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Young Women in Science (YWiS)
Summer 2012
~ERECRUIT GUIDANCE~
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An e-mail address is required, so be sure you have one created before starting this process. Please ensure that you have your Application saved on your computer. Take out any characters in the name of the saved file (i.e. {} () _ [] etc.). While these characters may be recognized by Word they will not be recognized by erecruit and could prevent us from being able to view your Application. 
*Please note that the system will ask you for a Resume – instead, you will upload your Application.
1. Go to our jobs homepage at http://jobs.pnnl.gov/.
2. Click the Browse Jobs link (on the left navigation listing) or Browse a list of our current job openings (in the middle section).
3. Locate the job titled YWIS, or put in 301353 and click Search.  Click on the blue hyperlink to view the job posting. 

4. Click the ‘Apply Now’ button. This will bring you to the ‘Login’ page. 

5. Click the ‘Register here’ blue hyperlink in the top right corner.
6. Enter required registration fields and click the ‘Register’ button.  This will bring you to the “Choose Resume” page.
7. Select your résumé options:  It is recommended to upload a new résumé; and click the ‘Continue’ button.
8. Attach your Application.
a. Click the Browse button.
b. Locate and select your Application, which should be saved on your computer.
c. Click the ‘Upload’ button.
9. Click the ‘Continue’ button once your Application is attached. This will bring you to the ‘My Profile’ page.
10. Fill in profile page information and click the ‘Save’ button. This will bring you to the Complete Application page.

a. Confirm you have applied to the correct job and attached the correct document.

b. Fill out Education History (Select Less than HS Graduate in the drop down menu)
11. Fill out the Application Questionnaire.  Ensure all questions were answered.

12. Enter in Referral Information: 

a. First field, *How did you learn of the job:   Select University Recruiting

b. Second field, *SubSource:  Choose a source from the drop down menu.  If none of the choices apply, select Source Not Listed.

c. If you selected Source Not Listed, then please fill in the Specific Referral Source Field.

d. Answer the question, *Are you a former employee:
13. Click the ‘Submit’ button at the bottom of page. This will bring you to the ‘Submit Online Application’ page.

a. Note: if you’ve failed the pre-screening, please contact the Program Manager for YWiS, see #16.
14. Fill in Self Identification Details, Ethnic Group, and Terms and Agreements sections.
15. Click the ‘Submit’ button.

16. Call Kathy Feaster Alley if you have any questions, (509) 375-2569 or e-mail at kathy.feaster@pnnl.gov
