iRecruitment
Guide for Job Candidates

Table of Contents

INErOdUCTION .o
Getting Started ............eeveeeeememmeiiiiiiiiiii
=T o 1151 (=T g o PO
Settingup aProfile ...,

4.1. Uploading a RESUME .....covvviiiiiiieiiiieiiiee e,

4.2.  Changing Personal Information and Ranking Status

4.3.  Adding Qualifications and Skills  .............coeeiiiiiinnnnnn.
4.3.1. Employment HiStOry .........ccccvvvviiiienieeeeneennns
4.3.2. SKIlIS coiiiiiieiiee e
4.3.3. Education Qualifications .........cccccceeveeevnvennns
4.3.4. Additional Qualifications ........cccceeevvvveeeeeennn.
4.4. Entering Preferences ........ccccocoooiiiiiiiiiiiiiiiiiiiiiiinn,
Signing in t0 IRECTUItMENT  ........vuiiiiiiiiiiiiiiiiiiiee s
51. Applying for Jobs ..o
5.2.  Changing Profile Information ............ccoeeiiiiiiiein.
GettiNng HElP .o
GlOSSANY weuniii et

Page 1 of 35



iRecruitment
Guide for Job Candidates

1. Introduction

This userd 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:

e Introduction
e Getting Help
e 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.
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/= iRecruitment Visitor Home Page - Windows Internet Explorer

—— e
\7(— > \g http: fispurr.asrc.com:8007/OA_HTML/RF.jsp?function_id=1011003&resp_id=23350&resp_appl_id=800&security_group_id=08Jang_code=US&p VI *f X |

File Edit ‘iew Favorites Tools Help

¥ @ [88]~ [Bc tmtroduction to oraclesi class... | @ iRecrutment isitor Home... < | | B - B - @ - [rrege - ook -

iRecruitment Job Basket Personalize Page

I arctic slope regional corp.
m Jobs

Welcome to our Job Site /J Login
Personalize "Welcome to our Job Site” . . .
Is this your first time to our Job Site?
e New Jobs (Last 7 days e Conduct an Advanced Search

Personalize "Is this your first time to our Job Site?"
e New Contract Jobs e Post Your Resume ’R;giTe:,Gd:)av = your st = -
e Sales Jobs If you have previously worked for this company.
then click here to register with your existing

Job Search details.
E::zgz:lzz J:b?eSLE:rz:t Personalize "Already registered on our Job Site?"
rersonalize [able Layout = % 4
Want to find a job quickly? Choose one of the job categories on the left or use the fields below to(_Advanced Search Alisady:registered on ourob e 2
refine your search and click Search to begin. Choose the Advanced Search button to further Personalize Default Single Column
refine your search Email
Keywords

Password [ |

Login

(example: Marketing J
Date Posted v

City Location |[Anchorage, AK. US
Barrow, AK, US
Prudhoe Bay. AK. US

@ TIP  Did you forget your password?

7Seanch Clear -
@© New to Our Jobs Site?
e Manage My Account
e Conduct Job Search
o View Job Basket
e View Jobs Applied for
Home | Jobs | Job Basket | Personalize Page =
Copyright (c) 2006, Oracle. All rights reserved. ¥
g ivacy atement
About this Page Privacy Statement
javascript:ignoreWarnaboutChanges("OA. jsp% 3Fpage % 3D % 2Foracle% 2Fapps %% 2Ffnd%2Fframework%2Fpersonalization%2Fwebui%2FChooseCor ‘3 Local intranet 100% -

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.

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.

) iRecruitment Job Basket Personalize Page
I arctic slope regional corp.

Welcome to our Job Site

4 Login
Personalize "Welcome to our Job Site"

Is this your first time to our Job Site?

e New Jobs (Last 7 days e Conduct an Advanced Search = = = "
New G ' Bost Your R Personalize "Is this your first time to our Job Site?

e New Contract Jobs e Post Your Resume Register today

e Sales Jobs

If you have previously worked for this company,
then click here to register with your existing
Job Search details.

Personalize "Job Search”

“ o
Personalize Table Layout Personalize "Already registered on our Job Site

Want to find a job quickly? Choose one of the job categories on the left or use the fields below to refine your search and (Advanced Search ) Already registered on our Job Site?
click Search to begin. Choose the Advanced Search button to further refine your search Personalize Defauit Single Column
Keywords l | = Email | |
(example: Marketing Java DBA) Password | ‘
Date Posted v

Login )

City Location [Anchorage, AK, US.
Barrow, AK. US

Figure 3.0
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) iRecruitment

arctic slope regional corp.

Job Basket Personalize Page

Home >

Registration

If you have already registered with iRecruitment, then please log in now. If you have not already registered. please enter your details below.
If you have previously worked for this company, then click here to register with your existing details.

* Indicates required field

Personalize Stack Layout

Your Details
Personalize "Ygur Details" . - 4'////@ Enter
*Email |syzie@gmail com 7‘/% |nfo rmation

= Last Name [gmith

First Name [gyzie
Your Password
Personalize "Your Password" -

* Password |[qeeeee

* Confirm Password |eeeees

Home | Jobs | Job Basket | Personalize Page

Copyright (c) 2006, Oracle. Al rights reserved
About this Page

Privacy Statement

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

first.

Note: Fields with asterisks (*)
indicate mandatory fields. The
system will not allow users to move
forward without filling out these fields

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)

Page 6 of 35



iRecruitment
Guide for Job Candidates

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).

—
@ [g http:j{spurr.asrc.com: BDEIHOA HTML{RF.jsp?function_id=10216538resp_id=233508resp_appl_id=800&security_group_id=0&lang_code=US&p V\ " X ‘ arch ] PoNbs
File Ednt \hew Favontes Tools Help
= = »
W 831 la( e NQCreate Account x [ l =2 - deh - [} Page v & Tools ~
iRecruitment Job Basket Logout Personalize Page

arctic slope regional corp.

Home Jobs |
General | My Account

Create Account

If you have a resume, you can create your profile and attach your resume to your account. If you do not have a resume provide your details and we will create (_Cancel ) (_Continue
your resume online.
Personalize Stack Layout

Personalize Table Layout: (ResumeTableRegion)

@ Yes, | have a resume File Path | |CBrowse...
Click Browse to find your resume.

Oyp. | do not have a resume

Cancel Gontmue

Home | Jobs | Job Basket | Logout | Personalize Page

Copyright (c) 2006, Oracle. All rights reserved.

About this Page Privacy Statement
Figure 4.0
The system defaults at the screen ' : .
shown in Figure 4.0. If the resume is e e - cESE
H = ()b786f30919b97f8ccF2d0024cc8b029F

available and ready to be uploaded J j

' ) Dell
click on the selection button and then flecett ngochents and Settings

Intel

the Browse button to upload the ()Program Files
() WINDOWS

resume. The Browse button will bring Deskiop  |(Z) amcleantp

up a screen shown in Figure 4.1. 5] dagentmsi
@Jirec message mg {3)

&

Find the resume and then click the My Documents
Open button (Figure 4.1, arrow 1 & 2).

ter

=

=

2k
{ 3@

b=]

<

My Ne!work File name: I
Places

Open
Cancel

Lel Lol

Files of type: | 80 Fites ()

Figure 4.1
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If a resume is not available, select iNo, | do not have a resumeoand 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
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