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Applying to Job Posting – External Candidate Quick Reference Guide 
Last Updated: 01/22/2019 
This Quick Reference Guide outlines the steps for job seekers to create a candidate profile and apply to a job posting at 
Purdue University. 

Access Purdue’s Career Website 

Visit Purdue’s Careers 
webpage. 
 
Click View Profile. 

https://careers.purdue.edu/ 

 

Returning users, enter Email 
Address and Password, and 
click Sign In. 

 

New users should click Create 
an account. 

 

https://careers.purdue.edu/
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Enter Email Address, 
Password, and Name 
information. 

 

Candidate Profile 
Prior to applying for a job at Purdue University, candidates must create a profile. 

Click My Candidate Profile. 

 

Click Browse… to select 
resume file. 
NOTE: File type must be DOCX, 
PDF, Image or Text. 
 
Click Upload. 

 

As the file uploads, the system 
automatically attempts to 
organize the information into the 
appropriate categories and 
fields. 

 



 

Quick Reference Guide 
Applying to Job Posting – External Candidate 

 

© 2019 Purdue University 
Last Updated 01/22/2019, TLBW 

Page 3 of 8 

Successful upload of the 
resume file is displayed.  

To upload a cover letter or a 
new resume, click the Click 
here to attach your Cover 
Letter link.  

Complete any missing required 
information such as phone and 
address. 

 

Auto-loaded information from 
the resume file will populate 
some of the previous 
employment, education, 
languages, and certifications 
sections. Make any necessary 
corrections to the parsed 
information. 
NOTE: If a resume has been 
uploaded it is not necessary to 
complete the information 
section. 
 
If not uploading a resume/CV, 
the information in this section 
should be completed in as much 
detail as possible. 

 

Click Save before leaving 
profile. 

 

Search for Jobs 
Job postings can be searched 
by entering the following search 
criteria: 
• Keyword 
• Location 
• Title 
• Department  
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To perform a wide open search 
of all vacant positions, leave all 
search criteria blank. 
 
Click Search Jobs for results. 

The Search Results are 
displayed in a table below the 
search criteria fields. 

 

Submit  Application 
From the list of positions, click 
the Title.  

The Job Description is 
displayed. 

 

Click Apply now. 
 

Review Candidate Profile and 
make any edits as needed. 
 
Click Next. 
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Complete all required 
information and answer 
citizenship, sex, race, diversity, 
disability, veteran status, and 
employment questions. 
 
Convictions is also a required 
field. If none, enter N/A in the 
Details field. 

For example:  

 

 

Enter Name and Date to 
electronically sign application. 

 
To submit application, click 
Apply. 
 
To save application without 
submitting, click Save. 

 

A notification displays that the 
application was successfully 
submitted. 

 

Monitor  Application Status 

Under Job Management, click 
Jobs Applied. 
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All jobs to which you applied 
that are still open are displayed. 
 
The Status of the application is 
also displayed. 

 

Respond to Offer 

Click My Offers. 

 

Read and review Offer Letter. 

 

To accept, click Accept Offer. 
 
To correspond regarding the 
offer prior to accepting, click 
Email Recruiter. 
 
To decline, click Decline Offer. 
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Create Job Alert 

Click Job Management.  
 
Click Saved Searches/Alerts. 

 

Existing Saved Searches are 
displayed. 

 

To create a new saved search, 
click Create New Job Alert. 

 

Enter search criteria which 
includes: 
• Keyword 
• Location 
• Title 
• Department 
 

 
Determine frequency by 
entering number of days. 
 
Click Create Alert.  



 

Quick Reference Guide 
Applying to Job Posting – External Candidate 

 

© 2019 Purdue University 
Last Updated 01/22/2019, TLBW 

Page 8 of 8 

The search is now saved and 
email notifications will be sent 
according to the Alert Schedule 
selected. 

 

Submit  Application (from Email  Notification) 

Click the Apply to this job 
now… link in the notification 
email to view job posting and 
apply. 

 

 

The Job Description is 
displayed. 

 

Click Apply now. 
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