Quick Reference:

Applying for a Staff Position CI;EM&QN

External A pp/ican LS (Internal Applicants skip to page 12.)

STEP 1
Navigate to the Clemson webpage by going to

http://www.clemson.edu/employment/ and clicking on
Employment Opportunltles

CLEMSO )

YL ELR LS

Employment and Benefits

172 SELF SERVICE

EMPLOYMENT
QOPPORTUNITIES

STEP 2

sz ucl Click on the External Applicant Job Board
CLEMSON

V ER S I TY RCH: H

DETERMINED SPIRIT

Human Resources

# Human Rescurces | Prospective Employees

Prospective Employees Apply to Clems

Current Employees

External Applicant Job Board &

Internal Applicant Job Board(Current Employees)
Permanent Labor Certifications

Online Application Tutorial

Application Status Reasons /-

Online Application Frequently Asked Questions
E-Verify Employee Frequently Asked Questions

Former Employees
HR Professionals

Benefits

Compensation

Sign In | New User
gistering only takes a minute. Your onling account allows you to Lﬂsume apply for jobs

Filter b Keywords
ilter by |
_ _ Search | | ResetSearch | | Save STEP 3 i
Recing et Click on the New User hyperlink to
Lehotsky 261 Forestry (16) Apply Without Selecting a Job (7 regISter
Administrative Services _(10)

Strade Tawer (9) 134 matches found. Only the first 100 results can be displayed.
Riggs Hall (3} Search Results First &' 1-250f100 '}/ Last
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Quick Reference:
Applying for a Staff Position

CLEMSON

HUMAN RESOURCES

STEP 4

You must sign in to continue.

Password.

If you are a registered applicant, sign in using
your User Name and Password.
Sign In If you are a first-time user, click the Register
Now hyperlink to create a User Name and

“User Nammie|

*Password

Signin
Donthave a User Mame or Password?

* Required Information

Return to Previous Page

R UTgOT OSET AT

Forgot Password

Register Now

Important Information: New users must complete the profile page, including acknowledging
the terms of service, then click Register. You will be returned to the Job Search Page.

STEP 5A

Search for jobs by scrolling through the job list
OR look for a particular job/area by filtering by
Recruiting Location, Department, Job Family, Job
Function, or the year the job was posted.

Development (4)
Mare...

Job Family

Ag & Environmental Scien..(11)
Elec. & Computer Enar. (8)

Pee Dee Resrch & Educatio.(8)
Biological Sciences (4)

103 matches found. Only the first 100 results can be displ Select the position title hyperlink to view

i Assistant Professor-Business Stafistics - 14508

A Assistant Professor- Genomics - 14496

M Assistant Professor- Finance (2 AVL) - 14501

Department: Finance | Job Family: Faculty | Location: Sirring Hall| Job Function: Faculty | Posted Date: 10/01/2015

M Clemson World Assistant Editor/Alumni Writer - 14492

Department: Office of Creative Services | Job Family: Staff| Location: Daniel Drive 114 | Job Function: Staff | Posted Date: 09/23/2013

Department: Management | Job Family: Facutty | Location: Sirrine Hall| Job Function: Facutty | Posted Date: 10/02/2015

Department: Biological Sciences | Job Family: Facutty | Location: Long 132 | Job Function: Facutty | Posted Date: 10/01/2015

Function: Staff| Posted Date: 10/22/2015

Recruiting Location
REC (15)
Lehotsky 261 Forestry (12) Apply Without Selecting a Job (7
Sirmine Hall (9) STEP 5B
Riggs Hall (7)
Fluor Daniel EIB (5) Search Results the position information.
More... H Student Services Mgr |- 14510 . . .
Department: Campus Recreation | Job Family: Staff | Location: 205 Fike Rec
Department

Important Information: Position information includes job duties as well as the education
and experience and the skills and competencies required for the position.
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Quick Reference: B ’
Applying for a Staff Position (JL;UEMOQQN

Important Information:
Prior to applying for a position, gather the following information:

Educational background

References

Employment background

An electronic PDF or Word version of any documents you would like to attach
(resume, cover letter, vitae, writing samples, etc.)

STEP 6
To apply to a single position, click the

4-H Extension Agent - Asst (Aiken and Edgefield Cound it i ; A
D Department: Aiken | Job Family: Unclassified | Location: 4 pOSItIOI’] title hyperlmétRhen click Apply'

b: 0302

[] “H Bxtension Agent-Asst (Dillon and Marlboro C To apply to multiple positions at one time,
Department: Dilon | Job Family: Unclassified | Logeffon: D) check the box beside each position you 08/2t
want to apply to then click Apply for

4-H BExtension Agent - Asst (Green d County) - 1440 Selected Jobs.
|:| Department: Greenwood | Job Ezeffily: Unclassified | Locat OR

Posted Date: 08/25/2015

To submit an application without selecting a
job, click Apply Without Selecting a Job.

Apply for Selected Jobs Refel

Apply Without Selecting a Job

Important Information: There are six steps in the staff application process. Your progress
is displayed at the top of each screen. If you save the application as a draft, you can exit and
return as needed.

(=] O 0 O O O

Start Resume Education and Work Experience Qualifications Other Review/Submit

| 4 Previous Mext b

Start - Step 1 of 6

Office of Human Resources 1/8/2016 Page 3 of 23



Quick Reference:

Applying for a Staff Position CI:%M,%SQN

Application Process

Start - Step 1 of 6
Applying for: Director of HR Systems

carefully and completely befare submitting

Agreements

Application Terms & Agreements

All statements made on this applig
statements on this or any other
eliminate me from further
lunderstand that, ife
for any reason, an

tus of your application.

We do business with the government; we must reach out to hire and
veterans. To help us measure how well we are doing, you may volunt; STEP 1
information from Self Service, Personal Information, and access the s

ATTENTION: PLEASE CAREFULLY READ THE FOLLOWING INFORMATI o
StafffAdministrative/Trades positions, you must complete this section aCkn0W|edgement bOX and CI ICk NeXt.
and education level. Keep in mind that a Resume does not take the pl
required to complete this portion. You can click next to proceed to the application. Be sure that you upload al
Thank you for your interest in Clemson University.

This job application allows you to attach a resume and has a number of sections, ranging fro
resume will complete many parts of the application, but it will not complete all fields. Itis
populated from a resume is accurate and complete The step-by-step process will i

Before you begin the application process, please read the agreement;
acknowledge that you acceptthe terms of these agreements. If y,

iy application materials or during an interview or discussion during the application process coljid

ed by Clemson University, the nature of my employment will be at will; meaning | can resign at any time a
mson University may terminate my employment at any time and for any reason.

your application, you will receive a confirmation email from Clemson University. We encourage you to log in regularly to

T'have read and agree to the above terms and agreements

Read the terms of service, check the

documents in the application.

preferences to worl
pplicants responsibility to
you through the application. Plea

xperience. Uploading a
sure all information
fill in all information

his page carefully. By selecting the agreements ch
0 not agree to these terms, select the Exit button

box below, you

and any accompanying resumedvita are true and correct. | understand that knowingly fal

Exit Save as Draft | | 4 Previous MNext b

Resume - Step 2 of 6
Applying for: Director of HR Systems

Please provide us with your resume using orf

Resume Options
Aftach Resume
Lise Existing Resume

Copy & Paste Resume

Please provide us with your cover letter.

Cover Letter

STEP 2 (Options for attaching your resume/cover letter)
Click Attach Resume then select the file you wish to upload.

OR
Click Use Existing Resume to use a resume you have previously
uploaded. Click the radio button of the resume you wish to use
when prompted to do so.

OR
Click Copy & Paste Resume to copy and paste a resume if your
resume is not a Word or PDF document. Copy and paste the
document into the textbox.

AND

Attach a cover letter by clicking Attach Cover Letter.

Click Next to go to the next step.

Attach Cover Letter

Provide us with your cover letter

Exit Save as Draft | 4 Previous

MNext

3

Office of Human Resources
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Quick Reference:

Applying for a Staff Position

CLEMSON

HUMAN RESOURCES

entire application process.

Important Information: Entering your education and work experience is required to be
considered for Clemson University positions. Providing a resume alone is insufficient. Even if you
attach a resume, you must complete all sections of the application. Please be sure to follow the

(=

Start Resume

Education and Work Experience - Step 3 of 6
Applying for. Director of HR Systems

Work Experience

Add Work Experience

Education Degree

Volunteer ServjfFe

Add Vi@unteer Senvice

Education and Work Experience

You have not added any work experience to your application.

You have not added®8ny education degree to your application.

You have not agided any volunteer semvice to your application.

STEP 3A

Click Add Work Experience to enter
your relevant work history in
chronological order beginning with
your most recent employer.

Exit Save asDraft | | |4 Previous Mext B

Add Work Experiehce

*Start Date
*Employer
*Ending Job Title
Supervisor
Supervisor Email
Supervisor Phone
OK to contact?

Description

&

Country United States
Address 1
Address 2
Address 3

* Reguired Inform

Save Save and Add Another

End Date

Cancel

STEP 3B
Enter requested information, and, if
your work experience is complete,
click Save to return to the main
Education and Work Experience page
to add your education information.
OR
Click “Save and Add Another” to add
additional work experience. Click
“Save and Add Another” for each
work experience you want to add.

Office of Human Resources
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Quick Reference:

Applying for a Staff Position

CLEMSON

HUMAN RESOURCES

=1 B Il
=
Start Resume Education and Work Experif|

Education and Work Experience - Step 3 of 6
Applying for: Director of HR Systems

STEP 3C

Click Add Education Degree to enter
your educational background in
chronological order beginning with
your most recent school/degree.

Work Experience

Add Work Experience

Education Degree

Add Education

Volunteer Service

Add Volunifler Senvice

‘You have not added any work experience to your application

You have not added any education degree to your application.

You have not addedfiny volunteer senvice to your application.

Exi

t Save asDraft | | |4 Previous Mext B

Add Education Degree

Area of Study (Major)

Save and Add Another

*Effective Date [09/16/2015 |[5]

*Education Degree

haracters remaining

STEP 3D
Enter requested information.
Click “Save and Add Another” if you
have additional educational
information you wish to add.

OR
If your educational experience is
complete, click Save to return to the
main Education and Work Experience
page to add volunteer service
information.

Cancel

Office of Human Resources
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Quick Reference:
Applying for a Staff Position CI:%M,%SQN

STEP 3E

Click Add Volunteer Service to enter
your volunteer service activities in =
chronological order beginning with
your most recent activity.

= =] =]

Start Resume Education and Work Experi

b

Education and Work Experience - Step 3 of 6
Applying for: Director of HR Systems

Work Experience
You have not added any work experience to your applicatighn.

Add Work Experience

Education Degree

You have not added any education degree togur application.

Add Education Degree
Volunteer Service

You have not added any volunte

Add Volunteer Sernvice
' Exit Save as Draft | 4 Previous Mext b

STEP 3F
Add Volunteer Service Enter requested information.

~Effective Date [0a/16/2015 |5 | Click “Save and Add Another” if you
have additional volunteer service
activities you want to add.

OR

If your volunteer service is complete,
click Save to continue to the next step
in the application process.

rvice to your application.

*Volunteer Service

Organization

M'IT'I'IT'I o

&

54 characters remaining

* Reguired Infor
Save Save and Add Another Cancel

Office of Human Resources 1/8/2016 Page 7 of 23
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Applying for a Staff Position

CLEMSON
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include it in your application. Instructions are below.

Important Information: If a license or certification is required for the position, be sure to

Resume Education and Work Experiencel

Qualifications - Step 4 of 6
Applying for: Director of HR Systems

Licenses

¥ou have not added any licenses to your application

Add Licenses

Certifications

You have not added any certifications to your application.

STEP 4
Click on the appropriate button to >
Add Licenses, Add Certifications, Add
Language Skills or Add Job Related
Skills.

Click Next when finished to continue.

Add Certifications
Language Skills
¥ou have not added any language skills to your application
Add Language Skills
Job Related Skills
You have not added any job related skills to your application.

Add Job Related Skills

Exit Save as Draft | | |4 Previous MNext b

Important Information: Add at least three references who are familiar with your work.
References should include at least two managers or supervisors.

|

Start Resume Education and Work Experience

Other: References - Step 5 of 6
Applying for. Director of HR. Systems

References (Required)

You must enter information i

Add Reference

References | Questionn

STEP 5A

Click Add Reference to provide a

reference’s name, title and contact
information.

Click Add Reference again to add
additional references.

Click Next to continue.

Qu

Exit Save as Draft | 4 Previous Next

4
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CLEMSON
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STEP 5B

Other:

Applying for: Student Services Mgr |

Questionnaire - Step 5 of 6 Complete the Application

Application Questionnaire (Required) Questionnaire by Se|ecting the “Yes”

1. Do you hawe a bachelor's degree and experience in stu

© ves or “No” radio button or entering
. comments for each question.
Click Next to continue.

2. Are you legally authorized to work in the United S

2 Are you noww, or Bave been employed by the St

4. Hawe you entered all of your applicable or related work experience in the employment section of the application?
Resumes may be attached, but only employment data entered into the application will be considered for screening
purposes.
) ves
@ Mo
5. Do you hawe any relatives employed with the State of South Carolina®
T ves
= Mo
5. Are you at least 18 years of age?
) ves
@ Mo

Open Ended Questions (Required)

7. Hawe you ever been terminated or forced to resign from any job? If yes, please explain. If no, type "No"

w
Woed Count Total Words O

2. Hawe you ever been convicted of any unlawful offense, other than a minor traffic wiclation? If yes, please explain. If no,

please type "Ho™ in the box below.

&

Wiord Count Total Words O

STEP 6 At this point in the application process you will be given the opportunity to voluntarily
share information regarding disability, veteran status and diversity status. Provision of this
information is voluntary. The information is used to assist Clemson University in complying with
federal and state requirements, including Equal Employment Opportunity record keeping.

STEP 7

References

Reference

Greg Calron

Click the editicon 7 to review
and/or edit your application. Employer

the application process.

Edit

Click Submit Application to complete 4> y

Exit Save as Draft | 4 Previous

Submit Application

Office of Human Resources 1/8/2016 Page 9 of 23




Quick Reference:

Applying for a Staff Position CLEMSON

HUMAN RESOURCES

Important Information: Once the application has been successfully submitted, you will be
taken to a confirmation page. If you want to view or apply for additional jobs, click the Return
to Job Search hyperlink at the bottom of the Confirmation page.

Application Confirmation

Q? Your job application has been successfully submitted.

You have applied for the following job(s):
Jobs Applied For

Job Title Job ID Location Job Posting Date Application Date

Administrative Service - .
Director of HR Systems 100013 'él‘lf;'“'Strat"“ EVICES  o/01/2015 0911612015

Your application has been successfully submitted. If you need to update your job application, you will need to reapply. If you wish

eed

to view the status ofthis job application, selectthe link to return to the Job Search page and review the My Activities section.

Return to Job Search View Submitted Application
My Activities Job Search | My Notifications | My Activities | My Favorite Jobs | My Saved Searches | My Contact Info e
Y : ’ ? : Access your My Activities page
uspiayd DY logging into
On the My Activities page, click the job title to view your | — http.lflwwg.c:gri?son.edu/emplo
submitted application or click the Withdraw button to e ] yEme—T ag CC')C ing on v
X X 302008 225PM  06/16/2
remove your application. A A O
ISR S 2 v e ETE b=l WRI30/2010 6:24PM  0B/30/20 ACtI_V_ItleS_ IS locate_d In the My
R : Notifications section.
Training Manager, Office of Human Resources 12770 Eﬁgg'msmt'“ Senices g b mitied 09M8/2013 5:02PM 0918720
Directar of HR. Systems 100013 ';ﬁj";i”‘smm SEMEES o mitied 0962015 11:00AM  09/16/2015 11:00AM Withdraw
Multiple Job Application Multiple - Mot Submitted 09M6/2015 11:19AM Withdraw
Save Search Job Search | My Notifications | My Activities | My Fave) TIP

You can request that new
Selectthe checkbox and enter an email address if you want the search results for this saved | posrﬂons matchlng Specrﬂc JOb
My Saved Search t|t|es be ema"ed tO yOU When

they are posted.
“ame ty search [ — I
= _ - Enter a job title in the Name My
Notify me when new jobs meet my criteria

*Email Address Search f|6|d .
Check “Notify me when new jobs
Save Search meet my criteria.”
* Required Information Enter your email address.
Return to Previous Page Job Search | My Motifications | My Activities | My Faval CIICk Save SearCh'

Office of Human Resources 1/8/2016 Page 10 of 23
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Applying for a Staff Position CLEMSON

HUMAN RESOURCES

inate against any person or group on the basis of age, color, disability, gender, pregnancy,
r genetic information. Clemson University is building a culturally diverse faculty and staff
ages applications from minorities and women.

JEANNE CLERY ACT:

The Jeanne Clery Disclosure Actr
surrounding areas. As a current or
information regarding our Employme

ires institution= of higher education to disclose campus security information including crime statistics for the campus and
spective Clemson University emplayee, you have a right to obtain a copy of this information for this institution. For more
Campus Safety and Benefits, please visitthe Human Resources - Prospective Employees web page shown below:

hitp:iiwww.clemson.edu/caoihumanres rces/prospective/

Apply | | Email to Friend | | Refer a Friend |

Return to Previous Page Job Search | My Motifications | My Activities | My Favorite Jobs | My Saved Searches | My Contact Information

Office of Human Resources 1/8/2016 Page 11 of 23
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CLEMSON

HUMAN RESOURCES

| # Employment : Clemson Un.., % T -
; A,

& www.clemson.edu/emplayment/

STEP 1
Navigate to the Clemson webpage by going to
http://www.clemson.edu/employment/ and clicking on

Employment Opportunities.

Employment and Benefits

HU SELF SERVICE

EMPLOYMENT
OPPORTUNITIES

CLEMSON

V ER S I T Y
DETERMINED SPIRIT

Q A-Z Index @ Calendar

STEP 2
Click the Internal Applicant Job
Board (Current Employees) hyperlink.

Human Resources

ﬁ Human Resources Prospective Employses

Prospective Employees
Current Employees
Former Employees

HR Professionals

Benefits

Compensation

Apply to Clemson

External Applicant Job Board &

Internal Applicant Job Board({Current Employees)
Permanent Labar Certifications

Online Application Tutorial J-

Application Status Reasons /A~

Online Application Freguent
E-Verify Employee Frequen

STEP 3

Log In to PeopleSoft using your
Clemson user ID and password.

OR
PEOPLESO|

CUBS PeopleSoft HR will be unavay
6 p.m. Wednesday, December 9, 2015, to 8 g
You will be notified by email when
The CUBS PeopleSoft HR site will be affid
The upgrade 1s projected to last five days. dunng 4

Click Sign In.

c from
(B ccmber 15, 2015.
Wstem is back up.
going a system upgrade.
e CUBS HR system will be unavailable.
ible to users on a view-only basis.

Select a Language:

Tz | Enalish Espafiol
Password: Dansk Deutsch
Francais Francais du Canada
m ltaliano Magvar
Office of Human Resources 1/8/2016 Page 12 of 23
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CLEMSON
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\ Main Menu =
Search Menu; STEP 4
@ Navigate to Main Menu > Self
e - .-y .
[ companyDirectory Service > Recruiting > Careers to
[ mManager Dasnboard i i+
. : search for available positions.
Talent Summary
Org Charl Viewer T
Self Service 0 mime Reporting
Ca  Manager Self Senice 3 Personal information
3 Recruiting £ Payroll and Compensation
3 Worklorce Administratid = Benefits
£ Benefs 3 Stock Activity
3 cCompensation 5 Leave Transfer /& esis
£33 Stock \ 3 Leaming and Develo
£3  Time andLabor N Performance Manage
3 Payrall for North Ameri [Recriiting poxs Cansers
3 Glonal Payroll & apsen| —  Career Planning . Chock ana Snhc
&3 Payroll interdace ] Install Mobile Applicatig | Confirm Refamral
£ workforce Developrman ] Revew Transactions | | - Routing Response
3  Organizational Deveiog ) Manage Delegation | Interview Evaluations
&3 aAdminister Training ] wWorkflow User Prefere | Interdew Calandar
£ woridorce Monitoring : ) Interview Team Schedule
B Pansion ] Evaluate Open Ended Questions
E3 SetUpHCM v
3 Enterprise Components .
C3  wWorkiist v

STEP 5A

Search for jobs by scrolling through the job list
OR look for a particular job/area by filtering by
Recruiting Location, Department, Job Family, Job

Function, or the year the job was posted.

Select the position title hyperlink to view
the position information.

Elec. & Computer Engr. (8)
Pee Dee Resrch & Educatio. ()
Biological Sciences (4)

il Agsistant Professor - Genomics - 14496

Department: Biological Sciences | Job Family: Facutty | Location: Long 132 | Job Function: Faculty | Posted Date: 10/01/2015

Development (4) B Assistant Professor- Finance (2 AVL) - 14501
" Department: Finance | Job Family: Faculty | Location: Sirring Hall| Job Function: Facutty | Posted Date: 10/01/2015
ore...
A Clemsan World Assistant Editor/Alumni Writer - 14492
Job Family Department: Office of Creative Services | Job Family: 5taff | Location: Danigl Drive 114 | Job Function: Staff| Posted Date: 09/28/2015

»staff| Posted Date: 10/22/2015

RO

Lenotsky 261 Forestry (12) Apply Without Selecting a Job (2

Sirmine Hall (9) _ STEP 5B

Rigas Hall (7) 103 matches found. Onlythe first 100 results can be displa

Fluor Daniel £18 (5) Search Results

Mare... b Student Services Morl - 14510

Department: Campus Recreation | Job Family: Staff| Location: 205 Fike Rec Center | Jol

Department A Assistant Professor-Business Statistics - 14508

Ag & Environmental Scien..(11) Department: Management | Job Family: Faculty | Location?

ing Hall| Job Function: Faculty | Posted Date: 10/02/2015

Important Information: Position information includes job duties as well as the education
and experience and the skills and competencies required for the position.

Office of Human Resources 1/8/2016
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Quick Reference:

Applying for a Staff Position (JI;U]}AMRQN

Important Information:

Educational Background
References
Employment Background

Prior to applying for the position, gather the following information:

An electronic PDF or Word version of any document you wish to attach
(resume, cover letter, vitae, writing samples etc.)

STEP 6

A 4-H Extension Agent - Asst (Aiken and Edgefield Counties) -

A 4-H Extension Agent - Asst (Dillon and Marlboro Counties) -
Department: Dilen | Job Family: Unclazsified | Location: Dillon E

4-H Extension Agent - Asst (Greenwood County) - 14401
|:| Department: Greenwood | Job Family: Unclazssified | Location:
Posted Date: 08/25/2015

To apply to a single position, click the
position title hyperlink then click Apply.

Department: Aiken | Job Family: Unclassified | Location: Aiken § OR

To apply to multiple jobs at the same time,
check the box beside each position to which
you wish to apply then click Apply for
Selected Jobs.

OR
To submit an application without selecting a

Apply for Selected Jobs Refera FrI

position, click Apply Without Selecting a Job
at the bottom of the page.

Apply Without Selecting a Job (2

Important Information: There are six steps in the staff application process. Your progress
is displayed at the top of each screen. You can exit the application at any time.

&

Start Resume Education and Work Experience

Start - Step 1 of 6

Qualifications Other Review/Submit

') 114 Previous Mext b

Office of Human Resources 1/8/2016
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Quick Reference:

Applying for a Staff Position CI:%M,%SQN

Application Process

Start - Step 1 of 6
Applying for: Director of HR Systems

Thank you for your interest in Clemson University.

carefully and completely before submitting.

Before you begin the application process, please

Agreements

Application Terms & Agreements

All statements made on this applj
statements on this or any oth
eliminate me from further

We do business with the government; we must reach out to hire and
veterans. To help us measure how well we are doing, you may volunt; STEP 1
information from Self Service, Personal Information, and access the s

ATTENTION: PLEASE CAREFULLY READ THE FOLLOWING INFORMATI

StafAdministrativerTrades positions, vou must compiet= i section | ACKNOWIledgement box and click Next.

and education level. Keep in mind that a Resume does not take the pl
required to complete this portion. You can click next to proceed to the application. Be sure that you uploa

This job application allows you to attach a resume and has a number of sections, ranging fiy
resume will complete many parts of the application, but it will not complete all fields. It
populated from a resume is accurate and complete. The step-by-step process wi

acknowledge that you acceptthe terms of these agreements. |

n and any accompanying resumedvita are true and correct. | understand that knowingly

|1 have read and agree to the above terms and agreements

Read the terms of service, check the

ired documents in the application

10b preferences to
& applicants responsibili
de you through the application. P

rk experience. Uploading a
ensure all information
se fillin all information

readthe agreeme n this page carefully. By selecting the agreements
do not agree to these terms, select the Exit button.

eckbox below, you

Exit Save as Draft | 4 Previous Nex“l L3

Resume - Step 2 of 6
Applying for: Director of HR Systems

Please provide us with your resume using or

Resume Options
Aftach Resume
Use Existing Resume

Copy & Paste Resume

Please provide us with your cover letter.

STEP 2 (options for attaching your resume/cover letter)
Click Attach Resume and select the file you wish to upload.

OR
Click Use Existing Resume to use a resume you previously uploaded.
Click the radio button of the resume you wish to use when
prompted to do so.

OR
Click Copy & Paste Resume to copy and paste a resume that is not a
Word or PDF document. Copy and paste the document into the
textbox.

AND
Attach a cover letter by clicking Attach Cover Letter.

Click Next to move to the next step.

Cover Letter

Attach Cover Letter

Provide us with your cover letter

Exit Save as Draft | 4 Previous Mext

3

Office of Human Resources
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Quick Reference:

Applying for a Staff Position

CLEMSON

HUMAN RESOURCES

Important Information: In order to be considered for a position at Clemson University, you
are required to enter your education and work experience in the provided sections of the
application. Attaching a resume without completing all sections of the application is
insufficient. Please be sure to follow the entire application process.

=! ! =]

Start Resume

Education and Work Experience - Step 3 of 6
Applying for: Director of HR Systems

Work Experience

‘You have not added any waork exper] 0 your application.

Add Work Experience

‘You hajle not added any volunteer senvice to your application.

Add Volunteer Service

Education and Work Exp:

STEP 3A

Click Add Work Experience to enter
your relevant work history in
chronological order beginning with
your most recent employer.

Exit

Save as Draft |( Previous Mext b

Add Work Experience

*5Start Date =4
*Employer
*Ending Job Title
Supervisor
Supervisor Email
Supervisor Phone
OK to contact?

Description

&

Country United States
Address 1
Address 2
Address 3

City
State
Postal
County

* Reguired Informati

Save Save and Add An er

End Date

Cancel

STEP 3B
Enter all requested information for
the work experience being described.

To add additional work experience,
click “Save and Add Another.” Click
“Save and Add Another” for each
work experience you want to add.

When you've entered all of your
relevant work experience, click Save
to return to the main Education and
Work Experience page to add your
education information.

Office of Human Resources
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Quick Reference:
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CLEMSON
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[

Education and Work Experil

Start

Resume

Education and Work Experience - Step 3 of 6
Applying for. Director of HR Systems

Work Experience

STEP 3C

Click Add Education Degree to enter
your educational background in
chronological order beginning with
your most recent school/degree.

You have not added any work experience to your app

Add Work Experience

Education Degree

‘You have not added any educatiogda@fes to your application
Add Education Degree

Volunteer 5

You have not glded any volunteer senvice to your application.

Add @lunteer Service

/

Exit Save as Draft |l Previous Mext b

Add Education Degree

*Effective Date [19/16/2015 |[5]
*Education Degree

Area of Study (Major)
GPA

[ Graduated

School Name

* Required Information

Save Save and Add Another

aracters remaining

STEP 3D
Enter the requested information.

To add additional educational
information, click “Save and Add
Another.”

When you've entered all of your
education degrees, click Save to
return to the main Education and
Work Experience page to add
volunteer service information.

Cancel

Office of Human Resources 1/8/2016
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= = (=]

Start Resume Education and Work Experi

Education and Work Experience - Step 3 of 6
Applying for: Director of HR Systems

Work Experience
You have not added any work experience to your application.

Add Work Experience

Education Degree

You have not added any education degree to your application.
Add Education Degree

Volunteer Service

You have not added any volunteer service to your application.

Add Volunteer Service

STEP 3E

Click Add Volunteer Service to enter
your volunteer service activities in
chronological order beginning with
your most recent activity.

Exit Save as Draft |< Previous Mext

STEP 3F

Add Volunteer Service

*Effective Date |09/16/2015 |[5H]

*Wolunteer Service

Organization

254 chara

Years of Involv

* Required Informatj

Save Save and Add Another

254 characters ren

Enter requested information.

To enter additional volunteer service,
click “Save and Add Another.”

When you've entered all of your
volunteer service, click Save. (Clicking
Save will return you to the Education
and Work Experience page.)

Click Next to continue the application
process.

Cancel

1/8/2016
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Important Information: If a license or certification is required for the position, be sure to
add it using the instructions below.

Start Resume Education and Work Experiencel STEP 4

Click on the appropriate button to
Add Licenses, Add Certifications, Add
Language Skills or Add Job Related
Skills.

Click Next when finished to continue.

—_

Qualifications - Step 4 of 6
Applying for: Director of HR Systems

Licenses

¥ou have not added any licenses to your apgli

Add Licenses

Certifications
You have not added any certifications to your application.
Add Certifications

Language Skills

¥ou have not added any language skills to your application
Add Language Skills

Job Related Skills

You have not added any job related skills to your application.

Add Job Related Skills

Exit Save as Draft | | |4 Previous MNext b

Important Information: Add at least three references who are familiar with your work and
answer several employment related questions. References should include at least two
managers or supervisors.

Office of Human Resources 1/8/2016 Page 19 of 23



Quick Reference: ~
Applying for a Staff Position LLEMMSON

STEP 5A
™ U l Click Add Reference to provide a
Start Resume Education and Wark Experience au reference’s name, title and contact
information.

Ref | Questi . .
serenees L ST Click Add Reference again to add an

additional reference.

Other: References - Step 5 of 6 Click Next to continue

Applying for: Director of HR Systems

References (Required)

You must enter information in this sectio

Add Reference
Exit Save as Draft | 4 Previous Next #
Other: Questionnaire - Step 5 of 6 STEP SB

Abpiication Guestonnaie (Reauiod) Complete the Application
e por  paeheters deares andempenenes i maent =2 Questionnaire by selecting the “Yes”
or “No” radio button or entering

2. Are you legally authorized to work in the United States?

. comments for each question.
3. Are you now, or hawve you ewver been employed by the State of Click NeXt to Contlnue
) ves
= Mo
4 Hawe you entered all of your applicable or related work experience in the employment section of the application?

Resumes may be attached, but only employment data entered into the application will be considered for screening
purposes.
) ves
) Mo
5. Do you hawe any relatives employed with the State of Scuth Carclina?
D res
) Mo
6. Are you at least 18 years of age?
) ves
= Mo

Open Ended Questions (Required)

7. Hawve you ever been terminated or forced to resign from any job? If yes, please ex plain. If no, type “MNo™

@

Word Count Total Words O

8. Hawe you ever been convicted of any unlawful offense, other than a minor traffic viclation? If yes, please explain. If no,
please type “No™ in the box below.

Word Count Total Words O

Important Information: At this point in the application process you will be given the
opportunity to voluntarily share information regarding disability, veteran status and diversity
status. Provision of this information is voluntary; it assists Clemson University in complying
with federal and state requirements, including Equal Employment Opportunity record keeping.

Office of Human Resources 1/8/2016 Page 20 of 23
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STEP 7
Jisls sz Click the editicon ¢ to review
Aeference and/or edit your application. L it
Sreq Calron Click Su_bm_lt Application to complete .
the application process.

Exit Save as Draft | 4 Previous Submit Application

Important Information: Once your application has been successfully submitted, you will be
taken to a confirmation page. If you wish to view or apply for additional jobs, click the Return
to Job Search hyperlink at the bottom of the Application Confirmation page.

Application Confirmation

Qf Your job application has been successfully submitted.

You have applied for the following job(s):
Jobs Applied For
Job Title Job ID

Location Job Posting Date Application Date
Director of HR Systems 100013 ';ldd";'“'s"a“'”'e Senices  hoig1i015 091612015

Your application has been successfully submitted. If you need to update your job application, you will need to reapply. If you wish
to view the status ofthis job application, selectthe link to return to the Job Search page and review the My Activities section.

Return to Job Search View Submitted Application

Office of Human Resources 1/8/2016 Page 21 of 23
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My Activities Job Search | My Noificatons | My Activiies | Iy Favorite Jobs | My Saved Searches | iy Com=ctinf - ACCESS your My Activities page
7 by logging into
"1 http://www.clemson.edu/emplo
On the My Activities page click the job title to view your p— wesd  Yment/ and clicking on

submltted_ ap_pllcatlon. Click the Withdraw button to remove T EmP'_O)/m‘?"t Opport.unities_ My
your application. Activities is located in the My
. 302010 6:24PM  08/30/201 Notlflcatlons Sectlon

Administrative Services

Training Manager, Office of Human Resources 12770 Bl Submitted 09M8/2013 5:02PM  09/18/201

Director of HR Systems 100013 g?:;'”‘smtwe SeMES 5 bmitieq 09MB/2015 11:00AH 0911612015 11:00AM \ Witharaw |

Multiple Job Application Multiple - Mot Submitted 09M6/2015 11:19AM \ Withdraw |
Save Search Job Search | My Notifications | My Activities | My Favarite Jobs |

Selectthe checkbox and enter an email address if you want the search results for this saved search to be

My Saved Search

Notify me when new jobs meet my criteria

*Email Address | |

| Save Search
* Required Information

Return to Previous Page Job Search | My Notifications | My Activities | My Favorite Jobs | My Saved Searches | My Contact Information

Office of Human Resources 1/8/2016 Page 22 of 23
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ny person or group on the basis of age, color, disability, gender, pregnancy,

ation. Clemson University is building a culturally diverse faculty and staff
5 from minorities and women.

JEANNE CLERY ACT:

The Jeanne Clery Disclosure Act requires institutions of higher education to disclose campus security information including crime statistics for the campus and
surrounding areas. As a current or prospective Clemson University employee, you have a right to obtain a copy of this information for this institution. For more
information regarding our Employment, Campus Safety and Benefits, please visit the Human Resources - Prospective Employees web page shown below:

http:ifwww.clemson.edt

UMmanresources/pr

pective/

Apply | Email to Friend | | ReferaFriend |

Return to Previous Page

Job Search | My Motifications | My Activities | My Favorite Jobs | My Saved Searches | My Contact Information

Office of Human Resources 1/8/2016 Page 23 of 23
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Important Information: If you are selected for a position at Clemson University, you will
receive email notification that a job offer is available for your review. The instructions below will
assist you in accessing the offer.

STEP 1A
Access your job offer by clicking
Dear Mr. Wakefield, the hyperlink included in the email
Congratulations! We are delighted to extend to you an offer of employment for the position below. notification.
e

Job Opening ID: 100159 Administrative Assistant

The details of vour job offer can be viewed by selecting the link. This job offer will expire on 2015-12-07

DIRECTIONS:

1. Select the below link to access our careers site.

2. Sign In to access vour account using vour User Name and Password.

3. Select the My Notifications link at the top of the page.

4_In the Notifications list select the 'Job Offer’ link.

5. Review the offer details and follow the instructions to accept or reject the job offer.

https://cubshrweb.nat.clemson.eduw/psp/ps EMPLOYEEHRMS/c'HRS HRAMHRS APP SCHJOB.GBL7Page=HRS APP SCHJOB&Action=U&FOCUS=Applicant

Thank vou.

This email was automatically generated. Please do not respond. If vou need assistance or have further questions about your job offer. please contact vour recruiter directly.

STEP 1B

Navigate to the Clemson Website by going
to http://www.clemson.edu/employment/
and clicking on Employment Opportunities.

| % Employment: Clemson Un... % 1| e
= &

D @ wwnw.clemson.edu/employment/

gm0y

YL ELR LS

'R SELF SERVICE

EMPLOYMENT
QOPPORTUNITIES

Office of Human Resources 12/12/2015 Page1of4
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STEP 2
Log In using your user ID and

Job Search

and access our online career tools

Filter by

Recruiting Location
Barre 1stFloor (53)
Strode Tower (35)
REC (16)
Lehotsky 261 Forestry (13)
Sirrine Hall (13)
Mare:

Department
PSA Fiscal Unit (33)
Dean Arch, Arts & Humani_(31)
Ag & Environmental Scien_(12)
Stu Athlete Enrichmant P_(11)

Pee Dee Resrch & Educatio..(9)

) Sign In | New User

password.

You can search and review jobs from this page without creating an account with us. When you are ready to apply, registering only takes a minute. Your online account allows you to upload your resume, apply for jobs

Keywords Search Tips

Search Reset Search Save Search Mare Opfions

Apply Without Selecting a Job (7

262 matches found. Only the first 100 results can be displayed
Search Results

Sort By | Posted Date v

First ‘&' 1-250f100 '}/ Last
Adminisirative Assistant- 100190

u Department: PSA Fiscal Unit | Job Family: Staff | Location: Barre 1st Floor | Job Function: Staff | Posted Date: 12/03/2015

Administrative Assistant- 100191

)" Department: PSA Fiscal Unit | Job Family: Staff | Location: Barre 1st Floor | Job Function: Staff | Posted Date: 12/03:2015

Administrative Assistant- 100192

' Department: PSA Fiscal Unit | Job Family: Staff | Location: Barre 1st Fleor | Job Function: Staff | Posted Date: 12/03/2015

cruiting Location

REC (15)

Lehotsky 261 Forestry (12)
Sirrine Hall (11)

Riggs Hall {7}

Fluor Daniel EIB (6)
Mare...

Main Menu + > Careers
= Go Tigers! All ~ | Search
bearch Job Search | My Notifications
by Keywords

STEP 3

Click My Notifications on the
Careers page.

| My Activities | My Favarite Jobs | My Saved Searches | My Contact Information

Search Tips

Search Reset Search Save Search More Options

Apply Without Selectinga Job (2
121 matches found. Only the first 100 results can be displayed.
Search Results

B Info Tech Systems Architect - 14594
Department: COE Next Gen Computing | Job Family: [T | Location: Fluer Daniel EIB | Job Function: Staff | Posted Date: 11/00

My Notifications

STEP 4

| My Notifications () | My Activities | My

Return to Previous Page

Click View Offer in My
Job Offers / f .
View Offer Job Title Job 1D Status NOtI Icatlons'

B

Wiew Offer eldministrative Assistant 145689 MNew Jervey Athletic Center  11/02/2015  11/07/2015
Notifications
Subject Status Received Delete
You have a job offer: Administrative Assistant (Job ID 14569) MNew 110212015 245FM ﬁ'

Job Search | My Noliﬁcalionso | My Activities | My Favorite Jobs | My Saved Searches | My Contact Information

Office of Human Resources
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We'd like to hire you for the following position:

Posting Title Administrative Assistant

lob Oneninn It 14580

STEP 5 15
Click the Offer Letter hyperlink to 15
review the job offer details. This will
open the offer letter as a PDF
document.

ur recruiter.

If you have any questlns, please contact your recruiter for assistance.

Step 1 - Review O Information
Type ils
Document Offer Letter

Job Offer Job Search | Iy Notifications @) | My Activities | My Favorite Jobs | My Saved Searches | My Contact Information

STEP 6

Review all other attachments.
Documents marked Action Required
must be completed and returned to
Clemson University in person or by
uploading them here.

STEP 7

Step 2 - Acknowled

Comments

Accept Reject

Step 3 - Return Completed Documents

Mo completed documents have been added

& acknowledge that | have reviewed and understand the job offer details for the positio

Check the acknowledgement stating you
have reviewed and understand the job offer.
Click Accept to accept the job offer OR
Reject to decline the offer.

STEP 8
Click Upload documents if you
want to submit documents

Choose File

here.
Send Selected to Recruiter Upload Documents
Return to Previous Page Job Search | My Motifications o | My Activities | My Favorite Jobs | My Saved Searches | My Contact Information

File Attachment

overletter.txt | Click Upload.
Upload Cancel

Click Choose File and select
the file you want to upload.

Office of Human Resources 12/12/2015 Page 3 of4
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Important Information: You will be prompted to rename the file (if desired).

Document Description

Description | Cover_Letter.txt

View Document click OK to upload the
oK ; document.

STEP 10

If you want to change the file
name, enter the new file name
in the Description text box and

Step 3 - Return Completed Documer

File Name Description

Cover_Letter.txt

TeMure_Agreement b

Send Selected to Recruiter Upload Ddcuments

STEP 11

Select the documents you want to submit to
Clemson University and click Send Selected to Nelete
Recruiter.

You can delete documents by clicking the
corresponding trash can icon.

Note:

Dear Test Attach, will display.

A confirmation message of your acceptance

Your application status has been changed to 071 Offer Accepted for Job Opening (100159) Administrative Assistant.

(This message was automatically generated. Please do not respond.)

browser’s pop-up blocker is off.

Important Information: If the offer letter does not appear after you hit Print, check that your

Office of Human Resources

12/12/2015
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Frequently Asked Questions (FAQs) for CLEMSON

Applicants HUMAN RESOURCES

General Questions
How does the application process change after the upgrade to PeopleSoft 9.2?

Applicants will follow the same log in procedures they always have. Once internal applicants log
in, they will be able to search with new query options; otherwise everything remains unchanged.

How do | apply for a faculty position?

Currently, nothing will change about the way faculty apply for positions.

What messages can applicants expect during the application process?

An applicant can expect the following communications during the application process:

o Confirmation that the application was received (submitted)

¢ Notification that the application was forwarded to the manager for review, if
applicable

¢ Notification that the applicant has been selected/scheduled for interview, if
applicable

e Notification that the candidate has a job offer pending, if applicable

o Confirmation of the candidate’s acceptance/rejection of the job offer, if
applicable

¢ Notification, after the position is filled, that the candidate was not selected for the

job, if applicable

What communications does an applicant receive during the interview process?

Applicants chosen for interviews are notified of their scheduled interview appointment and
will be sent an electronic meeting invitation that can be loaded to a calendar.

The Office of Human Resources, revised 12/7/2015 Page 10f1
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HUMAM RESOURCES

Resources

Policies and Procedures:
Clemson University Policies and Procedures Manual

Related Forms:
HR Professionals Webpage

Systems:
PeopleSoft/CUBS

Please send requests for additional information to Ask-HR.



http://workgroups.clemson.edu/FIN5337_HR_POLY_PROC_MANUAL/disclaimer.php
http://workgroups.clemson.edu/FIN5337_HR_POLY_PROC_MANUAL/disclaimer.php
http://www.clemson.edu/employment/professionals/index.html
http://www.clemson.edu/cubs
http://www.clemson.edu/employment/contact_hr/
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