UVIC

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

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

Screenshot example

UNIVERSITY
OF VICTORIA

Staff postings

Login

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.

employee”. First Time User ?
[ v ey e ot e e
Create an Account
1.2 Complete all fields marked with a red

==

First Name *
Middle Name.
ast Name *
Password @ *

Password *

Referral Source * seect—
dress one
Country* | canses
State/provnce | oo
cny

Zip/Postal Code

Confirm E-mail *

Terms of Use
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https://uvic.mua.hrdepartment.com/
https://uvic.mua.hrdepartment.com/

Step Instructions Screenshot example
1 .3 EnSUre the email The fol cw.'irg information is already in our system. This could be a duplicate résumé,

address you enter is not C

Click here to retrieve your login.

already registered in the e

system. Ifitis, an error

message will appear.
1.4 At this stage, we Account Created

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.

What would you like to do now? You've created an account, so you can create Job Search Agents at any
time. If you'd like to submit your résumé/CV now, click on the button below to go get started.
Otherwise, click the search for jobs button.

B Enter my Résume/cv Q, Search for Jobs

2. Enter your Résumé/CV

Step Instructions

21 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.

Screenshot example

Your Profile

Step 1

Résumé Profile Creation

Step 2
Preview

Preview (This step is required.)

v Résumé Profile

Submit Cancel
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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.

View All Jobs

Search Again

Displaying 1 - 24 of 24 BLYl per page

Quick Job Search Advanced Job Search Results My Job Search Agents
Step Instructions Screenshot example
3.1 Quick job search allows you to Quick Job Search

search for a job by basic criteria
such as job category and
location.

Quick Job Search Advanced Job Search My Job Search Agents

Keywords

With at LEAST ONE of the following

E nte ra keyWO I‘d an d C |.| C k Category Accounting/Accaunts Payable [1] ;
Administrative and Suppert Services [S]
search at the bottom of the e et S
. ankin;
screen to perform a quick P — .
search. Location | amyuers i Conad 24 .
Anywhere in British Columbia, CA [24]
CA-BC - Victoria [24]
. Advanced Job Search
3.2 Advanced job search allows
. . Quick Job Search  Advanced Job Search My Job Search Agents
you to use flexible options such
as organizational unit, Keywords
req UiS ItiO n or pOSti ng #’ With at LEAST ONE of the following
professional level of applicant Organizational Unit | _saree .
and specific Employee group to Location  seyuere n Conads 20 .
. . . Anywhere in British Columbia, CA [24]
filter job postings. ChpCvetone )
Requisition #
Category Accounting/Accounts Payable [1] -
Administrative and Support Services [5] .
Advertising/Marketing [1]
Arts, Entertainment. and Media [0]
Banking [0]
%u\\:‘nga"ﬂ Grau[\ﬂsh\é\"[e"an[ﬁ?] -
Career Level Director a
E:;Z‘:\[:::Ed {Non-Manager) '
Manager
Manager (Manager/Supervisor of Staff) v
Employee Group: A NEW POSITION

Casuat
CUPE 917 - Regular
CUPE917-Term
CUPE 951 - Regular
CUPES51-Term

- >
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3.3 Results displays all jobs

board.

currently posted on the UVic job

Search Jobs View All Jo

bs A Notifications # Career Centre ® Logout @ Help

View All Jobs

« (» »

Quick Job Search  Advanced Job Search  Results My Job Search Agents

Displaying 1 - 25 of 25

Jobs
JOBTITLE$ DATE OPENED # POSTING CLOSE DATE REQ. # 3
Coordinator, Equity and Human University 9/22/2025 6 October 2025 990451.3
Indigenous and  Rights of
Human Rights, Victoria
Institutional Victoria,
Capacity BC, CA
Building VBW 2Y2
Account Faculty of Business University 9/19/2025 6 October 2025 993131.4
Executive, of
Executive victoria
Programs victoria,
BC, CA
vaw 2y2
Manager, New  Office of Student Life University 9/18/2025 1 October 2025 992447.3
Student of
Engagement victoria
victoria,
BC, CA
VBW 2Y2

Search Again

PER per page

Management
Excluded - Term

PEA - Regular

PEA - Term

34 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

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.

Screenshot example

Account Executi
-

ve, Executive Programs - (993131.4)

D s e is a2 o st o ik

Organizational Unit
Location
Posting Close Date

Please note that positions will ¢
FTE
salary Grade

Additional Posting
Information

Salary posted will be pro-rated
Classification
Employee Group;
# of Hires Needed

Category

About this Opportunity

Additional Information

University of Victoria > Faculty of Business

University of Victoria - Victoria, BC V8W 2Y2 CA (Primary)
6 October 2025

Iose at 4 p.m. on the dlosing date

0

$79,376.00 - $103,243.00

Please note that while the university encourages and accepts external applications, a strong
pool of internal candidates has been identified for this opportunity.

based on FTE and achieved as per the collective agreement, if applicable.
5G12

PEA - Regular

1

Advertising/Marketing, Customer Service, Education, Training, and Library, General
Management, sales/Retail

The University of Victoria is one of Victoria's largest employers and one of Canada's best

=993131-BUSI-2025-JD-Account Executive-5G12

I 4 Apply to this Job I
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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.

step 1 Step 2 Step 3 Step 4 step 5 step 6
Terms of Use: Résumé Profile Creation Cover Letters Actachments Diversity Information Preview

s required.

Terms of Use

youapply o, Fyo s about this please
. with Unfe, yeur per P ar
andi o oue legal coursel Your personai o 4 ¥ and for at st B
forterm en inaton of yemen for any reason. Ifyouhave any Quesiions of CncerTs egarding access to.and protection of your persanal
irform:
Ifyo fyo y your persona i y o request s
uviccarcers@uvic.ca AL any e you My SorTeC, update o éete your application information b acce: accourt: For : x webite.
y o, you ere declaring you have resd f your pes Uic a5 described
avowe y accept your appiica -

By checking this box |
hereby agree to the
Terms of Use.

Your Full Name (Enter your
name exactly as it appears
on your user profile,
including your middle
namefinitial f it exists on
your profile) *

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”

Step 1

Résumé Profile Creation

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 initto
distinguish each of your
uploads.

Click “Next” to proceed.

Step 1 Step 2

Step3 Step 4 Step 5 Step6
Terms of Use: Résumé Profile Creation Cover Letters. Attachments Diversiy Information Preview

Cover Letters ( Any attachments listed below will be submitted with your application. )

Find the cover letter: | grose. Nofile chosen +

The fields with a red * are required. valid file formats include .doc, .docx, wpd, .Itf, .txt, HTML, and text-based PDF. There will be a
short delay while the Cover Letter is being uploaded. Please do not click on the button to continue more than once. This window
will automatically close when the uploading has completed.

Please note that ance you once you have submitted your application, you can no longer make any modifications to your cover

letter in the Cover Letter Contents box. Please proofread carefully before submitting. You may address your cover letter to the
*Hiring Team".

Cover Letter Name *

Cover Letter Contents
(Type text infield or cut
and paste from existing

cover letter.) ¥

Cover Letters

There is no data to display.

>Next | BFinish Later m Ccancel
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Step Instructions

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.

Screenshot example

Step 1

Terms of Use

Step 2
Résume Profile Creation

step 3
CoverLetters

Step 6

Preview

Step4 Step s
Attachments Diversit nformation

Attachments ( Any attachments listed below will be submitted with your application. )

Attachment Description | |

Note to Applicants:

Attachments listed below
will appear on all 2
applications. If you wish to
remove an attachment,
click on the X next to the
file name, The attachment
will be removed from all
applications.

Find File *

+ Add Attachment

There are no attachments to display

Browse..  Nofile chosen

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.

Step 1
Terms of Use

Step 3
Cover Letters

Step 4
Attachments

Step 6

Résumé Profile Creation Preview

Step5
Diversiy Information

Diversity Information ( Any attachments listed below will be submitted with your
application. )

UVic is committed to upholding the values of equity, diversity, and inclusion in our living, learning and work environments. In
pursuit of our values, we seek members who will work respectfully and constructively with differances and across levels of power,
We actively encourage applications from members of groups experiencing barriers to equity. To support upholding these values,
UVic monitors the diversity of both our applicant pool and our employees, and invites you to self-identify if you wish. Responses
from candidates who self-identify will only be shared with hiring managers if the competition is identified as a preferential or
limited hire.

Learn more about why UVic collects this information and how the data is used in our FAQs:
http://www.uvic.ca/hr/careers/home/apply/index.php. Responses from candidates who self.identify will only be shared with
hiring managers if the competition is identified as a preferential or limited hire competition.

If you identify as a member
of one of the following
groups, please select it; use
the CTRL key to select
multiple.

>nex | @ensn iater | swpsiep NN

indigenous Peoples a

e

isabled persons

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.

Step 1

Terms of Use

Step 2
Résumé Profile Creation

Step 3
Cover Letters

Step 4
Attachments

Step 5
Diversity Information

Step 6
Preview

Preview (This step is required.)

v Résumé Profile & Edit

UVic Application Form
* Indicates required field

Please note: The
formatted version of your
Résumé/CV will be
accessible and viewable

by the raccuitmant taam

This is a test. Please disregard.
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