CANDIDATE APPLICATION HELP GUIDE

A Step-by-Step Guide to the Taleo Application

· Go to the website of the hospital for which you are interested in applying. Then, Click on Job Opportunities.
· A list of Job Opportunities appears. The Job title is listed with the geographic region of the facility. Click on the Job Title you are interested in.
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Location

+ Registered Nurse - Intensive NM - Roswell (Southeastern New Mexica)
Care Unit / Critical Care Unit
ICU/CCU:

Accounts Payable Clerk-207 TN -
Morristown (Knoxville / Johnson City region)




· Next, you see a description of the position that includes job duties, necessary experience and education, and required certifications and/or licensures. Also, this page indicates the supervisor for this position, forecasted hours in a work week, and the shift to be worked. To Apply Click the Apply Online button at the bottom of the page.
· Read the CHS Legal Statement thoroughly. When completed, Click I Agree to move forward and begin the application!

· Next is the Log In screen. If you are a Returning User and already have a profile enter your log-in information in this box to access your application. If you do not have a profile, click Registration under the box titled New User to begin a new application.
· Enter a User Name, Password, and an Email Address where you would like information to be sent from CHS Hiring Managers and Recruiters.

· The SECOND PAGE gives you the option of uploading your RESUME if you have one. The system will automatically use the information in your resume to complete basic information such as Name and Address. If you do not have a resume to attach, click FILL OUT MANUALLY and then CONTINUE.
· The THIRD PAGE requires that you enter personal information, such as Name, Address, Military Background, Emergency Contact Information, and Basic Profile Information (Desired salary, Shift, etc.). 
REMINDERS: 
-FIELDS MARKED WITH AN ASTERISK (*) ARE REQUIRED! You must fill these out before you can move on!
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Personal Information

First Name 1% Last Name* Initial

Py &

Maiden Name (if applicable)




-Some fields require you to make a selection and click CONFIRM. Select your answer in the next Drop-Down menu and click CONFIRM again.
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· PAGE FOUR is a questionnaire asking about your legal history. Select your answers by clicking in the appropriate circle. YOU MUST ANSWER ALL QUESTIONS!
· PAGE FIVE allows you to explain any YES answers you provided on page four. If you answered no to questions, simply enter N/A in the open text box and move on to the next question.
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· PAGE SIX asks you questions pertaining to the job you selected. These may include questions about your education level, experience and specialized training, or job-specific certifications. Remember, if you see an asterisk you must answer the question!
· PAGE SEVEN gives you the option to attach files to your application. [image: image5.png]Attachments @

Attach Files
In this section you can attach the files you want to submit along with the

candidate record (e.g.: cover letter, resume, refersnces, transeripts, et

« You cannot attach a file that exceeds the allocated limit of 100 kilobytes.
« You can attach 3 magimum of 5 files, one at a time.
« The search tool that recruiters use to search for candidates will not be able

0 analyze the content of some attached filss, mostly imags files and
compressed files (.2ip). -

Select a file
[ 2] Browse.

Comments about the file





-Pay attention to the types of files we are looking for to supplement your application as well as the file size limit.
· PAGE EIGHT allows you to input your WORK HISTORY and EDUCATIONAL   BACKGROUND.
Pay attention to the COLOR codes that denote THE TYPE OF ENTRY. 

RED-Education

BLUE- Licensures, Certifications, etc.
[image: image6.png]ations @

enses / Registrations / Certi

« Start with the most relevant education. After your Education, list your Licenses /
Registrations / Certifications

« click Confirm to validate the information provided.
- Use the red fields if creating an entry for Education®

@ Use the bius fields if creating an entry for Licenses / Registrations / Certifications
You must specify 1 entry.*
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Not Speciie





WORK EXPERIENCE:
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« To specify an experience entry, dick Create Work Experience.
« Start with the most relevant experience.
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· PAGE NINE is the Equal Opportunity portion of the application, which is voluntary. Fill out the corresponding boxes if you choose. Once you click  ‘CONTINUE’ your application is COMPLETE!
You can return to your profile at any time and update or edit any of your information (Address, Education, Certifications, Attach Files, etc.) Just return to chs.net/career_openings/corporate.html and log in using your user name and password.
We look forward to receiving your application!
