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1. Introduction 

This userôs guide has been developed for individuals applying for a job at Arctic Slope Regional 

Corporation. This document serves as a training tool and a reference guide for the main 

functions of the iRecruitment system that are designed to support the job application process. 

This guide contains five sections, which provide a detailed step by step instruction on how to 

complete and update the job candidate application. Once a candidate profile is set up, this guide 

can be used as a reference tool for updating applicable information at a later date.   

The following sections are provided for general system overview and training purposes:  

 Introduction 

 Getting Help 

 Glossary 
 
The following sections can be used for performing specific functions:   

 Getting Started (for first time users) 

 Registering 

 Setting up a Profile 

 Signing in to iRecruitment after Setting Up a Profile 
o Applying for Jobs 
o Changing Profile Information 
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2. Getting Started 

1. Open Internet Explorer.  

Note: the web browser supported at Arctic Slope Regional Corporation is Internet 

Explorer. Other web browsers may be incompatible, call the Helpdesk for 

assistance. (Refer to Getting Help for contact information.)  

 

2. When the internet browser is up, type in the following URL address:   

http://asrc.com 

Choose the Employment link at the bottom of the screen and click on Jobs Login 

3. A screen showed in Figure 2.0 will appear. 

 

4. First time users need to Register. If already registered, proceed to section Searching 

and Applying for Jobs.  

 

 

http://asrc.com/
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Figure 2.0 
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3. Registering  

First time users need to register by entering their personal contact information. This contact 

information will be used for sending notifications regarding future job vacancies.   

To register, click on the Register today button at the home screen (Figure 3.0, arrow 1). This is 

a one-time registration process and requires an e-mail address and a password to register.   

 

 

 

 

Figure 3.0 

 

Note:  System notices will be sent to this email account 

and it will be used to sign in to the system in the future.   

Sign in to the iRecruitment system using this e-mail 

address and password.   
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Figure 3.1 

The four fields marked with asterisks (*) must be completed. (Figure 3.1, arrows 1, 2, 3, & 4) 

 Email 

 Last Name 

 Password 

 Confirm Password  
 
 
 

 

Fill out the fields and then click the Submit button. (Figure 3.1, arrow 5) 

Remember the email and password used to register in order to open the account in the future.   

There are additional steps to complete the registration process. Click the Submit button to bring 

up the next screen. (Figure 4.0)  

Note:  Fields with asterisks (*) 

indicate mandatory fields.  The 

system will not allow users to move 

forward without filling out these fields 

first. 
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4. Setting up a Profile 

4.1. Uploading a Resume 

After entering personal contact information and pressing Submit, the next screen shown in 

Figure 4.0 will appear. This is where users can upload their resumes (Figure 4.0). 

 

The system defaults at the screen 

shown in Figure 4.0. If the resume is 

available and ready to be uploaded, 

click on the selection button and then 

the Browse button to upload the 

resume. The Browse button will bring 

up a screen shown in Figure 4.1.  

Find the resume and then click the 

Open button (Figure 4.1, arrow 1 & 2). 

Figure 4.1 

Figure 4.0 



iRecruitment  

Guide for Job Candidates 

 

Page 8 of 35 

If a resume is not available, select ñNo, I do not have a resumeò and then click the 

Continue button (Figure 4.0, arrow 2 & 3).   

Now you should arrive at the screen shown in Figure 4.2.   

Figure 4.2 
























































