Apply for Jobs Using eRecruit

April 2021

1. Loginto PeopleSoft HCM STAFF PORTAL
e On SDUSD website, click Staff Portal. Home News &Events  Resources

e Select Applications Log-In.

Online Student Profile
System (OSPS)

o Se|eCt PeOp|eSOft HCM- Password Self-Service
Peoplesoft Financials
e Enter your six-digit Employee ID and PeopleSof HCM

password PowerSchool Admin for
* Summer School
e Click Sign In.
2. Navigate to Careers page.

e Click NavBar icon in upper right

L]

A-Z Intranet  Applications Log-In  Help Desk

ORACLE PeopleSoft

User ID
123456

Password

Select a Language

English ~

0 Enable Screen Reader Mode

corner.

Self Service

e Click Navigator icon. E

Mavigator
e Select Self-Service.
Recruiting

e Select Recruiting.

Careers

e Select Careers.
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3. Find jobs on Job Search page.
e Filter or sort job postings by Location, Department, Job Family, or Job
e Enter Keyword and click Search.

Note: Search results will vary. Use the arrow to view all postings.

Posted In (Year)-OR-

Job Search Job Search | My Notifications | My Activities | My Favorite Jobs | My Saved Searches | My Contac
= KEYWC"'“[ ]Sea rch Tips
Filter by
Search Reset Search Save Search More Cptions
Location
Clairemont High (24)
Lincoln (22)

501 matches found. Cnly the first 500 results can be displayed.
Search Results

Madison High (22}
Missicn Bay High {21)
Henry High (20) Summer School/ESY 2021 - Deaf and Hard of Hearing Speech Teacher (ltinerant) - 148813

Department: SFED Compliance | Job Family: Teacher, Mon-Classroom | Location: Special Ed Business Cffice

More...
Summer School/ESY 2021 Adaplive Physical Education Teacher (Hinerant) - 148817
Department Department: SFED Comgliance | Job Family: Tescher, Mon-Classroom | Location: Special Ed Business Office
Clairemont High (24) i o -
- o Summer SchoollESY 2021 American Government Teacher - 145792
Lincoln High {

Madison High
Mission Bay High (21)

Summer School/ESY 2021 Audiclogist (inerant) - 145816
Department: SPED Compliance | Job Family: Teacher, Non-Classroom | Location: Special Ed Business Cffice

Job Family Summer School/ESY 2021 Biology Teacher - 143535

Teacher, Classroom {434)
Teacher, Mon-Classroom (67) Summer School/ESY 2021 Biology Teacher - 148551
Department: Hanry High | Job Family: Teacher, Classroom | Location: Henry High | Posted Date: 04/01/2021

Job Posted In Summer SchoollESY 2021 Biology Teacher - 148563

2021 (501) Department: Clairemont High | Job Family: Teacher, Classreom | Location: Clairemont High | Posted Date: 04/01/2021

Filter, sort, or enter Keyword to
locate job postings. Use arrow
to view all Search Results.

Department: Counseling & Guidance | Job Family: Teacher, Classroom | Location: Counsefing & Guidance-MS & HS | Posted Date: 04/01/2021

Department: Clairemnont High | Job Family: Teacher, Classroom | Lecation: Clairemont High | Posted Date: 040172021

Sort Byl Posted Date ﬁ

First (4 1-25 of 500 Last

Posted Date: 04/01/2021

Posted Date: 04/01/2021

Posted Date: 04/01/2021

4. Select job posting from Search Results.

Search Results

Summer School/ESY 2021 - Deaf and Hard of Hearing Spgech SEIEEt JOb pOStI ng.

Department: SFED Compliance | Job Family: Teacher, MNon-

il

Summer Schocl/ESY 2021 Counselor - 1458358

Department: Bell Middie | Job Family: Teacher, Non-Classroom | Location: Bell Middle | Posted Date: 04/01/2021

e | Posted Date: 04/01/2021

Navigate to the PeopleSoft site for additional resources and training opportunities.
SDUSD > Staff Portal > Technical Support/ Help Desk > select PeopleSoft from the IT Resources drop down menu. 1
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Apply for Jobs Using eRecruit

The Job Description page will display job details and other information.

5. Click Apply.

Job Description Job Search | My Motifications | My Activities | My Favarite Jobs | My Saved Searches | My Contact Information
4 Previous Job Mext Job P
Job Details

Job Title Summer School/ESY 2021 Counselor JobID 143356

Location Bell Middls FulliPart Time Parl-Time

Regular/Temporary Regular Favorite Job

School Type

Middle Schoal

Work Year

Summer Schoal

Grade Level

Credentials Required

Valid Califernia Pupil Persennel Sernvice credential autheorizing counseling services.

Subject Area

Counseling

Other Information

Counselors will support the academic success of students. Selected candidates are expected to monitor student progress, communicate regularly with students and
parents/guardians regarding progress, facilitate the implementation of 504 accommodations, and schedule office hours for students who need additienal support;
these tasks should occur during the workday. Selected candidates may be expected fo participate in a paid training on how to best support students on campus. The

summer session is from June 21- July 16. The assignmentis a 5 hour day with 4 hours of insfrucfion per day. Cngoing counselor fraining and support will be provided
throughout the summer session.

How To Apply

Click the “Apply” button. On the "Revievy'Submit" page, verify that your contact information is correct, and click the "Submit Application” butten. Your application will
not be complete until you click the "Submit Application” button. If you have a district email address. you will receive an email confirmatien. You can check your
application status af any time by clicking on the My Acfivifies hyperlink on the Careers page (Self Service = Recruiting = Careers). (Mote: if your contact information
was not correct on the "Review/Submit” page, please fo go to Self Service = Personal Informafion Summary, and update it.)

6. Click Next to proceed to Review / (=] OJ

Submit page.

7. Review your contact infor-
mation. Note: Click the pencil Start

icon to edit.

8. Click Submit Application to Applying for: Summer School/ESY 2021 Gounselor Review contact information.
Complete the app|ical‘i0n Review your application and make changes before submitting. Click pencil icon to edit.
My Contact Information

process.

Start Review/Submit

Exit | |4 Previous Next
Start - Step 1 of 2

Applying for: Summer SchoollESY 2021 Counselor

Exit | Next |

- [

Review/Submit

Exit SaveasDraft | | |4 Previous Submit Application

Review/Submit - Step 2 of 2

Email cdos@sandinet !..
Home Phone 61%/555-1234
Address 123 Main Street, San Diego, CA 52113-3052

Preferred Contact Mathod

Exit Save as Draft | | |4 8 | Submit Application

Navigate to the PeopleSoft site for additional resources and training opportunities.

SDUSD > Staff Portal > Technical Support/ Help Desk > select PeopleSoft from the IT Resources drop down menu. 2
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Apply for Jobs Using eRecruit

Confirmation page will display upon submit.

9. Click View Submitted Application to view application.

Application Confirmation

Qf Your job application has been successfully submitted.

You have applied for the following job(s):
Jobs Applied For

Job Title Job ID Location Job Posting Date Application Date

Summer School/ESY 2021 Counselor 145356 Bell Middle 0440172021 04/08/2021

Your application has been successfully submitied. If you need to update your job application, youw will need fo reapply. If you wish to
view the status of this job application, select the link to retum fo the Job Search page and review the My Activities section.

Retumn fo Job Search View Submitted Application

How to Withdraw a Submitted Application

On the Job Search page:

1.

Click My Activities.
Job Search | My Notifications ' My Activities 'me Jobs | My Saved Searches | My Confact Information
Keywords Search Tips
Search Reset Search Save Search More Opfions Search My Profiles
Click Withdraw.
My Activities Job Search | My Nofifications | My Activities | My Favorite Jobs | My Saved Searches | My Contact Information Signed In as Chris
Display applications from| All Applications hd
Applications
Job Title JobID Location Status Date Created Date Submitted Date Withdrawn Withdraw Application
. (T
Summer School/ESY 2021 Counselor 148356 Bell Middle Submitted 04/08/2021 1:04PM 04/06/2021 1:.04PM Withdraw

Click OK to confirm.

Message

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

Cancel

Application is successfully withdrawn.

Applications

Job Title JobID  Lecation Status Date Created Date Submitted Date Withdrawn Withdraw Application

Summer SchoolESY 2021 Counselor 148356 Bell Middle  Wiihdrawn ~ 04/06/2021 1:04PM  04/06/2021 1:04PM  04/06/2021 1:05PM Withdrawn

Navigate to the PeopleSoft site for additional resources and training opportunities.
SDUSD > Staff Portal > Technical Support/ Help Desk > select PeopleSoft from the IT Resources drop down menu. 3
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