ECC Hiring Process and Applicant Tracking System
Frequently Asked Questions

ECC HIRING PROCESS FAQ

1. How do | apply for employment opportunities?

2. Can |l apply for a position by sending my resume via mail, e-mail or fax?
3. How does the application process work?
4. If the review of applications date that is listed on the posting has already passed, can

APPLICANT TRACKING SYSTEM FAQ

5. What are the advantages of the online applicant site?

6. Who will see my application if | use the online applicant site?

7. What information will | need in order to complete the application?
8. Can | copy selected information from another electronic document?
9. What types of files can | upload to attach to my application?

10. My document was created on a Mac, what do | need to do?

11. What if | am not ready to fill out the application at this time?

12. Can | save my application before | finish completing it?

13. Can | print my application?

14. How will I know if | successfully submitted my application?

15. How can | see the status of my application?

16. How do | edit my application profile?

17. What if | can’t remember my user name and password?

18. 1 am having a problem using the back button to get to a prior page.
19. I am experiencing technical difficulties. What can | do?

20. Where can | go to complete, or get help with completing, an online application?

1. HOW DO | APPLY FOR EMPLOYMENT OPPORTUNITIES?

Information regarding employment opportunities can be viewed by visiting our web site at
http://jobs.elgin.edu. You must first create an online application in order to be considered.

The application process has three (3) easy steps:

e Create a user name and password to setup your account;
e Create your online application;
e Apply your online application to a specific job opening.



2. CANIAPPLY FOR A POSITION BY SENDING MY RESUME VIA MAIL, E-MAIL OR FAX?

Resumes are not accepted in lieu of an application. Applications must be completed via the
online applicant system. The College does not accept application materials by mail, e-mail or
fax unless specifically requested in the “Special Instructions to Applicants” section of the job
posting. When requested, transcripts can be attached to your online application, faxed, or
mailed directly to the Human Resources Department.

3. HOW DOES THE APPLICATION PROCESS WORK?

Please be patient during this review period as your application is very important to us! As this
process is very comprehensive, the length of this period may vary from position to position,
depending upon the size of the committee and the number of applications received for the
position. The web site is updated frequently. Applicants that provided an email address on
their application will be notified via email of the outcome of the search. You may also view the
status of your application for all positions to which you have applied by accessing the system
with your personal user name and password. The system can be accessed 24-hours-a day, 7-
days-a-week from any computer with an internet connection.

Please note: The recruitment process for part-time faculty and temporary positions is different
than that of other position types. Both position types accept applications for a POOL of
qualified candidates. Applicants are hired based on need and on availability. Typically, there are
no clearly defined closing dates for these positions since recruitment is on-going.

4. |IF THE REVIEW OF APPLICATIONS DATE THAT IS LISTED ON THE POSTING HAS ALREADY
PASSED, CAN | STILL APPLY?

Yes, positions are open until filled.
5. WHAT ARE THE ADVANTAGES OF THE ONLINE APPLICANT SITE?

There are a number of advantages to using the online applicant site. Some of these include the
ability to:

e Learn about job openings and apply for positions at any time and from any computer
with access to the internet;

e Save your application online to apply for one or more job openings;

e Update your online application with specific skills and experience related to the posting

prior to applying;



e Attach or copy and paste supplemental documents (i.e. resume, cover letter, transcripts,
etc.) to your application;

e Easily and instantaneously submit your application;

e View the status of your application to one or more postings

6. WHO WILL SEE MY APPLICATION IF | USE THE ONLINE APPLICANT SITE?

Your online application information is located on a secure web server and will only be available
to the Human Resources Department and the applicable hiring committee for the specific job
opening to which you apply. Your voluntary demographic information is only available to
Human Resources and will be used for statistical and reporting purposes only. Security of your
personal information is provided in two (2) different ways:

e The applicant site is password protected. When creating your online application, you
will be prompted to provide a personal user name and password. This information will
grant only you access to view and edit your personal information.

e The http://jobs.elgin.edu domain name also holds an SSL (Secure Socket Layer)
Certificate. This SSL certificate ensures that our registered domain name holds a secure
socket layer of encryption. The SSL ensures that your personal data is submitted to the
correct secure server and that your data is encrypted when sent over the internet.

7. WHAT INFORMATION WILL | NEED IN ORDER TO COMPLETE THE APPLICATION?

You will be asked to provide personal information such as name, address, phone number, etc.
You will also be asked to provide information about your education and previous employment,
as well as contact information regarding your employment history and references. Please
gather this information before beginning the application process. It is important that the
information you provide is current and accurate. It will be used to evaluate your qualifications.

Be sure to read all of the instructions carefully so that you submit all of the attachments for the
position. When requested on the posting, transcripts can be attached to your online
application, faxed, or mailed directly to the Human Resources Department. In these cases,
copies of transcripts are acceptable with initial application; official transcripts will be required
upon employment. If you plan to use the computers in Human Resources, please bring the
requested documents with you. Internet access is also available to retrieve documents.



8. CAN | COPY SELECTED INFORMATION FROM ANOTHER ELECTRONIC DOCUMENT?

Yes. For example, you can copy and paste the information from a Word or WordPerfect
document directly into the appropriate fields in the application.

9. WHAT TYPES OF FILES CAN | UPLOAD TO ATTACH TO MY APPLICATION?

Files with the following extensions may be uploaded as an attachment to your application:
.doc, .docx, .rtf, .pdf, or .txt. Documents must be less than 2 MB in size. If your document is not
in one of these formats, you may copy and paste content into a text box.

10. MY DOCUMENT WAS CREATED ON A MAC, WHAT DO | NEED TO DO?

If you need assistance with converting files from Mac to PC, please visit the following web
page, created by the National Teacher Training Institute:
http://www.thirteen.org/edonline/ntti/resources/workshops/digital file/pdfs/moving files.pdf

11. WHAT IF1 AM NOT READY TO FILL OUT THE APPLICATION AT THIS TIME?

If you do not want to complete the application at this time, please click "CANCEL" at the bottom
of the page.

12. CAN I SAVE MY APPLICATION BEFORE | FINISH COMPLETING IT?

Yes, however you must first complete all of the required fields notated with a red asterisk (*) on
the current page before that page of your application can be saved.

As you move through the pages of your application profile, you must click SAVE AND STAY ON
THIS PAGE or NEXT PAGE to save the information you have entered. If your browser closes
prior to you clicking one of these buttons, your work on previous pages will be saved, but you
will lose the information on the last page you did not save. You may return later and edit the
application before applying your application to a specific position.

For security purposes, this system automatically logs you off when it senses no activity for 60
minutes.

13. CAN I PRINT MY APPLICATION?

Before submitting your application you will have the option to view it. When your application
opens in a new browser window, using the tool bar at the top of your computer screen, click on


http://www.thirteen.org/edonline/ntti/resources/workshops/digital_file/pdfs/moving_files.pdf

File ->Print or use the printer icon and follow the prompts on the screen to print your
application. You will not need to send copies of the online application to the college.

You can also print your application profile at any time by clicking the “Preview Application”
button from the menu bar.

14. HOW WILL | KNOW IF | SUCCESSFULLY SUBMITTED MY APPLICATION?

Your application has not been submitted to the College until you receive a system generated
confirmation number. This confirmation number is your receipt that you have successfully
submitted your application. You can also view the status of your application at any time by
logging in to the system and clicking the “Application Status” button.

15. HOW CAN | SEE THE STATUS OF MY APPLICATION?

You may view the status of your application at any time by logging in to the system and clicking
the “Application Status” button. On this page, you can also view the application and the
documents that you submitted for a particular posting.

16. HOW DO | EDIT MY APPLICATION PROFILE?

Click the “Edit Application” button and edit fields as needed. Keep in mind that Human
Resources will not be able to update your application to jobs to which you have already applied
unless you click Next Page and finish the process of editing and certifying your application.

17. WHAT IF | CAN’'T REMEMBER MY USER NAME AND PASSWORD?
Click the “I Forgot My Username/Password” link on the login page, then:

e To retrieve your username, you must supply the email address as it appears on your
application profile in order to retrieve all usernames associated with that email address.

e To retrieve your password, you must supply the username to retrieve the security
guestion you selected when you created your application.

18. | AM HAVING A PROBLEM USING THE BACK BUTTON TO GET TO A PRIOR PAGE.

Please do not use your browser's "Back", "Forward" or "Refresh" buttons to navigate the site.
This may cause unexpected results, including loss of data or being logged out of the system.
Please always use the navigational buttons within the site.



19. | AM EXPERIENCING TECHNICAL DIFFICULTIES. WHAT CAN | DO?

e Ensure that you are accessing the applicant tracking system using a supported browser:

e Recommended browsers

1.
2.

Internet Explorer 6.0 and up for Windows XP and Windows 2000
Mozilla Firefox 1.5 and up for Windows XP, Windows 2000, and Mac OS X

e Browsers that have no known issues but are not routinely tested:

1.
2.
3.
4.
5.

Internet Explorer 5.5 for Windows XP and Windows 2000

Internet Explorer 5.0 for Windows XP, Windows 2000, and Mac OS X/9/8
Mozilla Firefox 1.5 for Linux and Unix

Netscape Navigator 7.0 for Windows XP, Windows 2000, and Mac OS X/9
Apple Safari 1.2 for Windows XP, Windows 2000, and Mac OS X

e Browsers that are not recommended:

1.
2.
3.

Opera
AOL
WebTV

Not sure what version of your browser you're currently using? Go to your tool
bar, click on Help, and then click on the "About" link, such as "About Internet
Explorer" or "About Mozilla Firefox". The window that pops up will tell you what

version you are in.

e Reference the other questions in this FAQ document to see if your issue is addressed.

You can open a search function by pressing Ctrl+F.
e Contact the Human Resources office at jobs@elgin.edu or 847-214-7400

20. WHERE CAN | GO TO COMPLETE, OR GET HELP WITH COMPLETING, AN ONLINE

APPLICATION?

The Human Resources Department is available to help applicants get started and to answer

guestions about the online site. The Human Resources Department at 1700 Spartan Drive, SRC

Building, Room 233, Elgin, IL 60123 has computers available during normal business hours.

The Elgin Community College library, as well as other local public libraries, has computers

available for public use. Additionally, the system can be accessed through any computer with

internet access.


mailto:jobs@elgin.edu
http://www.elgin.edu/aboutus.aspx?id=170&ekmensel=8_submenu_38_btnlink
http://www.elgin.edu/aboutus.aspx?id=170&ekmensel=8_submenu_38_btnlink
http://www.elgin.edu/aboutus.aspx?id=170&ekmensel=8_submenu_38_btnlink
http://elgin.edu/students.aspx?id=694&ekmensel=c580fa7b_12_58_694_7
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