UVIC

UVIC CAREERS INTERNAL CANDIDATES GUIDE

Browse and apply for internal applicants

This guide explains how current University of Victoria employees can browse and apply for internal

job opportunities using the UVic Careers system. It walks you through logging in, searching for jobs,
uploading application documents, and submitting your application. Following these steps ensures

your submission is complete and correctly routed through UVic’s internal hiring process.

Log In using Single Sign-On

Step Instructions Screenshot example
. . Deltek. e 2
0.0 Log In to UVic Careers using
your NetlinkID and password. Deltek Talent Management
(uvic.mua.hrdepartment.com) For Non-UVic Employee ——| For University of Victoria - Login
email - Log in Below: with the Single-Sign On option
below:
Email/usemame and password are case sensitive.
Eorgot your password?
University of Victoria
v18.1.4
1. Search for jobs
Step Instructions Screenshot example

& CarcerCentre | |M Reports s Help & Resources:

1.1 From the top menu, select
Career Centre, then select
“Search jobs” from the left
side menu. This will pull up
the “Quick Job Search” tool.

Quick Job Search

Keywords

.
Updated September 2025 Page 10f4


https://uvic.mua.hrdepartment.com/

Step Instructions Screenshot example
1.2 Quick Job Search: allows you to Quick Job Search
search for a jOb by basic criteria. QUICK JOB SEARCH | ADVANCED JOBSEARCH  VIEWALLJOBS MY JOB SEARCH AGENT|
1.3 Use the Advanced Job Search Advanced Job Search
feature to refine your results by QUICK JOB SEARCH ADVANCED JOB SEARCH VIEW ALL JOBS MY JO
organizational unit, requisition or
posting number, professional level,
or employee group.”
1.4 View All Jobs lists all current Advanced Job Search
postlngs. Use the drop_down menu QUICK JOB SEARCH ADVANCED JOB SEARCH VIEW ALL JOBS MY JOB SEARCH AGENTS
in the top right hand corner to
change how many are displayed. View All Jobs
QUICK JOB SEARCH ADVANCED JOB SEARCH MY JOB SEARCH AGENTS
n Displaying1-190f19 | 25~ | perpage
10
Jobs 25
50
1.5 My Job Search Agents lets Ygu set Advanced Job Search
search parameters for specific types o o
QUICK JOB SEARCI ADVANCED JOB SEARCH VIEW ALL JOBS
of jobs. The system will
automatically email you when new
postings match your criteria.
2. Apply for a job
Step Instructions Screenshot example
Library Circulation Assistant Il - (995444.9)
21 Select the job posting you S ——
want to apply for and click
the job title to view full
details such as salary grade,
classification, employee
group, and job description.
202 TO apply, CliCk Apply to this Additional Information = LIBR-2024-JD-Library Circulation Assistant Il-PB7
JOb' :-v]AppIytnmianbJ
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Step Instructions

2.3 Click Upload Résumé to add
your résumé, then review
and edit the uploaded file if
necessary.

Verify your information,
check the I certify box, and
select “Next” to continue.

Screenshot example

Your Profile
Library Circulation Assistant Il - (995444.9)

Step 1
Résumé Praofile Creation

Résumeé Profile Creation (This step is required.)

Step 2

Cover Letters

Step 3

Attachments

Step 4

Diversity Information

# Upload Résumé

B certify

:
< D

Step 5

Preview

2.4 On the next page, you can
upload your cover letter. You
may upload a Word or PDF
file. Alternatively, you can
select an existing cover letter
stored in your profile by
checking the box under
Action. Each application can

have a unique cover letter.

When uploading a new Cover
Letter, ensure the file name
references the job you are
applying for to differentiate
them in the UVic Careers
system.

Click “Next” to proceed.

Step1

Résumé Profile Creation

Step3

Attachments

Step2 step 4
Cover Letters Diversity Information
Cover Letters ( Any attachments listed below will be submitted with your application. )

Find the cover letter:

Browse... | Nofie chosen T

The fields vith a red * are required. Valid file formts include doc, .docx, wpd, rtf,.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 buttonto ance. lase when the uploading has completed.

Please note that once you once you have submitted your epplication, you can no longer make any modfications to your cover letterin the Cover Letter Contents box. Please proofread

carefull before submitting. You may eddress your cover etter to the "Hiring Tear”

Cover Letter Name *

Gover Letter Contents (Type textin field or
cut and paste from existing cover letter.)

T e =)=

Q
Cover Letters

FEATED MODIFIED OVER LETTER NAME USED ONTHESE JOBS
9182025 9/18/2025 « Administrative Assistan - (397654.4)
Admin
9182025 9/18/2025 + Financial Aid and Bursary Assistant - (397863 8)
Admin

D 0D D G
e

Step s

Preview

2.5 Upload any additional
supporting documents (e.g.,
certificates, licenses,
transcripts) that may

strengthen your application.

Note: any required additional
documentation will be
mentioned in the posting
details.

Click “Next” to proceed.

Step1
Résumé Frofie Crestion

Step2.
Cover Leters

Stepa

Diversity Information

Steps
Freven

Step3
Atachmerts.

your application. )

IFyou wishto

will appear on ol appic you
remove an attachment, click on the X next to
the file name. The attachment wil be
remved from al appications.

Find File *

Browse... | Nofle chosen

+ Add Attachment

ATTACHMENT NAME  NOTETO APPLICANTS: ATTACHENTS LISTED BELOW WILL APPESR ON ALL APPLICATIONS. IF YOU WISHTO REMOVE AN ATTACHNMENT, CLICKC

Paul Teyag paf

4
D0 D C O
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Step Instructions

2.6 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.

Screenshot example

Step1
Résumé Profile Creation

Step2
Cover Letters.

Step3
Attachments

Steps
Preview

Step4.
Diversity 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 with differences and ecross levels of power. We o from members of barriers 10 equiy. To suppert
upholding these values, UVic moritors the diversity of both aur applicant peol and our employees, and invites you to selfidentify if you ish. Responses from candidates who self-
identify will oy be shared with hiring managers if the competition s idemified es @ preferentil or limited hire.

Leam more about why UVic collects this information and how the data is used in our FAQS: hitp:/fwwe uvic.ca/hr/careers/home/apoly/index ph. Responses from cancidates who
selfidertify will oy be shared vith hiring managers if the competiion is identified as a preferential or imited hire competition.

If you identify as & member of one of the
following groups, please select it; use the
CTRL key to select multiple.
indigenous Peoples a
Black people
People with dissbilities/disabled persons
Racialized peopl of
Wornen and g

2.7 Review your application one
final time and if edits are
required, click Edit to return

to the relevant section.

If no further changes are
required, click “Finish” to
submit your application.

If your application is
submitted successfully, a
confirmation message will
appear.”

Step1 Step 2
Cover Letters

step3

Anachments

Step4

Diversity Information

Step5

Résumé Profile Creation

Preview (This step is required.)

~ Résumé Profile

Uvic Application Form
*Indicates required field
Please note: The formatted version of your

Résumé/CV will be accessible and viewable
by the recruitment team. *
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