UVIC

UVIC CAREERS EXTERNAL CANDIDATES GUIDE

Managing your résumé and cover letters

This guide outlines the process how to manage your résumé and cover letters at the University of

Victoria using the UVic Careers system.

Non UVic employee login

Instructions

Screenshot example

Sign in to UVie

Non UVic Employee Login

Login to UVic Careers using
your email and password.
(uvic.mua.hrdepartment.com)

Tyou are not

User email

Password

currently a UVic employee, but

1t you have alrea

Email/Userna

me and password are case sensitive

Step 1: Update your résumé

Step Instructions Screenshot example
Staff postings
1.1 From the top menu, select “Career
Center”, then choose “Résumé” from * o Logoue e
the drop-down menu. View All Jobs [ searcnsgein |
Quickjob Search  Advanced job Search ion
SN - B o= e
1.2 To edit a current résumé, click “Edit Resumé Profile T

Résumé”. Update any fields you wish to
change in your current résumé or CV.

You may also edit fields at the bottom
of the résumé page if additional
personal information updates are
required.

Click “Submit” to save your résumé.

Wic Application Form
* Indicates required field

Edit Résumé

==

Uvic Application Form
* Indicates required field

The farmatt

e version of your ResumE/CY wil be accessible and viewable by the recrultment team. *
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1.3 Instead of editing your résumé directly,
you may upload a new résumé using

the Upload Résumé/CV option.

m Cencel

Uploading a new file will replace any

information saved previously.

To replace your résumé, click Upload
Résumé, select your file, then review

and edit as needed.

Click “Submit” to save your résumé.

Step 2: Manage cover letters

Step Instructions

2.1 Click Career Center and choose
Cover Letters from the drop-
down menu.

Screenshot example

Staff postings

Search Jobs View All jobs M Notifications ECareerCanrre
: Résumé
View All Jobs

Résumé Attachments

Résumé Submission History
Quick Job Search  Advanced Job Search
Diversity Information

. . Job Search Agents ey
My Offers
Jobs Interview Invitation(s)

Employee Onboarding Checklist

JOBTITLE # LUTTTIU IR LN  Change Username/Password

Search Jobs.
Equity and Human 2 2025

Coordinater,
Secandary Application

Indigenous and  Rights
Human Rights,
Institutional

Capacity Terms of Use

Delete My Account
User Account Details

CLOSEDATE REQ.#%  EMPLOYEE GROU|

9904513 Management

& Logout @ Help

Search Again

Excluded - Term

2.2 Click Create a New Cover Letter.

Enter the content of your cover
letter in the Contents field, and
provide a cover letter name (e.g.,
‘Administrative Assistant — Sept
2025’).

Click “Submit” to save your
cover letter.

Tip: You may create and save
multiple cover letters to use for
different job applications.

Cover Letters create anew cover Letter

Find the cover letter: Browse.. N file chasen +

The fields with a red * are required. Valid file formats include .goc, .dock, .wpd, 17, Axt, HTML, and text-based POF. There will be &

Caver Letter is being uploaded. Please da not click on the butten to continue more than once, This windowr

short delay while

will automatically close when the uploading has completed.

Please note that once you once you have submitted your application, you can no langer make any modifications to your cover
etter in the Cover Letter Contents box. Please proafread carefully before submitting. You may address your cover letter to the

Hiring Team:
Cover Letter Name *  AThis fleld is required
Cover Letter Contents T e =

(Type text In field or cut
and paste from existing
cover letter.)*

Cover Letters Manage Cover Letters

There is no data to display.

Manage Cover Letters

Create a New Cover Letter
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