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APPLYING FOR A JOB USING THE EXTERNAL CAREER PORTAL

1. Create or update your réesumé and cover letter
Before you apply for a job, you will need to have a résumé and a cover letter ready on your computer.

2. Visit the External Career Portal and create your account

YU Hire is York University's External Career Portal. This system allows applicants to be more connected throughout the hiring process,
and beyond. "Track my Applications" displays a listing of all jobs you have applied to in YU Hire, including the status and outcome. We
recommend using Chrome as your browser.
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Why Join Us?

CREATE AN ACCOUNT

Already have an account?

STOP! Are you a York University employee?
Please visit www yorku.ca/yuhire to view and apply
for jobs through the Employee Career Portal — YU
Hire. York University employees must apply to jobs
through YU Hire. If you are a current York
University employee and/or are using your
rights under a collective agreement to view
and/or apply to jobs, you MUST log into YU Hire
to access the York University Employee Career
Portal.

Usermname

Password

CONTINUE

View Job Postings Here

Want to create an account to jein the
York U Talent Community? If you are an

external applicant add your resume here.

Upload file here
&7 Add a File Attachment  ( 20.0 M)

CONTINUE

er your information to create you

3. Upload résumé and cover letter

Upload a résumé and a cover Letter and enter additional

information.

HOME MY ACCOUNT

Folow Us | inw @ @ f

& Create an Account

SUBMIT YOUR

Step1

Complete your profile (Current page) »

UPLOAD RESUME

You can replace your existing résumeé or cover letter by uploading

new ones. To upload your résumé, upload the file by clicking on

the Browse button.

Find the folder where you have saved your résumé, select the

Résumé *

right file and then click Open. This will upload your résumé to YU

Hire.

Create a username and password. Username does not have to
be an email, but it can be should you choose to enter it.

Click the My Account link at the top right of the
page, or the Submit your Résumé link. A page
appears where you can log in to your account
or create a profile.

Click the Manually enter your information to
create your candidate profile now link. Step 1
of Creating a Profile page appears.

Note: When logging in after you have created
your profile, your username is the one you set,
not your email address unless you chose that
as your username. If you use the “forgot your
username or password” you must enter the
email address associated with your account,
the one that was used when you created it.
Otherwise, you will not receive an email.

RESUME

Step 2
Submit your application »

Import data

BASIC INFORMATION

Username *



4. Complete the required information

Professional Information

Continue to complete the other required fields, enter your Basic Information and answer the
Professional Information questions.

| have read and accepted Privacy Statement *

* Required Field(s)

Click the Privacy Statement checkbox and click the

Save button.

The Step 2 page appears. Confirm the information you

Highest Level of Education completed?

None v

Which location(s) are you interested in
working?

(JKeele Campus.
(_)Glendon (Bayview & Lawrence)

Oouoodo Professional Development (1

Dundas St. West)

OThl Miles S. Nadal Management Centre
(222 Bay St)

entered is correct. Click the Back button to go back

and revise your answers or click the Submit button to

complete your profile set up.

5. Locate and apply to the posting

Are you a graduate student at York
University? *

Yes

& No

Are you an International student? *

Yos

Click on View Job Postings Here to view the Job Postings list. You can use the Search For a Job o N

section on the left-hand side to filter for a specific job posting. If you enter a field your view will be

limited to jobs with that criteria. You can further refine your view by clicking the column title to sort by that column e.g. Posting Date.
Click on the link in the Posting Number of Job Title column to view that job posting. Click the Apply Now button on the top right of the

page.

Employes Record | My Fila | & Overview

Service Desk Technician_Update

Posting Number
160000000003

Job Titke *
Servica Desk Technician_Update

DepartmentFaculty (BU)
York Universty

Affiiation *
YUsA1

Band/Salary Grade *
10

Compensation *
FTE Annual Salary of $60.516.00

Employment Typs
Permanent

T—

Posting Summary

Purpose:

To use an intervantion capable secury modsl to provide sacurity services to the York Univarsity Communty. This includes, bus s not imited to actve patrals, monitaring all systems housed
intha Securty Cantrol Centre (SCC), dispatching of Sacurity Officiats, initiating Emergency Procadures. Sguad Leaders aiso coach and mentor Security staff in lowsr classificatons (s.9.
Proparty Watch Officiats, Securty Officials).

Knowdsdge:

fedaral, provincial, snd applicabis in & university snvironmant
Education:

Community Collaga diploma in a relsted field (Law and Security, Police Foundations, atc.) or squivalent training, experience and sducation in a sacurity or related field. Valid Ontario Private
invastigator licance. Guard licance, lmss 767 Driver?s licance in Aid and CPR

Experience:

A minimur of 3 yaars? exparience in York Univarsity Security Services praferrad or equivalant exparience in a camous or simiar environmant. Suparvisory axperience an asset Tha
incumbent muzst have no criminal convicions for which a pardon has not bean granted.

Skills:

Essantial

asensitvity 10 me newds of a divarse cammundy,
Intormaciate WOId-pracessing and spreadshest skils
Demonsirated excalient communication skils, INChiding oral, witten and kstening, skIVaDAIL in the conflict shills, pe prevention
memods,
Excallent interpersonal skills with the avillty 1o deal caimiy peopks including tact usi

ailty a demancing SRUABANS (2 g, baMB Mresls, dstuances, demansiiations, etc. ),

work under pr

6. Track your applications
You can see the status of your applications by going to My Account and then clicking on Track My Applications. Each job for which
you have applied, will have its own “widget” or box. If you are sent an offer for a position, it will be located here for you to review and

complete.

Why Join Us? View Job Postings Here

APPLICATIONS RECEIVED

*four account has been created with the information you provided.

The Apply for a Job page appears. Review
the details of your application/personal file,
and if all information is correct, click the
Submit button. A confirmation message
appears. Click the Back button to exit.

Applications Received

100000000003 - Service Desk Technician_Update

Thank You! We. y pplcation. An e-mail 10 you shorty.

11 you haven't already set up your job search agent visil My Job Alerts' in the My Account tab 1o register for
Postings page select the back bufton.

My Account

Password
Personal File
Job Postings

Candidates Referred

Iy Job Alerts

Log Out
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http://www.yorku.ca/tad/public/usingyuhire-external/#/
mailto:jobadmin@yorku.ca

