Peel Police Online External Job Application

Introduction This document provides you with the information required to sign in, register,
navigate around, and apply to a job using the NEW Online Application.
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Search for, View and Save a Job Search

Work With Us

Navigating
Around the
Online

Application

From the Peel Police website, click the heading Work with Us and follow the options
below.

Emergency: 9-1-1 ContactUs FAQs  Human Rights Project  PRPNews | Translate PopularLinks (@

Who We Are Report It Services Safety Tips In the Community jo)
If you interested in applying for a(n)... | Then click...
Civilian Position... Civilian Careers > Apply Online
Recruit Constable, Cadet or Become an Officer > Police Constables and
Experienced Officer... Cadets > Apply Online
Auxiliary Officer Auxiliary Police > Apply Online

Below is the main Careers page of the Peel Police online job application. In it, you can:

Search Jobs

View jobs that were posted in the Last 10 Days.

View jobs that were posted regardless of when.

View job notifications. This is where you will find jobs that meet your search
criteria as well as if you were sent a referral to a job opening by a peer.
View your job applications that were both submitted or in draft.

View your favorite jobs.

View your saved searches.

View and/or update your account information.

Use the ellipses to navigate back to one or all of the above sections.

AwWN PR

LN U

Note: to save a search and to use items 4 thru 8, you must be logged in as a registered

applicant.

Careers B:
1 Search Jobs

My Favarite Jabs

O aooAan

Continued on next page



Search for, View and Save a Job Search, continued

Search Jobs Use the search bar at the top of the Careers page to enter the description of the type of
job you are interested in and click the arrow button to the right of the search bar.

Search Jobs
911 —

Result: you are moved to the Search Jobs page where the results of your search
are displayed.

Save Searched From here, you can save your search by clicking the Save Search link underneath the
Jobs search bar.

Search Jobs

« Location Search Jobs o
o1 I[-]
Radio Operations (1) —
Clear Search | Save Search |
~ Department 1 job found for: "911"
[ Radio Operations (1) | | 1 |
v Job Family Communicator
[ PRP Palice Support Services (1) Job 1D 500049
Location Radio Operations * s
 Job Posted In Department Radio Operations
Posted Date 07/02/2024
P [12024(1) Close Date 07/07/2024

Complete the following information to save your search and click the Save button when
you are finished.

e Name of your search
e Click the Email me when new jobs meet my search criteria checkbox.

e The Email to field is defaulted with the primary email address you used when you
registered.

Save Search |

* Indicates required fieid

“Search Name |{911 OPERATOR | |

Email

mail me when new jobs meet my criteria
*Email To IitesﬂQiM@gmai\ com I

Result: your saved search now appears in the Saved Searches section of the Careers
page.

Continued on next page



Search for, View and Save a Job Search, continued

Save Searched
Jobs, continued

View Jobs
Posted in Last
10 Days

Note: your saved search will expire one (1) year from the day that you created it.

My Saved Searches

The Search button performs the search and shows your results on the Search Jobs page.

My Saved Searches
Search Name

Created On Notifications Email Notification Expires On
911 OPERATOR 07/06/2024 jtest1234@gmail com 07/06/2025 > |
MANAGEMENT POSITIONS 07/0672024 Jtest1234@gmail com 07106/2025

Search >

Click either the Back arrow or the ellipses to navigate back to the Careers page.

Search Jobs
«Location Search Joby Careers
o -

Radio Operaions {1
Clear Search Search Jobs

~ Department 1 jobs found for: "911"

C=lm th

Communicater

My Job Notifications
Radio Operations (1}

My Job Applications
» Job Family

Job ID 500049

Location Radio Operations * >
Department Ra io
Posted Date 07!
Glose Date 07

Wy Favorite Jobs
PRP Police Support Services (1)

v Job Posted In

My Saved Searches

Wy Account Informabion
v 12024 (1) ¥ Account Informaos

Sign Out

Click the View Jobs Posted in Last 10 Days item to view the most recent job postings.
Search Jobs

ISearch by job title, location, or keyword

=

Welcome Jennifer Test

Sign Out

I
If'.; View Jobs Posted in Last 10 Days

Result: you are presented with a list of the most recent job postings.

Search Jobs

Search Jobs
Search by job title, lacation, or keyword

~ Location I
=]
Corporate Strategy (1)

Clear Searcl Sa Ses
Radio Operations (1) Clear Search ave Search

2 latest jobs found

CElm]

~ Department

(%]
[ Corporate Strategy (1)
(] Radio Operations (1) Director-Corporate Strategy
Job ID 500050
« Job Family Location Corporate Strategy N
Department Corporate Strategy
() PRP Police Support Services (1)

Posted Date 07/03/2024

O (F‘J'){F' Supervisory / Management Close Date 07/09/2024

Communicator
~ Job Posted In

Job ID 500049

[ 12024(2) Location

Radio Operations * >
Department Radio Cperations

Posted Date 07/02/2024

Close Date 07/07/2024

Continued on next page



Search for, View and Save a Job Search, continued

View Jobs Click one of the listed jobs to view the description and additional posting information.
Posted in Last

10 Days, Use the scroll bar to view the whole posting.

continued

Note: from this page, you can email the job to a peer, mark it and/or remove it as a
favorite or apply to it.

Job Description

< Previous J Communicator

Posting Tile:  Conmunicatse Deganment: Radi Operations

Click the Previous Job and Next Job links at the top of the page to view other postings or
click the Back arrow or ellipses to navigate back to the desired page.

|

Job Description

e =]
Apply for Job i
View All Jobs Click the View All Jobs item to view a list of jobs regardless of when they were posted.
Follow the same steps as the last section to view the job description and take the desired
action.
Search Jobs
Search by job title, location, or keyword | | - |
Welcome Jennifer Test Sign Out
Ce View Jobs Postedin Last 10 Days >
[ View All Jobs >

Continued on next page



Search for, View and Save a Job Search, continued

My Job Click the My Job Notifications to view a list of notifications about job postings that you
Notifications have received. The types of notifications that would be listed here include:
e If you were referred or emailed a job posting, linked to a job by a recruiter or the
results of job searches.
Search Jobs
Search by job title, location, or keyword H - ‘
Welcome Jennifer Test Sign Qut
f'n", View Jobs Posted in Last 10 Days p)
& View Al Jobs >
D4 My Job Notifications >
My Job

Click the My Job Applications items to view a list of your submitted and unsubmitted job
Applications applications.

Search Jobs

Search by job fitle, location, or keyword

2]

Welcome Jennifer Test Sign Qut
If.'; View Jobs Posted in Last 10 Days >
& View All Jobs >
B4 My Job Notifications >
[C] My Job Applications 3>

Click the arrow to the right of the Withdraw button to view your submitted application or
to continue your unsubmitted application.

|

My Job Applications

My Job Applications
Job Title Job IO Location Status Date Created Date Submitted Withdraw Application

Withdraw >

Director-Corporate Stratagy 500050 Submitied 07052024 32TPM 07/05/2024 327PM

Director-Corporate Strategy 500050 Mot Subrrstted 071052024 5 57PM

Recruit Constable 500001 Not Submitted 071052024 5:59PM Viithdraw >

Continued on next page



Search for, View and Save a Job Search, continued

My Favourite Click the My Favorite Jobs item to view a list of postings that you added as a favorite.
Jobs Search Jobs
[Eearch by job title, location, or keyword ]|i|
Welcome Jennifer Test Sign Out
Ce View Jobs Posted in Last 10 Days >
& View All Jobs >
E My Job Notifications >
|i| My Job Applications 2>
* My Favorite Jobs 1>

Result: a list of job postings display.

Click the arrow to the right of the Date Saved column to view the posting.

My Favorite Jobs

My Favorite Jobs

Remove Favorite

Job Title Job ID Location Job Status Job Family Date Posted Close Date Date Saved

[J Communicator 500049 Radio Operations Open 07/02/2024 70112024 07/06/2024 | > ‘

From here, you can remove the job as a favorite, email the job or apply for the job, if it is
still available.

Job Description E

Communicator o

Search Jobs

My Job Notiications

My Job Agplicatons
My Favorite Jobs
My Saved Searches

External Job Vacancy

My Account Information

Sign Out

Continued on next page



Search for, View and Save a Job Search, continued

My Saved Click the My Saved Searches item to view a list of jobs that you created a job search
Searches agent for.
Search Jobs
|Search by job title, location, or keyword | | — |
Welcome Jennifer Test Sign Out
LCe View Jobs Posted in Last 10 Days >
& Wiew All Jobs >
B My Job Natifications >
|i| My Job Applications 2 >
* Iy Favorite Jobs >
I-_na My Saved Searches 2 >

Click the Search button to perform a search for your desired job.

— 3
My Saved Searches

The Search button performs the search and shows your resuls on the Search Jobs page

My Saved Searches

Search Name Created On Notifications Email Notification Expires On
911 OPERATCR 071082024 iest1234@gmail com 070872025 »
MANAGEMENT POSITIONS orios024 festi234@amai com oT062025 Search >

If there are jobs posted that meet your search criteria, you will be brought to a list of jobs

where, by clicking on it, you can view the job description, apply, add to Favorites or email
the job to a peer.

<« |

Search Jobs

 Location Search Jobs
911 I[=]
Radio Operatians (1)
Clear Search Save Search

~ Department 1 job found for: 911"

() Radio Operations (1} m | ‘ n ‘
~ Job Family Communicator
Job ID 500049

O PRP Police Support Services (1) °

Location Radio Operations N
 Job Posted In Department Radio Operations

Posted Date 07/02/2024

» 2024 (1)

Close Date 07/07/2024

Use the back arrow or the ellipses to navigate back to the desired page.

Job Description @

Communicatar J—

Search Jobs

My Job Natfications

iy Job Applications
My Favarite Jobs

iy Saved Searches

External Job Vacancy

Wy Acoount Information

Sign Out

End



Registering as a NEW Applicant

Registering as a
New Applicant

Step 1

Step 2

Step 3

From the Peel Police website, click the heading Work with Us and follow the options
below.

« C @ wwwpeelpalice.ca @ m = @ |/ -

Translate Popular Links

s  Human Rights Project  PRP News

Report It In the Community

If you interested in applying for a(n)... | Then click...

Civilian Position... Civilian Careers > Apply Online

Recruit Constable, Cadet or Become an Officer > Police Constables and
Experienced Officer... Cadets > Apply Online

Auxiliary Officer Auxiliary Police > Apply Online

Click the New User link.

Careers

Search Jobs
Search by job title, location, or keyward

Welcome sign In | New

View Jobs Posted in Last 10 Days
View All Jobs

My Job Notifications

My Job Applications

Iy Faverite Jobs

My Saved Searches >

Iy Account Infarmation >

DR D

Complete the New User Registration page and click the Register button.
Note: Home Address is required upon registration.

New User Registration

Ao Regstored Sn I

Emal Address | est1Z34@gmai.com

Phone | 11

Result: you are returned to the Job Search page.

Note: if you have registered previously and are registering again as a new applicant, you
must use a new email address




Registering as a NEW Applicant, continued

Step 4 Click the My Account Information item to view and update your contact
information.

Search Jobs

|Search by job title, location, or keyword ‘ |:|

Welcome Jennifer Test Sign Out
If:; “Wiew Jobs Posted in Last 10 Days >
& WView All Jobs >
B4 my Job Notifications >
|i| Iy Job Applications 2 >
W My Favorite Jobs >
I-_:R My Saved Searches 2>
(go Iy Account Information >

Update the applicable information and click the Save button.

Use the Back arrow or ellipses to navigate back to the desired page.

e "]
You reas, phons. o1, GRANGEs Made 10 your Contact 5 you have appied to
Ace

End
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Apply to aJob

Work with Us!

Step 1

Step 2

From the Peel Police website, click the heading Work with Us and follow the options
below.

Emergency: 9-1-1

ContactUs  FAQs  Human Rights Project  PRP News | Translate

Popular Links

Who We Are Report It Work With Us Safety Tips In the Community

If you interested in applying for a(n)... | Then click...
Civilian Position... Civilian Careers > Apply Online

Recruit Constable, Cadet or Become an Officer > Police Constables and
Experienced Officer... Cadets > Apply Online

Auxiliary Officer Auxiliary Police > Apply Online

Click View All Jobs.

Careers

Search Jobs

[Search by job title, location, or keyword | ‘:‘
Welcome Jennifer Test Sign Out
[ View Jobs Posted in Last 10 Days >
| [& ViewAll Jobs > |
B4 My Job Netifications >
[Z1 My Job Applications >
My Favorite Jobs >
[Fa My Saved Searches >
2, My Account Information >

Result: a list of available jobs is displayed.

Click the job title for the desired posting.

Search Jobs
‘Sear:-‘ by job title, location, or keyword || - |

Clear Search Save Search

2 jobs found.

C=lm ] (]

Director-Corporate Strategy

Job ID 500050
Location Corporate Strategy
Department Corporate Strategy
Posted Date 07/03/2024
Close Date 07/09/2024

Communicator
Job ID 500049
Location Radio Operations N
Department Radio Cperations
Posted Date 07/02/2024
Close Date 07/07/2024

Result: the job posting is displayed.

Continued on next page

11



Apply to a Job, continued

Step 3 Use the scroll bar to the right of your screen to scroll down and review the posting
details.

Job Description

Dirsctor-Corporats Strategy

External Job Vacancy

Step 4 Use the table below to determine your next step.
If you want to... Then click the...
Apply for this job... Apply for Job button and go to Step 5

in the Completing and Submitting Your
Application section of this

document.
Save this job so you can apply to it | Add to Favourite Jobs link
later...
Email the job to someone... Email this job link
Look at the details of another Previous or Next Job link.
posting...

Alternatively, you can use the ellipses to the main Careers page.

Careers | 1
Apply for Job Search Jobs

My Job Notifications

Iy Job Applications

My Favorite Jobs

My Saved Searches

Iy Account Information

Sign Out

End

12



Completing and Submitting your Application

Purpose The purpose of this section is to provide the steps to successfully complete

and submit your online application to a job opening.

NOTE: this procedure assumes you have already registered as an applicant. If
you have not done so, refer to the section on Registering as a New Applicant.

You can save at any time during the completion of your application and return
to it later.

Navigation From the Peel Police website, click the heading Work with Us and follow the options
below.

ContactUs FAQs  Human Rights Project  PRP News | Translate @ PopularLinks [@

Report It Services Safety Tips In the Community

If you interested in applying for a(n)... | Then click...
Civilian Position... Civilian Careers > Apply Online

Recruit Constable, Cadet or Become an Officer > Police Constables and
Experienced Officer... Cadets

Auxiliary Officer Auxiliary Police > Apply Online

Step 1 Click the Sign In link and log into your account.

Careers

Search Jobs
[search by job tte, location, or keyword H > ‘

Welcome

[C¢ View Jobs Posted in Last 10 Days >

[ View All Jobs >
X My Job Notifications >
[] My Job Applications >
S My Favorite Jobs >
[ My Saved Searches >

2, My Account Information >

Sign In X

*indicates required field

“User Name |Telew |

“Password [--------\ ]

Forgot User Name | Forgot Password

Are you a new user? Register Now

Result: you are returned to the Job Search page.

Continued on next page
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Completing and Submitting your Application, continued

Step 2

Step 3

Step 4

System
TIMEOUT

SAVING your
Application

Click View All Jobs.

Welcome Jennifer Test Sign Cut
e View Jobs Posted in Last 10 Days >
|Fé| View All Jobs >
B4 My Job Notifications >
ﬁ My Job Applications >
W My Favorite Jobs >
[ My Saved Searches >

,-oo My Account Information >

Select the job you want to apply to.
Elwm o

Click Apply for Job.

Job Description

Previous Job

Director-Corporate Strategy

Y7 Add to Favorite Jobs

24 Email this Job

[

IMPORTANT: There is a 20-minute timeout after inactivity. At that time, you will
be logged out and redirected to the main Careers page. You will need to log back

in to continue your application.

Note: The application will automatically save as you move from page to page. At
any time, you can click the Save as Draft button to save your progress at any time.

You will receive an on-screen message indicating that your in-progress application has
been saved but not submitted. Click the OK button. You will remain in the application

until you click the Exit button.

Your in-progress application has been saved but not submitted.

14

Continued on next page



Completing and Submitting your Application, continued

Copying and You can copy and paste information into the text boxes contained within the
Pasting intothe  application (for example the Cover Letter, Work Experience and Additional
Application Information sections). When copying and pasting, please be sure to use plain text.

Step 5 Review the Prequalifying Notices carefully.

Apply for Job

Director-Corporate Strategy

Start Step 1 of 5: Start
In Progress
o Thes job applcation has a number of S, fangng from job preferences 1o work expenence The step-by-step process will guide you thiowgh the

application. Please fil in 2l information carefully and complelely before submit

Save as Draft

begin the job application pracess, please read the Terms and Condiians carefuly. By selecting the *| agree to the Terms and Coniions™
yeu maicate that you have read and understood these Terms and Canditions and acknowledge your agreement with them. If you do not agree, you
ot be able o submit an appiication and should select the Exit buttan

Prequalify

Prequalification Notices
Job Title Director-Corporate Strategy JobID 500050

To be ehgible 1o apply for Ihis position, you wil need 1o answer some prequalifying questions on the next step of this pplication process. Please read all the.
questans. carefuly.

Caver Letter (OPTIONAL)

My Application .

Terms and Car

5 | Review and Submit
Not 5t 1 agree to the Terms and Canditions

Click the link to review the Terms and Conditions. Once you are finished, click the ‘X’
button at the top right-hand corner of the page.

Terms and Conditions.

Prequalification Terms and Conditions

After you submil your answers to the following questionnaire, you wil be immediately informed if you are eligible to continue with the appiication

n Terms and Conditions

vised that your responses tedin this application constitute a legal undertaking and any faise or incormect informas  render your application void

tered employme: successully cor asition agplied for, appicants may 315 be Suby sychological and medical assessments

nicipal Freedom of Informatior
Pessonal Information far

: i iz the Pee!
ation: thes i 8 Staff (e Records Relention Schedule A1
cta purpas ssing this appication. Should you her o E bout our Information and Frivacy
125 vepe peeipolice, calen/services e edom ol niommation-equests a5

etention St

Click the “I agree to the Terms and Conditions” checkbox and click the Next button.

Apply for Job

Director-Corporate Strategy

Start Step 1 of 5: Start
e This jab application has. a numbes of sections, ranging from job preferences to work experience. The: siep-by-step process will guide you through the:
=

. Please fll m al information carefully and completely before submitting

Save us Draft

2 | Prequalify jab application process, piea:
Nal Star te that you have read and unds
joit an appication and shoul

selecting the "l agree fo the Terms a
wledge your agreement with them. I yor

it buston
3 ] Covar Latiar (OPTIONAL) Prequalification Notices
Job Title Director-Corporate Strategy Job ID 500050
To be elgitie o apply fo s positon, you wil need fo answer some prequaliing questions on the next sepof this application process. Please read al e
| questions carefully

+ | My Application
ool St

View Terms and Condibons

D;gm 1othe Tems and Conditons

s | Review and Submit
Mt Saa

Result: you will be moved to the prequalifying page.

Continued on next page
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Completing and Submitting your Application, Continued, continued

Step 6

Step 7

Answer the prequalifying questions and click the Next button.

Apply for Job

Corparats Strategy

1| Sart Step 2 of 5: Prequalify
To be eligie to submit an appication you wil need to answer the fllowing questions
o
*1. 1 am at least 18 years of age
3] Cover Letter (OPTIONAL) N
Yes

My Application
y
arta *2. 1 am a Canadian Citizen or permanent resident and legally entitied to work In Canada.

No
5| Review and Submit

Result: upon clicking the Next button, you will receive an on-screen message
advising if you are not eligible to continue with the application. If you are
eligible, you will progress to the next page of the application.

Below is a screenshot of the message received if you are not eligible to
continue. Click the ‘X” in the top right-hand of the message. You are returned
to the main Career page. Note that you have 1 application submitted in your
My Job Applications section.

Prequalify Results b
You are not eligible to apply for 1 job{s)
& Mot eligible to apply for:
Job Title Job 1D Details
) Director- __ The questionnaire submitted by you has been evaluated. Your answers to the questions indicate that
Corporate 500050 vou do not meet the eligibility requirements to appdy for this position. You will not be able to continue
Strateqgy with this apphcation

Answer the Application Questionnaire, if applicable, and click the Next button.

1 sun Step 3 of 6: Application Questionnaire
‘‘‘‘‘‘‘‘‘

i are required. You are requred 1o answer all the mandatary questions

4. 1 pessass a valid CPR and Standard First Ald cert (Prior 1o . 3 valid centificate )

Mo

4 | Cover Letter (OPTIONAL) Yes

Continued on next page
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Completing and Submitting your Application, Continued, continued

Step 8 Type or paste your cover letter in the Cover Letter text box. Click the Next button.

3 of 5 Cover Letter (OFTIOMAL)

Note: If you are copying and pasting your cover letter, please be sure to paste using plain
text.

The cover letter is optional and limited to 12,000 characters. If you go beyond the 12,000
characters you will be notified to reduce the characters down to 12,000 after you click
the next button. Below is an example of the message you will receive.

Please remowve 20273 chars from your written text before proceeding.

oK l [ Cancel

Continued on next page
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Completing and Submitting your Application, continued

Step 9 Click the drop-down arrow in the Highest Education Level field to select the
appropriate value.
i) s Step 4 of 5: My Application - My Application

3 | Caver Latiar (OPTIONAL]

Step 10 Adding Work Experience

Click the Add Work Experience button.

Highest Education Level | |-Master's Level Degree V‘

Work Experience

You have not added any work experience.

Complete the following fields and click Done when finished:

e Start Date
¢ End Date (if applicable)

e Employer

e Job Title

¢ Responsibilities / Job Description

Cancel Add Work Experience
“Start Date |01/05/2015 =]}
End Date |MM/DD/YYYY [

“Employer |ABC Company |
*Ending Job Title |Manager |
Supervisor ‘ |
Supervisor Email | |
Supervisor Phone | |

OKto contact? [ Yes [ |

™

Description

To add more work experience, click the plus sign above your first entry and
repeat this step until you are finished.

Work Experience
[+]
Employer Job Title Start Date End Date

ABC Company Manager 01/05/2015 >

Continued on next page
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Completing and Submitting your Application, continued

Step 11 Click the Add Job Training button to add any training that is relevant to the

position.

Job Training

You have not added any training information.

Add Job Training

Complete the following fields and click the Done button:
e Course Title

¢ School Name

¢ Course Start Date

Add Job Training w

“Course Title | |
School Name | |

*Course Start Date |MMDD/YYYY |

To add more training, click the plus sign above your first entry and complete
this step again.

JiTraining
+] ]

Course Title School Name Start Date

Dealing with Difficult People Sheridan College 07/05/2020 >

Step 12 Click the Add Degrees button to add the details of your education.

Degrees

“ou have not added any degrees.

Add Degrees

Complete the following fields:

Education Level
o Click the Magnifying Glass to search for your education level.
o Click the arrow beside the Search Criteria heading.

Lookup

i Education Level
ch Criteria
~ Search Results

Gnly the first 100 results can be displayed

Continued o next page
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Completing and Submitting your Application, continued

Step 12
continued

Enter the beginning of the education level in the Description field and click Search.

Cancel

Search for: Education Level

v Search Criteria

Lookup

Content Type DEG

Content Item ID ‘
(beging with)

Description [ ‘
(begins witny | M3Ster

e Select the appropriate education level.

Cancel

Show Operators

Search for: Education Level
> Search Criteria

v Search Results

(@] = |

Content Item ID T1

MINDREL
MLAW

MMGMT

Lookup

Description 1
Master of Industrial Relations
Master of Law

Master of Management

42 rows

MANALYTC

Master of Management Analytics

e Country
® Province
e School Code

e Click the arrow beside Search Criteria.

Cancel

Click the magnifying glass to search for and select the school you attended.

Search for: School Code

earch Criteria
v Search Results

@ =

Lookup

Only the first 100 results can be displayed

100 rows

e Enter the name of the school in the Description field and click Search.

Cancel

Search for: School Code

v Search Criteria

Lookup

School Code

(begins with) | ‘

ooetien [University of Wester|

e Select the school

Searchfor: School Code
* Search Criteria

~ Search Results

(@] =

School Code 7.

Lookup

Show Operators

LIWESTERMN

Country T4 State 1L Description Tl

University of Westenn Ontarno

Result: the school code is populated in the School Code field.

Continued on next page
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Completing and Submitting your Application, continued

Step 12
continued

Step 13

o Click the Graduated checkbox (if applicable)
e Complete the Issue Date field with the date you obtained your degree.

Cancel

Add Degrees

“Effective Date |07/05/2024 |

*Education Level |MMGMT Ql

Country |Canada Q|
Province |Ontario Q|
School Code |UTORONTO al
Graduated
lssue Date |07/05/2010 =]
Major 23
)
School B
£

Click the Done button when you are finished with the entry.

To add more education details, click the plus sign above your first entry and repeat the

above steps.

Peg ree

-+

" Education Level Graduated
IMaster of Management Yes

Issue Date

07/05/2010

Major School

Click the Add Licenses and Certifications button.

Licenses and Certifications

‘You have not added any licenses and certifications.

Add Licenses and Certifications

21

Continued on next page



Completing and Submitting your Application, continued

Step 14

Complete the following fields and click Done when finished

License/Certification

Click the magnifying glass in the License/Certifications field to search for the

license.

Add Licenses and Certifications

*License/Certificate |

Q

“Effective Date |07/07/2024 | |

e Click the arrow beside Search Criteria.

Cancel

Search for. License/Cerlificate
> Bearch Criteria

v Search Results

/1

Lookup

Only the first 100 results can be displayed

e Enter your license in the Description field and click Search.

Lookup
Search for. License/Certificate
v Search Criteria Show Operatars
Content Type LIC
Content Item ID |
(begins with)
et
v Search Results
Result: your search results are displayed.
e Select the desired license.
Lookup

Search for. License/Cerificate
> Search Criteria

v Search Results

(] =

Content ltem ID Tl

4rows
Description 1L

FIRSTAID First Aid Certificate
FAPRP First Aid Certified
FIRSAINS First Aid Instructor
FAINST

First Aid/CPR Instruct/Train

22
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Completing and Submitting your Application, continued

Step 14 Expiration Date

Continued Date Issued
License/Certification # (if known)
Issued By

Add Licenses and Certifications w

*Effective Date |07/07/2024 |

"License/Certificate |FIRSTAID Q|

Expiration Date |07/07/2025 |

Date Issued |07/07/2022 |

License/Certification # ‘

Issued By ‘

If you have more licenses to add, click the plus sign above the first added license and
repeat the above steps.

Licenses and Certifications

-]

License/Certificate Expiration Date Date Issued Issued By
First Aid Certificate 07/07/2025 07/07/2022 >
Step 15 Click the Add Language Skills button.

Language Skills

You have not added any language skills

Add Language Skills

Continued on next page
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Completing and Submitting your Application, continued

Step 16

Step 17

Complete the following fields and click Done when finished.

Language: click the magnifying glass to select the language.
Read: click the drop-down arrow to select your proficiency.
Speak: click the drop-down arrow to select your proficiency.
Write: click the drop-down arrow to select your proficiency.

Date acquired: if applicable.

Add Language Skills

“Effective Date |07/07/2024 |

*Language |FL

Read | 1 - Low

Speak | 2 - Moderate

Write ’ 1- Low

Date Acquired |

To add more languages, click the plus sign and repeat the above steps.

If applicable, click the Add Volunteer Work button and complete the following fields.
Click Done when finished. If this section is not applicable, proceed to Step 18.

Organization
Hours Per Year

Calendar Year (the year you volunteered)

Position Title
Contact Name
Contact Details

Add Volunteer Work

*Organization ‘Special Olympics |

*Hours Per Year ‘ 50

*Calendar Year 2023

Event Coordinator

*Position Title

*Contact Name John Smith

r -
“Contact Details At

24
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Completing and Submitting your Application, continued

Step 17 If you have more entries to make, click the plus sign above your first entry and repeat the
Continued above step.
Volunteer Work

+]

Description Hours Per Year Calendar Year Position Title
Special Olympics 50.00 2023 Event Coordinator >
Step 18 Complete the following fields of the Referrals section.

How did you learn of the job?
Specific Referral Source
Are you a former employee?

Referrals
How did you learn of the job? ‘ Posting v‘
Specific Referral Source ‘ ‘
Are you a former employee ‘ No v‘
Step 19 Click the Next button

Result: you are moved to the Step 4 of 5: My Application — Additional Info
(OPTIONAL) section.

Step 20 If you have anything to add in the Conferences and Seminars section, follow the steps
below. If not, please proceed to Step 22.

Click the Add Conferences and Seminars button.

Step 4 of 5: My Application - Additional Info
(OPTIONAL)

Conferences and Seminars

You have not added any conferences and seminars

Add Conferences and Seminars

Continued on the next page
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Completing and Submitting your Application, continued

Step 21

Step 22

Complete the following fields and click Done when finished.

Name/Description

Select Type (Conference or Seminar)
Number of Days

Date Attended

Institution

Add Conferences and Seminars w

“Name/Description | People Conference |

*Select Type |Conferen<:e Q |

*Number of Days |3 00 |

*Date Attended |O?.“10.-’2023 |

Conference Institute

E‘L

*Institution

)

If you have other Conferences or Seminars to add, click the plus sign above your last
entry and repeat the above steps.

ences and Seminars

Description Date Attended Select Type Institution

People Conference 07/10/2023 Conference Conference Institute >

Follow the steps below if you wish to add information in the Additional Info (Optional)
section that was not covered in the preceding sections. If you do not wish to add
additional information, click the Next button.

Click the Add Additional Info (Optional) button and complete the following fields. Click
Done when finished.

Additional Info Type
Additional Information

Add Additional Info (Optional) [ Done |

~Additional Info Type \ \

Additional Information

E

Continued on next page
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Completing and Submitting your Application, continued

Step 23

Step 24

Review your online application carefully. If you need to make updates, either use the
Previous button to go back to the applicable section or the guide on the left-hand side of
the screen.

Apply for Job

Director-Corporate Strategy

Review your application and make any changes before submitting

1] Swrt
Complets )
Step 5 of 5: Review and Submit
2 Prequalify  PRP Verification
Complete
Confirm the completeness of your application
3| Cover Letter (OPTIONAL)
Complete

4| My Application
Complete

Review and Submit
In Progress

00 00O0GC

‘Wiork Experance Secion - comptad

dnb Training Secton - completed.

Cover Letter (OFTIONALI Scbon - Nas ot e completea vraming

p——

When you are ready, click the YES - | have verified that my application is accurate and

complete checkbox and the Submit button.

Review your application and make any changes before submiting

Step 5 of 5: Review and Submit

v PRP Verification

Confirm the completeness of your application

Verification Step:
Flezse

When you are saf

Cower Letter (OPTIONAL) Section - has not been completed [Waming)

Viork Expetier

completed.

Job Training

‘completed.
Licanses and Certficates Secton - compiated
Languages Section - completed

Degr ‘completed

Volunteer Work Section - completed
Competenciss Sechon - has not been compisted [Waming

Conferences & Seminars Section - comaletad

Addtional Info (OPTIONAL) Section - has not been compisted [Waming;

dgment below and fhen press Submit

110U nzed to make changes use e Retum 1o Previous Page ink at he battam af tis page.

wamings listed above to confirm you have completed all areas of your application which are relevant fo the posiion for which you are apglying

Yes

L__||! have verified that my application is accurate and complete

Result: Your application has been submitted. You will receive an email receipt for your
application and be invited to participate in the Equal Opportunity Survey.

27
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Completing and Submitting your Application, continued

Step 25
determine your next step.

The Equal Opportunity Survey defaults to “I wish to participate”. Use the table below to

If you... Then...
Want to complete the Equal Opportunity | Respond to each of the questions and
Survey... click the Complete button.

Do not want to complete the Equal
Opportunity Survey...

Click the “l wish to decline” radio button
and click the Complete button.

Self Identifications

Equal Opportunity Survey Invitation

The information colles

versity planning and re ing.
compromised. By s the night to utiize the informat

(@) 1 wish to participate

th this responsibiity. All reportin
ming this form should be diraced to

nsuring that the identities of individuals are nat
Recrutment & Staff Support

O I'wish to decl

Result: you will receive an on-screen notification that your application has been
submitted and be presented with links to view the submitted application or return to the
Careers page. Alternatively, you can use the ellipses to navigate to another section of the

application or sign out.

Application Confirmation El
You have successfully submitted your job application weers
Jobs Applied For earch Jobs
Job Title Communicator Posting Date 071022024
Job ID Application Date 071071202
Location Radio Operations
) Car My Favorite Jobs
y tic y Saved Searches
Ay Account Information
Sign Out
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Saving a Draft Application

Purpose

Save as Draft

The purpose of this section is to explain how the Save as Draft button is used.

At any time, you can click the Save as Draft button to save the progress of your
application so you can return to it later to finish it.

Apply for Job ]

Communicator

1] Stant Step 4 of 5: My Application - My Application I

Education History

You will receive an on-screen message indicating that your in-progress application has
been saved but not submitted. Click the OK button. You will remain in the application
until you click the Exit button.

Your in-progress application has been saved but not submitted.

To leave the application, click the Exit button on the top left-hand of the screen.

Apply for Job

Communicator

Result: you are presented with an on-screen message asking you if you are sure that you
want to exit. Click either the Yes or No button.

Do you really want to exit?

Yes No |I

Result: you are returned to the Job Description page.

Continued on next page
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Saving a Draft Application, continued

Save as Draft Use either the Back arrow or the ellipses to navigate back to the Careers page or to sign
continued... out of the application.

Job Description

< Prev b Communicator

Apgy far Job

] External Job Vacancy

Required to Submit Application: You are still required to submit your online application
prior to the job posting end date to be considered for the job for which you are applying.

End
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Completing your saved Application

Step 1 Log in as a returning applicant.

Step 2 Click My Job Applications.

Search Jobs
Search by job title, location, or keyword | | o ‘

Welcome Jennifer Test

Sign Out
Cg “iew Jobs Posted in Last 10 Days >
& View All Jobs >
B4 My Job Notifications >
|i| My Job Applications 4 >
W My Favorite Jobs >
[na My Saved Searches 2>
rg‘p My Account Information >
Step 3 Click the arrow to the left of the Withdraw button for the application with the status of
Not Submitted.
My Job Applications
My Job Applications
Job Title Job ID Location Status Date Created Date Submitted Withdraw Application
Director-Corporate Strategy 500050 Submitted 07/05/2024 3:27PM 07/05/2024 3:27PM | Withdraw ‘ ‘T‘
Recruit Gonstable 500001 Not Submitted 07/05/2024 5:59PM | Withdraw ‘ ‘T‘
Director-Corporate Strategy 500050 Submitted 07/07/2024 9:55PM 07/07/2024 11:A7PM | Withdraw ‘ ‘T‘
Communicator 500049 Not Submitted 07/07/2024 11:41PM

I Withdraw

Result: you are returned to your application.

Step 4 Complete and submit your online application prior to the job posting end date.

Note: reference the Completing and Submitting Your Online Application section of this
document for the associated steps.

Result: after submitting your application, the status will change to Submitted.

End
31



Logging in as a Returning Applicant

Purpose The purpose of this section is to provide the steps to successfully log in as a returning
applicant.

IMPORTANT: our password requirements have changed since we upgraded our online
application. If this is your first time logging in as a returning applicant since our online
application has been updated, you may be forced to change your password if it doesn’t
meet the new requirements. Below is a screenshot of the message you will receive.

Reset Password X

QOur password requirements have changed to strengthen security. Please select a new
password that:

1. Has minimum of 8 total characters with at least 1 digit, 1 lowercase character, 1
uppercase character and 1 special character from the set ({@#38%"&*-_=+\|]}
[of?=<")

2. Does not match your user name.

3. Does not match any of your email addresses.

*New Password l| ]

*Confirm Password ‘ ‘

Reset Password

Step 1 Click the Sign In link and log into your account.
Careers

Search Jobs o
Search by job title, location, or keyword || > ‘

Welcome New User
55 View Jobs Posted in Last 10 Days >
[& ViewAl Jobs >
[ My Job Notifications >
[Z1 My Job Applications >
My Favorite Jobs >
[fa My Saved Searches >

£, Wy Account Information >

Continued on next page
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Logging in as a Returning Applicant, continued

Step 2

Complete the User Name and Password fields and click the Sign In button.

SignIn X

* Indicates required field

“User Name |TestC|v ‘

“Password l----m-\ ]

Forgot User Name | Forgot Password

Are you a new user? Register Now

Result: you are returned to the Careers page.

NOTE: Address information is required. If your address has not been previously included,
you will be prompted to update your account information. Below is a screenshot of what
you will see.

Registration Update

Please update the missing information and select Update to continue: m
Account Infermation

User Name
*First Name | Jennder
“Last Name
Preferred Contact Method | Not Specified v
“Email Address. ||
Phone | 11111111111
Address Information

Country | Canada -

Address 2
Address 3
Address 4

*City

Enter any required information in the highlighted fields and click the Update
button.

Result: You are signed into your applicant account.

End
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Withdraw an Application

Withdrawing an  To withdraw your application to a job competition, navigate to “My Job

application

Applications”, click the Withdraw button.

My Job Applications H

My Job Applications
Job Tite Job 1D Location Status Date Created Date Submitted Withdraw Application

Director-Corporate Strategy 500060 Submitted 07052024 327PM 07/05/2024 327PM

Directar-Corporate Strategy 500050 Not Submitted 07052024 S5TPM

Recruit Constable 500001 Not Submitted 07052024 5 5OPM

You will receive an on-screen message asking if you are sure you want to continue
with the Withdraw. The message received depends on whether you have
submitted your application or not.

For an unsubmitted application, you will receive this message.

‘You are about to withdraw an unsubmitted job application. The application will no longer be available. This action cannot be undone. Do you want to continue?

For a submitted application, you will receive this message.

You are about to withdraw a submitted job application. This action cannot be undone. Do you want to continue?

‘ OK H Cancel‘

If the job competition that you applied to is in progress, you will receive this
message.

The Processing status of one or more jobs is preventing the application from being withdrawn.
Please contact your recruiter for additional infarmation.

Click the OK button to continue with the withdraw process or cancel if you do not
want to continue.

Result: Your application is withdrawn from the Job Competition.

End of Procedure

34



	Peel Police Online External Job Application
	Introduction
	Contents
	Search for, View and Save a Job Search
	Work With Us
	Navigating Around the Online Application
	Search Jobs
	Save Searched Jobs
	View Jobs Posted in Last 10 Days
	View All Jobs
	My Job Notifications
	My Job Applications
	My Favourite Jobs
	My Saved Searches

	Registering as a NEW Applicant
	Step 1
	Step 2
	Step 3
	Step 4

	Apply to a Job
	Step 1
	Step 2
	Step 3
	Step 4

	Completing and Submitting your Application
	Purpose
	Navigation
	Step 1
	Step 2
	Step 3
	Step 4
	System TIMEOUT
	SAVING your Application
	Copying and Pasting into the Application
	Step 5
	Step 6
	Step 7
	Step 8
	Step 9
	Step 10
	Step 11
	Step 12
	Education Level
	Step 13
	Step 14
	License/Certification
	Step 15
	Step 16
	Step 17
	Step 18
	How did you learn of the job?

	Step 19
	Step 20
	Step 21
	Name/Description
	Step 22
	Step 23
	Step 24
	Step 25


	Saving a Draft Application
	Purpose
	Save as Draft

	Completing your saved Application
	Step 1
	Step 2
	Step 3
	Step 4

	Logging in as a Returning Applicant
	Purpose
	Step 1
	Step 2

	Withdraw an Application


