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Navigating to the Health System jobs page

Open your web browser and go to: http://www.ucdmc.ucdavis.edu/hr/
SEARCH/APPLY FOR JOBS

Click on

UCDAVIS

HEALTH SYSTEM

O FindaClinic ' Find a Doctor () U Dawis Heslth System | Search our site >

Health System * Human Resources * ifelcome

Human Resources Welcome to Human Resources at UC Davis Health System
Job Opportunities
How To A This site will pravide you with infarmation regarding human resources services, including job opportunities
pply
and how to apply for positions at UG Davis Health System.
HR Departments
Forms Job opportunities
Salary Plans
Contact Us ‘e encourage your interest in the exciting and challenging field of health care. In addition to the intellectual and
— - cultural advantages of being a member of the University of California community, and the distinction of being part Quick Links
Giving to UC Davis of one ofthe largest and most acclaimed institutions in higher education, University of Califarnia offers its Office of Acadetnic Affairs
Health System employees some of the most attractive employment packages and career opportunities available. In many .
instances, we offer benefits, services and opportunities that others can't match. Family medical leave kit
Paidd time off (PTO) benefit
program
% Residert medical staff policy
SEARCH/APPLY FOR JOBS and procedure manual (pdf)
UC Davis Health System

recognition programs
Cther UC Jab Opportunities

Human resources departments and services
UC benefits.

Administration administers the merit and recognition programs, coordination ofthe emergency loan At Your Service
program for employees, and the coordination of emplovee exit interviews

Advartages of UC employment

Applicant Services is responsible for providing job information and assistance to the public and staffin
search of employment Cwerview of the outstanding
advartages of LG

Academic and Staff Assistance Proaram (ASAPY provides confidantial cost-free assessment Employmert

Current UC Davis Health System
. employee applicants
Then click on .

UC DAv.s LR For Heafth P

HEALTH SYSTEM

) FindaClinic ) FindaDoctor (&) UC Davis Health System  Search our site >

Health System * Human Resources = Job O

Human Resources Welcome to jobs online at UC Davis Health System

Job Opportunities

How To Apply Thank you foryour interest in employment at UC Davis Health Systern. As you probahly know, our employees
have the distinction of being part of one of the most prestigious institutions in the world. Our employment

HR Departments packages and career opportunities also rank amaong the very best in the nation. In many instances, we offer

Forms benefits, services and opportunities that others can not match,

Salary Plans

Contact Us Wihether you are a progpective employee of currently work 3t UC Davis Health System, our online service makes

it easy and convenient for everyone to apply for a position Guick Links
Cther UC Job Opporturities

ng to UG Davis

Health System The online process allows applicants to receive confirmation that their application has been received and to
checkits status atanytime. Itis also easy to match your hackground and skills with the health systermn's potential Advantages of UC employment
job opportunities. Mot only can you attach supporting documents, such as cover letters and resumes, to your

application, but you can store it online here, too Overvigw of the autstanding

advantages of UC
. - . . . employment
So take a moment to review this applications process. Itis the first step toward joining the UC Davis Health
Swstem team! About UC Davis Health System
) Az the region's only
If your are an extemal applicant (not currently employed by UG Davis Health Systern), please view our academic medical center, UG
user guide for external applicants (FDF) for additional guidance with our new online application process Davis Heath System is ot the

forefront of the latest
dizcoveries and best
Current UC Davis Health System All other applicants trestments
empl applicants including UC Davis campus employees)
[t { 9 P SRR Jobs At other UC campuses
Davis campus

Office of the President
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Signing On

Sign on using your Active Directory UserID and Password.

Click Sign In

If you cannot login with your Active Directory please call the Help Desk: (916) 734 —-HELP

PeopleSoft.
User ID: I:l Select a Language:
Dansk Deutsch
Frangais  Frangais du Canada

Italiann Maryar
To settrace flags, click here Mederlands Morsk
Polski Eorugués
Suomi Svenska
Cedting B*EE
5 Ceknd
Thay ki3
FEpE e

VieWw:dob Postings/Apply for Job

PeopleSoft Propristary and Confidential
FeapleSoft and the PeapleSott loga are
registered trademans of PeopleSot, Inc

rt
i
=
F
=

Navigation: Employee Self Service >Recruiting Activities > Recruiting Activities Home
The Recruiting Activities Home Page will appear in the middle of the screen.

Use the View Job Postings/Apply for Job link to search current job openings at the Health System, add a
job to your job basket, and then apply for the job by creating and submitting your online application.
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Searching For all Job Postings

You can search for all job postings throughout the Health System.
1. Click View Job Postings/Apply for Job.

2. Click Search.

Setting Search Criteria for Specific Job Postings

You can set search criteria that will only search for jobs that may be of interest to you. Follow these
steps:

1. Click View Job Postings/Apply for Job.
2. Select any combination of the following search criteria:
e Job Categories:
0 to search all job postings for all job categories do not select a check box.

0 to search for job postings for specific job categories select the check box next to the
categories you want to search.

e Location(s):

0 to search for job postings for all Health System locations do not specify a location.

0 to search for job postings for a specific Health System search on the location lookup.
e Keywords in Job Title - type the keyword in the Keyword text box.

e Other Miscellaneous Criteria - select your choices from the Regular/Temporary and
Full/Part Time drop-down lists.

3. Click Search.

Sorting Job Postings

Once you conduct a search for a job posting, the View Job Postings page refreshes to display all
open jobs that met your search criteria. You can sort job postings by Posting Title, Job Category,
Location, or Reference by clicking the underlined column heading.

Note: You must click the Search button to refresh your search results. Clicking the ENTER key on the
keyboard will not start a new search.
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Viewing a Job Posting

Once you conduct a search for a job posting, you can view a job posting for a particular job by clicking
the underlined job title in the Posting Title column.

Adding a Job to Your Basket

Once you conduct a search and select a job you would like to apply for, you need to add the job to
your Job Basket. There are two ways to do this:

= Select a check box for an open job on the Job Postings List section of the View Job Postings
page.
OR

= Click Add Job to Basket when you are viewing the Job Descriptions page for an individual job
posting.

Applying for a Job
After you add a job to your Job Basket, you are ready to apply for the job. Follow these steps:

1. Click Job Basket to confirm your Job Basket lists the job you want to apply for.

Tip: If your Job Basket contains a job you do not want to apply for, click Delete and then
confirm you want to remove the job posting from your Job Basket.

2. Click Apply for Jobs in Basket.

3. Complete all required text boxes on the Apply for Job pages (see the detailed instructions
below for information about these pages) and then click Submit.
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Step 1 - Completing you online
application.

Applicants have the option of attaching,
or not providing a resume. We strongly
recommend that you attach your

resume.

et
Click _ nex |

Apply for Job

1

Your Online Application

Review your information on the fallowing pages and update anything which has changed oris incorrect.
Move between the pages by clicking on the Mext and Previous buttons at the bottomn of each page.
Alternatively click the circled numbers above to return to completed pages.

Ifyou change your application the date will be recorded and any new jobs you apply for will use the new
information. Jobs you applied for previously will continue to use the old information. This is because
recruitment decisions may have already been made based on the original information you supplied.

When you reach the last page click the Submit button to confirm any changes and to apply for any jobs in
your hasket.

Ifyou have an existing resume you can include it here by selecting Attach Resume option. If you wish to
include a cover memo, you may do so by combining your cover memao with resume and attach as one

document.

(¥ Attach Resume and/or Cover Memo File ()1 am not providing a resume

Mext

Resume Language: | Endlish

Return to Job Postings

Option 1 - Providing a resume.

Attach a Resume

If you have selected to attach a resume
file your next page will prompt you to
find your resume file on your computer.

Click the button to find

your resume on the computer/disk and
double-click the file you wish to upload.

Lpload
Click the 4 button to complete

the file transfer.

Browse...

Lpload | Cancel |
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Step 2- Contact Details

As an employee, your information will
be pulled into your application based on
the data that is in the human resource
system.

Note: If this information is incorrect
please notify someone.

You may edit your contact information

for your application (This does not
update your employee record).

[ et

Click | to move

on to the next page

Apply for Job

@2 -HOEEODEH®

Contact Details

Enter your name, address, telephone number and e-mail address. The information you enter on this page may he

used to contact vou regarding the jobs you have applied for.
Name Format: United States Change Country Refresh MNatme

Prefix: v

First: John Middle:

Last: Smith Suffix: hd

Mame: Smith,John
Address: 86 TestRd Edit Address

Sacramento, CA 85834
Telephone: 916/555-5555 ‘Phone Type: Home + |[+][=]
*Email Address: |Ismith@ucdavistest com ‘Email Type: Home &'
Previous Mext

* Required Field

Go To:
Employvee Home

Step 3 — Current & Prior
Employment

As an employee, if your employment
data was entered at the time of your hire
you may have data on this page. Please
review your data and add your previous
employment. This includes your
pertinent UCDavis employment data.

Click to add your

employment. You many add as many
rows of data as needed.

[ et

Click | to move on to

the next page

Apply for Job

@@ 3 (DT HEHE
Current and Prior Employment

This page shows a summary of your employment history. To add employment information to the
summary, click the Add button below. To change information for period of employment, click the Edit
hutton next to the name of the employer. To delete employment information from the summary, click the

Delete button next to the Edit buttan,

Start Date End Date Employer
0150451990 1110812006 UC Santa Cruz Edit | Delete |
Add
Previous et

For salary calculation purposes nursing applicants must include all
previous nursing employment.
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Step 4 — Education

As an employee, if your Education data
was entered at the time of your hire you
may have data on this page. Please
review your data and add any additional
education you may have received.

Click to add your

employment. You many add as many
rows of data as needed.

Apply for Job
@-@-@- + B3
Education

Jse thiz page to tell us ahout your primary and secondary school education, and any degrees you
ohtained frorm a college or university.

To add a primary or secondary schoaol, click the Add button below PrimargSecondary School Education,
To change infarmation far a schaol, click the Edit buttan next ta the School field. To delete a schoal, click
the Delete hutton under Primarg@Secondary Schoal Infarmation.

To add a degree, click the Add hutton below CollegefUniversity Education. To change information for a
degree, click the Edit button next to the Date Issued field. To delete a degree, click the Delete hutton
helow College/University Education.

*Highest Education Level: |Gzl bN it »
. Next |

Click to move on to

the next page
Degree Major
Elach_elnr of Business Accountancy Edit | Delete |
Admin
Not registered Edit | Delete |

Add
Previous | et |
* Renquired Field
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Step 5 — Languages

As an employee, if your Language data
was entered at the time of your hire you
may have data on this page.

Please review your data and add any

Apply for Job
@@@®@® s (-7
Languages

Ilse this page to listyour languages.

additional languages you may speak. Speaking Reading Writing
Proficiency Proficiency Proficiency
FPalish High Moderate Loy Edit Delete
Add
Click to add your
employment. You many add as many Add
rows of data as needed.
Frevious Mext
Click Nesd | to move on to
the next page
tep 6 — Licenses and Certificates
Step 6 d Apply for Job

As an employee, if your Licenses and
Certificates data was entered into the HR
system you may have data on this page.
Please review your data and add any
additional languages you may speak.

Click to add your

employment. You many add as many
rows of data as needed.

[ et

Click | to move on to

the next page

@@ @6 s
Licenses and Certificates

Ifyou have any licenses or cedifications you wish to tell us ahout, enter them here.
Fleaze list only licenses and cetifications that are required for the position(s) for which

you are apphying.

License or Certificate Date Issued

Certified Murses Assistant 1052052001 Edit | Delete |

Add

Previous Mext
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Step 7 — How did you find out
about us?

In most cases, as an employee you most
likely hear about a job opening by
viewing the website.

Select a Referral Source and Referral
Source Detail from the drop down menus
provided.

Apply for Job

e e6ee -
How did you find out about us?

Selectthe Referral Source that best describes how you found out about the company ar
job. Ifthe Referral Source is Cther, then pravide the details in Other Referral Source. If
the Referral Source is Employves, provide the details in Referring Employvee Information.

For all other Referral Source categories specify the Referral Source detail.

Referral Details

‘Referral Source: Ad 8
. Mext
Click to move on to 'Referral Source Detail: [acramento Bee Q
the next page
Other Referral Source:
Are you a former employee: Oves  @No
Previous Termination Date: 1]
Frevious et
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Step 8 — Additional Information

Please answer the following questions.
This page is mandatory.

If you answer yes to a question with a
comment box you will be required to
provide more information in the
comment box.

Click ezl

the next page

to move on to

8.8 Employee SS - Applying for Job:
1/31/2007

5 V4.0

Apply for Job

020 @0e®®:=(
Additional Information
10525/2006

1.¥oumusthe atleast 18 vears of age, or, if under 18, you must have graduated frorm
high school or have a valid work permit, in arder to he emplaoyed by the University. Do

you meet this requirement?
Oves  Ono

2 Doyou have the legal right to accept wark in the United States?
Oves  Ono

3. Do you have any relatives or people living in your househald employed by the
University? If 5o, please identify:
Oves  Ono

4. Have you ever been released or discharged from employment or resigned to avoid
such release or discharge?
Oves  Ono

IF*fes, please indicate date and explanation for discharge or resignation

Date £l

A. Since your 18th birthday, have you been convicted of, ar rendered a plea of nolo
contender misdeameanar which resulted in incarceration, parole, probation,

community service, or fees? Please answer
Oves  OnNo

IfYes, please indicate date, lacation, explanation and penal code:
Date B

Location, Explanation and Penal Code

6. Have you ever been convicted of a federal crime, as defined in 42 LIS 1320a-7() or
heen excluded from padicipating in any federal or state health care program?

Cves  ONo
If'YES, please indicate date location and explanation:

Date L

Location, Explanation and Penal Code

7. Have you everwarked for the University of California®?

Oves  OnNo

IfYES, please list dates you were emplayed by the University, and on which campus:
From Date El To Date i
Campus

8. Areyou a UG Retiree?
OYEs  Ono
Ifyou answered YES, list the year you retired

Year Retired

4. Driver's license # state, class and expiration date {mandatory only if required for the
joh forwhich you are applying)

DL # State Class
Expiration Date g
Employee Status : (Please check all that apply ta you)
CJcurrent UCDAUCDHS Employee
[CJcurrent UCDUCDHS Layoff Preference Status
[CIcurrent UCDUCDHS Vocational Rehab
[CJcurrent UCDAUICDHS Student Nur sing Experience
Previous

Mext
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Step 9 - Submit Application

Apply for Job
0000000
o S | 9000666
ick the button to submit Submit Application

your application for review.
Ifyou wish to review your information use the previous and next links, or click the step numbers above, to

. . bmi nawigate through the pages. When you have checked your information click the Submit hutton below to
Once your application as been submitted send us your application.

it may not be changed. The application is _ o o .

a snapshot of your qualiﬁcations at the Certain parts of vour application can pe updatgd a!ﬂer suhmls_sm_n, such as your emall address, butthe
LR N rest cannot be changed because the information in yvaur application may be used in the candidate

point 1n time of submission. selection process and as such will he assumed to be a snapshot of your position at the tirme of

subrmission. Ifyour application information changes significantly in the future, and you wish to apply far

By clicking the submit button you are mare johs, you will be required to submit a newy application.

certifying that all your statements are By clicking the submit huttan | certify that all of the staternents made on this application are true,

complete, and correctto the best of my knowledge and belief, and are made in good faith. | understand
true and complete. that the information | have provided may be verified, and that failure to provide mandatory information

andiar falsification of information may be grounds for disqualification or separation.

- [Sumi |
After you click the button

you will see a summary of your o will be notified by email to confirm the receipt of this application.

apphcatlon. The company is not responsible for the verification of data provided and shall not be liable for any

errors, factual, transcription or otherwise, contained in the information posted.

Congratulations...you have successfully Previous
completed the application process!

Log back in whenever you would like to
check the status of the job postings you
have applied for.

Click the Recruiting Activities Home
link to continue with other tasks.

4. Click OK on the Apply for Job - Submit Confirmation page.

Results:

« The Apply for Job — Resume page appears.

= A confirmation e-mail is sent to the e-mail address you provided in the E-mail Address text box of
the Apply for Job — Contact Details page.
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Job Search Agent

A Job Search Agent lets you create, update, or delete a job search profile. This job search profile is a
list of criteria describing the type of position you are interested in applying for. Your profile criteria is
compared to open job requisitions. If a match is found, you will receive an e-mail notifying you of the
position.

Creating a Job Search Agent Profile
1. Click Job Search Agent.

2. Select any combination of the following search criteria:
e Job Categories:
0 to receive all job postings for all job categories do not select a check box.

0 to receive job postings for specific job categories select the check box next to the
categories you want to search.

e Location(s):
0 to receive job postings for all Health System locations do not specify a location.

0 to receive job postings for a specific Health System location type the name of the city or
use the lookup box to select a city.

¢ Keywords in Job Title - type the keyword in the Keyword text box.

e Other Miscellaneous Criteria - select your choices from the Regular/Temporary and
Full/Part Time drop-down lists.

3. Click Save.

4. Click OK to confirm the save.

Resetting Your Job Search Agent Profile
1. Click Job Search Agent.

2. Click Reset Search Criteria.
3. Select new search criteria.
4. Click Save.
5. Click OK to confirm the save.
8.8 Employee SS - Applying for Jobs V4.0 Page 14 of 15
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Deleting Your Job Search Agent Profile
1. Click Job Search Agent.

2. Click Delete.

3. Click Yes - Delete

Using the Lookup Tool

When the Look up tool (O\) appears adjacent to a text box, it means the information that you enter
in the text box must be chosen from the items listed in the box. If you do not know what items are
contained in the list, use this tool to help you select one. Follow these steps:

1. Click (Q\) when it appears next to a text box.

2. Navigate to the item you are looking for and click the link.
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