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Accessing Classified AppliTrack 
 
Substitute Student Nutrition employees with the Anchorage School District are allowed to apply 
for any regular Student Nutrition position. This includes positions that are advertised both 
internally and externally. 
 
To apply for a position, you will need to fill out an online application with Classified 
AppliTrack. This system handles hiring for most Anchorage School District positions. 
 
Start by using a web browser such as Internet Explorer, Safari, or Firefox to go to the main ASD 
website, www.asdk12.org. In the right-hand column labeled Quick Links, click the link 
‘Employment’. 
 

 
 
 

http://www.asdk12.org/�
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On the employment page, you will see information for applying for both classified and 
certificated positions. Student Nutrition positions are classified. When looking at the information 
for classified positions, you can begin in two ways: 

1. Click the link titled ‘summary list of job openings’ to view a brief list of current 
vacancies. The list will include any open Student Nutrition positions. 

2. Or, you can go straight to click the button ‘Search and Apply for classified positions’, 
which brings you to the Classified AppliTrack homepage. 
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The Classified AppliTrack homepage contains the information applicants need to view and apply 
for classified positions. Please review the important introductory information on this page. 
Further links follow these directions. 
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Viewing Job Vacancies 
 

1. Start by searching for current Student Nutrition vacancies. Begin by clicking the link 
‘Sub Student Nutrition Assistants applying for Student Nutrition vacancies click here’.  

 

 
 

2. The web page will automatically skip down the page. Look for the link ‘view internal and 
external classified job postings’ to view a list of current open Student Nutrition positions. 
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3. From the list of categories, click ‘classified—food service’. If this category is not listed, 
there are no open positions for Student Nutrition at this time. You can check back 
regularly for new Student Nutrition vacancies. 

 

 
 

4. The next page will list the job title, location, wage, job duties, and other information for 
the open positions. To apply, click the orange button labeled ‘apply’ on the right. 
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5. Clicking the orange apply button will bring you back to the top of the main Classified 
AppliTrack page. Click the link again to return to the section for substitute Student 
Nutrition employees. Under the heading ‘Sub Student Nutrition Assistants applying for 
Student Nutrition vacancies only’, click the link ‘start an online Employee Transfer 
Form’. 
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Filling out the Transfer Application 
 
To begin the application, click the word ‘start’. This will take you to the first page. 
 

 
 

1. Start by entering your full name at the top of the page. If you went by a previous name in 
the past, also enter this name in the second line. 

2. Make sure to enter your email address and a password at the bottom of the page. This will 
allow you to save your application and log in again at another time.  

3. The secret question will help you retrieve your password if you forget it. 
4. Click ‘next page’ when finished. 

 

 



HR--Classified AppliTrack 
Sub Student Nutrition Applicants 
Revised 6/9/11 

10 

1. On the page ‘current employee status’, be sure that the option ‘I am currently a regular 
employee with the Anchorage School District’ is chosen. 

2. Click ‘next page’ to continue. 

You use this option because the 
Food Service contract allows substitute Student Nutrition employees to apply for regular 
Student Nutrition positions as if you were a regular employee. 

 

 
 

1. For postal information, please enter your mailing address and good phone numbers in the 
left column. If you are temporarily receiving your mail at a different address, also enter 
this address in the right column.  

2. Click ‘next page’ to continue the transfer application. 
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1. Next you must either upload a resume here, OR fill out the sections on education and 
experience later in the transfer application. Both are not

2. To upload a resume, click ‘add file(s)’ next to ‘current resume’. 

 required. If you choose to upload 
a resume, be sure to also include your high school education in the education step. 

 

 
 

3. Next click the word ‘browse’. Look for the document on your computer.  Highlight the 
file and then click ‘open’. You will return to the page below. Click ‘upload’. 

4. When you receive the message ‘document saved successfully’, click continue. 
5. You may also upload a cover letter, letters of recommendation, certificates, or other 

documents in the same way. 
6. Click ‘next page’ to continue. 
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1. On the Vacancy Desired page, look for the heading ‘Classified–Food Service’. You may 
apply for any position in this section. 

2. Click the box next to the position for which you are applying.  
3. A question about experience will appear. Use the menu to choose your experience. 
4. Click ‘next page’ to continue. 

 

 
 

1. Step 6 is an important note regarding education and experience. An applicant may either 
upload a current resume (step 4) OR fill out sections 8 and 9 with education and 
experience. Only one

2. For step 7, please enter your social security number, then click next page. 
 of these choices is required. Click next page to continue. 
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1. In the area for Transfer Request, please enter the name of your current job location and 
your title, Substitute Student Nutrition Assistant. Also enter your reasons for the request. 

2. You are not a Totem employee, so you may skip the bottom two questions. Click ‘next 
page’. 

 

 
 

1. If you choose to only upload a resume, you will still need to enter your high school 
education at minimum. This is all you need besides the resume; you may skip to step 11.  

2. If you choose to instead fill out the sections on education and experience, start on the 
education page. Enter your high school and any other education you might have.  Click 
‘next page’ when finished. 
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1. On the experience page, list your work experience. Please information on your current 
and past jobs, starting with the most recent. Providing at least three is recommended. 

 

 
 

1. For the acknowledgement page, please be sure to click the ‘yes’ box before continuing. 
Click ‘next page’ when finished. 
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1. On the confirmation page, you have the option to preview your application. You may also 
still save the application and come back to it later. 

2. If you are finished with the application and wish to finish the application process, click 
‘submit application’ at the bottom of the page. 

3. A small box will pop up confirming you wish to submit the transfer. Click ‘ok’. 
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1. After you have submitted your application, you will see a confirmation page.  It will give 
you an overview of the positions you applied for. The information will also be sent to 
your email address. 

2. If you are finished, you may log out and close the web browser. 
3. If you wish to apply for other positions later, log into Classified AppliTrack with your 

email and password and add positions under ‘vacancy desired’. 
 
 

 


