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Internal Career Portal – HOW TO 

 

Accessing the Career Portal 

 

** Please Note: You will need to use CHROME when accessing the Internal Career Centre*** 

If your computer does not have Chrome, Human Resources will also have a Resource Computer 

available near the front desk for employees to apply online (in case help is needed). 

Alternatively you can contact the Helpdesk to update your MSH computer to CHROME. 

 

 

1. At work: 

 Access the Intranet  

 Select “Job Opportunities” on the My MSH Tab 

 

 
 

 

 

 

 

 



 

 

 

 

 

 

 

2. At home: 

 Visit www.msh.on.ca 

 Click on “Staff and Physician Portal” in the top right corner 

 Click on “Internal Career Center” 

 Log in using the following credentials: 

 

User: InternalJobs 

Password: mymsh 
 

 

 

 

 

 

 

http://www.msh.on.ca/


 

 

 

 

 

 

Accessing Postings 

 

1. Click on “Current Internal Job Opportunities” to see a list of the current internal job postings. Then 

select the job title of the position you are interested in viewing/applying to. 

 

 

 

2. Viewing Job Postings: 

 

The new format of job postings will have the following information: 

 

1. Date of Position Posted  

2. Job Title 

3. Tracking Code (previously Reference #) 

4. Job Description  

5. Job Location (Site) 

6. Hiring Manager (who the position reports to) 

7. Position Type  

8. Salary (as per applicable Collective agreements only) 

9. Shift (as per applicable Collective agreements only) 

10. Internal Closing Date 

 

*Please see sample job posting below* 
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How to Apply  

 

1. Once you have viewed the job posting and are interested in applying, you have two options: 

 

 

 

 

 

 

 

 

a) New Resume – You will select when applying to a position for the first time. You can also 

select “new resume” each time you apply to positions if you want to upload a new resume 

each time.  

 

b) Existing Resume - Once you have created a profile, you can select “existing resume” to 

bring forward a previous resume you might have submitted previously to another position.   

 

How to submit an Existing Resume: 

 

**Please note: Resumes submitted to HR prior to the launch of this system (April 1, 2016) 

will not be available to select** 

 

1. Select Existing Resume 

2. Log in using email address and password previously created and select “check records” 

 

 
 

Please note: If you do not password, select “forgot password” and it will be emailed to you 

a 
 
 
 
 
 
 
B 
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3. Once logged in, you will be able to see all the previous positions you have applied to. You 

now have 2 options: 

 

 
 

a) View Resume: 

- Select to view which previous resume you would like to submit (useful if 

you have applied to many positions over time and have had changing 

experience/ credentials) 

- Once you know which previous resume you want to bring forward you can 

either save as is or make changes before hitting submit profile to bring it 

forward 

- If you want to make changes to a previously submitted resume before 

submitting : 

o Hit View Resume – this will bring you to a summary page 

o Select any header at the top to make changes 

( ie. Contact information, internal information, additional 

information, resume) 
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o If you want to make changes to a previously submitted resume 

before submitting – Select Resume and make the appropriate 

changes. Then hit “submit changes at the end”. 

 

 
 

Please note: This will bring you back to the first page and you will need to select “submit profile” of the 

job associated to the resume you updated in order to complete your application: 



 

 

 

 

 
 

 

b) Submit Profile:  

- To apply quickly you can hit submit profile and it will bring forward a 

previous resume associated with a job you previously applied to 

- Once you have viewed which resume you want to bring forward, hit submit 

profile to bring forward a previous resume 

Maintaining Your Profile 

 

Once you have applied to a position you can update your profile at any time. It is important to ensure 

your profile is always kept up to date. 

 

 
 

This allows you to: 

 Update a resume to a position you have already applied to  

 Update contact information 

 

 

Job Agents  

 

Please note: We cannot guarantee the job agent will match your resume to a future job you are 

interested in. We recommend monitoring the Internal Career Centre regularly and apply directly to a 

position of interest. 

 

 

 

 

 


