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Directions for Completing an Abbreviated Application

Who Should Complete the Internal Abbreviated Application?

e Employees who have been recommended for a Transfer, but do not have an application
e Current substitutes who have been recommended for a Permanent position, but do not have an application
e Retirees who are returning for temporary work

1. Go to the GCS website : www.gcsnc.com

2. Click on the CAREERS tab
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http://www.gcsnc.com/

4. Click on Apply to GCS
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5. Click INTERNAL ABBREVIATED APPLICATION

uilford County Schools

6. Click START if you have never created an application in the AppliTrack system.
7. Click LOGIN if you have previously created an application in the AppliTrack system.
ilford County Schools - Employment Application
Home Application

Welcome, New Internal Applicant!

Please start your application with Guilford County Schools.

es for you

le v regarding our el process.

* Yauare allowed to complete the application in several steps, Y mplete all in
session. You can complete them at different times, even on different days,

* The application consists of multiple steps and will take you at least 30 - 60 minutes to complete, but you can stop at any
time, without lasing any wark, You can return ta complate your application up to 25 days later.

+ Your application will be considered “in process” until you complete it, The school district will have the ability to view it,
even f you do not complete it,

+ All fields marked with the blue triangle are required.

* Donot type in ALL CAPITAL LETTERS.

8. Complete the PERSONAL INFORMATION section and
9. Click NEXT PAGE at the bottom of the screen

Guilfora unty Schools - Employment Application

J 1

(Middie Tnital) » (Last) (Suffix)

Other name under which transcripts, certfi d former applications may be listed:

7777777 ] S | W

days later by dicking ‘Continue/modify my apphcation for employment’ and t
your emai address and password,

* 1f you do not have an email address, click here to sign up for a free account with Y28
mail

» Email Address:
» Confirm Email:




10. Verify your CURRENT EMPLOYMENT STATUS (select YES, | am currently an employee of Guilford County
Schools)
11. Click NEXT PAGE at the bottom of the screen

Guilford County Sc. als - Employment Application

an empioyee of Guiford County Schools
employes of Gulford Courty Schools

12. Enter in your POSTAL ADDRESS
13. Click NEXT PAGE at the bottom of the screen

Guilford County Schools - Employment Application

Homa | mplcyment Appication |

Applireck  sovess oot o ot s €I T

14.SKIP OVER the section titled VACANCY DESIRED.
15. Click on NEXT PAGE at the bottom of the screen.

Guilford County Schools - Employment Application

Home | Employment Application

,m‘ Parneralilis I8 Blsase use the form below to locate available vacancies,
2.¢ ployment Statl
3. Postal Address
Tide Cortains: | ] x
5, Pusition Desired Posting Contains: | ]
&, Confirmation In Category: [Select Categary V]
Ak Location: [ Any Location v
Within: (5] miles of Zip: [ |
Posted In the last: [Al Dates | [ Saarch |
Click the “Saarch” button to display available vacancies.
Applireck  soveas oat i i s st O

16. Under POSITION DESIRED, scroll down to INTERNAL ABBREVIATED APPLICATION (choose either Licensed or
Non-Licensed)
e Click beside INTERNAL ABBREVIATED APPLICATION (choose either Licensed or Non-Licensed) POOL.
a. Adrop down box appears where you must enter the total number of years of experience — enter your
years of experience with Guilford County Schools (it does not have to be exact if you are unsure).
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Guilford County Schools - Employment Application

Mama | employment Applicstion
) Classified - Intarpreter
Owaf-Bind Interverer Educatonal [oteeprster
Language FacHtatse “~vacsmcy
nance/Oparations/ Facilities

Custodil Seevices
Grounds *+vauam,

() Classified - Toacher Assistant/Classroom Support

L —

) Internat Abbreviated Application s

) Licensed - CTE Health Occupations
Hovalth Occupations Teachwe -

1 Licansed - CTE Marketing Education
Marketrn) Ecucaton Teacher

17. Click NEXT PAGE at the bottom of the screen. NOTE: You may have to click the Next Page button more than
once to scroll down the list of positions desired.
a. DO NOT SELECT ANY OTHER POSITION DESIRED or you will be directed to complete additional sections
of the Application which are not required for the transfer.
18. Confirm that you are ready to submit your application by selecting SUBMIT APPLICATION button in the middle
of the screen. A pop up window appears asking you if you “Are sure you want to submit your application?”
19. Click OK.

Guilford County Schools - Employment Application

Home | Emplayment Application Doe, John -

1. Personal Info. @ Your Application is not yet submitted.
2. Current Employment Status

3. Postal Address

4. Vacaney Desired Please resd the following before submitting your Application.

5. Position Desired

6. Certifications = You should print preview your Application. You may need to downiaad Adobe the print This is what hirf wil see,
o E s * If you do not wish to submit your Application yet, click save as draft.

8, Transter information
« If you want to mark your Application as ‘completed’ and submit it to Guilford County Schools for review, click the Submit button below. If you wish to make
changes or add information, you can wse the navigation on the left, or the follawing fink, to continue working.

« Upon submission, your application will become active in our files. You wil be notified by email when your application expires so that you can log in and re-

activate it if you wish.
‘Submit Application b

P ] <

20. A confirmation appears showing that your application is FINISHED and was successfully submitted.

Guilford County Schools - Employment Application

Horme | Employment Application D08, John .
& Finished! A
9 Your ), You
1t may contain further requirements regarding your candidacy.
[T —————— - s At Srt
pnade ot Tosy
372372018

Time. Please review the messanes and summary below.
Ucansad EmployeaTranster

Thari you for submitting you Transfer Appliation.

tad In a transfer for yoar, As for
spech chocls, pleasa fos fros to apply to these posters,

Sincerely,

Guitord County Schools
Human Resources Department

Summary of Employment Dasired

Your Current Positions:
Uicansed EmployeeTransfer )
+ Ucenoad Emplores Tranafer Poct

21. Notify the Hiring Supervisor once your application has been submitted so that he/she can proceed with sending
the recommendation for hire to Human Resources.
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IMPORTANT INFORMATION
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All employment communication will be sent to the email address you list on your application. If your email
address changes, please update your application so that you do not miss important information regarding
your employment.

All employment letters, contracts and forms are sent through email. Sometimes, emails can be routed to
your JUNK MAIL or SPAM FOLDER. Be sure to check these folders for emails from
mailbot@applitrack.com

If you click a vacancy or position OTHER than Internal Abbreviated Application, you will be asked to
complete the application requirements for the vacancies/positions you selected.

If you need help or have any questions, please do not hesitate to call us at (336) 378-8806 or (336) 378-
8820.


mailto:mailbot@applitrack.com

