use the CTRL key 
(Windows) or Command key 
(Mac) to select multiple 
options. 
 
Click “Next” to proceed. 
 
 
 
 

 

 
4.7 

 
Review your application one 
final time. If no further 
changes are required, click 
Finish to submit your 
application. 
 
Click “Finish” to submit your 
application. 
 
If your application is 
submitted successfully, a 
confirmation message will 
appear. 
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