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JOB SEARCH AGENTS 
 
This quick guide describes how to set up and manage job search agents in the UVic Careers system.  A job search agent 
allows you to save a search for a particular job opportunity. Once you have set up a job search agent, you will be notified 
when a job that matches your search criteria is posted on the UVic Careers website.  
 

# INSTRUCTIONS SCREENSHOT 

 
 
 
 
1 Log in to your UVic Careers 

account. 
 
 

 
 
 
 
 
 
 
 
 
2 

If you are a current UVic employee,  
click ‘Single Sign-on Login’.  If you 
are not a current employee, enter 
your user email and password under 
“Non-UVic Employee” login. 
 
 
 
If you have difficulties logging into 
your account, please email 
uviccareers@uvic.ca for assistance. 
 

 
 
 
 

 
 
 
 
 
3 From the Career Centre drop-down 

list, choose Job Search/Job Search 
Agents. 
 

 
 

mailto:uviccareers@uvic.ca
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From the Search Agents page, 
choose the Create New Search 
Agent option at top right of screen. 
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The Quick Job Search screen will 
appear. Enter your search criteria.  
To do an advanced search, choose 
Advanced Job Search. 
 
When you have finished entering 
search criteria, choose Search. 
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On the Search Results screen, 
choose the Save Search as an 
Agent link at the bottom of the 
screen. 
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Enter a Search Agent Name and 
check the box next to the Active 
field.  
 
Check the box next to the 
acknowledgement statement if you 
wish to receive daily emails when 
jobs matching your search criteria 
are posted. 
 
Select the Save Search as Job 
Agent button. 
 

 

 
 
 
 
 
 
8 To update or delete your search 

agents, choose My Job Search 
Agents from the Career Centre. 
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A list of your current job search 
agents will appear. In the Actions 
column on the right there are three 
options. You can: 
 

 Run Agent Manually. This 
will present the search 
results on the screen.  

 
 Deactivate. This will 

deactivate the job agent 
until you activate it again. 

 
 Delete. This will 

permanently delete the job 
agent. 

 
 

 

 


