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UCSF Careers site home page 

WELCOME 

 

UCSF is pleased to provide job seekers with an online database of all open 
positions and the tools to apply for positions online. The Careers site is 
updated daily and includes all non-faculty positions, which includes both 
UCSF Campus  and UCSF Medical Center . Career seekers can search the 
database by specific criteria and submit applications online. 

UCSF also offers temporary jobs through another program.  For more 
information, please ask about the Temporary Employment Program  (TEP) 
or visit http://ucsfhr.ucsf.edu/jobs/tep. 
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The search page 

SEARCH JOBS 

The search tool allows you to view all current opportunities or search on 
specific criteria to find jobs that match your interests. 

To search for current job openings, complete the following steps: 

•  Select your search criteria.  Type any words that you think describe the 
job you are looking for in the keyword  field.  

•  If you wish to change the criteria, then click Clear . 

•  Click Search . 

SEARCH TIPS 

Start with broad criteria and refine the criteria if too many results are 
returned.    

The search engine will search on all of the criteria entered. Only jobs 
matching the search criteria are returned.  

Use the [Ctrl] and [Shift] keys to select multiple options in one category. 

USING [CTRL] 

If the selections are not listed next to each other, then complete the following 
steps: 

•  Press and hold [Ctrl].  Click each choice to be included in the selection. 
Each choice is selected.  

•  Release both the mouse button and [Ctrl]. Your choices are selected. 

USING [SHIFT] 

If the selections are listed next to each other, then complete the following the 
steps: 

•  Click the first choice in the list. Hold [Shift].  

•  Click the last choice.  

•  Release both the mouse button and [Shift]. Your choices are selected. 
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BOOLEAN SEARCHES 

You may join multiple words and phrases together using Boolean operators 
in the keyword field.  

OPERATORS 

•  And . Extracts jobs with both Unix and NT in any of the job listing text). 

Example: Unix and  NT 

 

•  Or. Extracts jobs with the words manager or supervisor in any of the job 
listing text.  

Example: Manager or  supervisor 

 

•  And Not . Extracts jobs with the word marketing but not supervisor in any 
of the job listing text.  

Example: Marketing and not  supervisor 

 

•  Parentheses ( ).  Extracts jobs with teacher, instructor or trainer in 
combination with the word documentation in any of the job listing text.  

Example: (teacher or instructor or trainer) and  documentation 

 

•  Wildcard  *. Allows you to search for variations of a word using the 
asterisk (*).  Extracts jobs with training, trainer, or trained in any of the 
job listing text. 

Example: train* 
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Search results page 
 

YOUR SEARCH RESULTS  

After you click submit, your search results will appear.  This list may be many 
pages long, where each page shows 50 listings.   

•  Click Next >  at the top of the page to see the other pages. 

•  Click the Job Title  hyperlink to view a job opening. 

VIEW MULTIPLE 

To view multiple job listings, complete the following steps: 

•  After running a search, select the checkboxes to the left of the job 
openings you want to view.  

•  Click “View jobs” .  

•  Click the “Next Job”  link at the top. 

REFINE SEARCH 

You may narrow or broaden a search that you have just completed. To refine 
a search, complete the following steps: 

•  Click Refine Search.  

•  The search tool will appear with the criteria you selected for the last 
search and any with keywords you entered in the keyword field. 

APPLYING AFTER SEARCH 

After running a search, click the checkboxes to the left of the jobs for which 
you wish to apply. Note: You may select multiple checkboxes. 

•  Click the “Submit to job(s)” button. 

•  The following process will submit your application for ALL of the jobs you 
selected. 
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A view of a single job’s details 

APPLY NOW  

To apply, complete the following steps: 

•  Click “Submit to job” .  
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The log in screen 

LOG IN SCREEN 

A log in screen will appear. 

•  If you have not created a profile, then you must create a profile.   

•  If you have created a profile, then enter your email address and 
password.  
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The form in the first step of creating a profile 

CREATE A PROFILE  

A profile is a compilation of your contact information, education and work 
history. The profile is generated from a resume and/or cover letter you have 
previously created.  

To create a profile, complete the following steps: 

Note: If you have a resume and/or cover letter, then open those documents 
before you precede any further. 

•  Click create a profile  at the log in screen. 

•  Enter your email address and press [Tab]. 

•  Enter password and press [Tab].  

•  Enter password again to confirm.  

•  Click Continue. 

 



UCSF Careers Applicant Guide,  last updated January 7, 2005 Page 9 

 

 

ENTERING YOUR RESUME AND COVER LETTER 

 

There are three options to input your resume. 

 

1) The Upload option allows you to upload your entire resume 
formatting and all into your profile by browsing your computer hard 
drive for your resume. 

2) The Build option allows you to type into the system your entire 
resume if you do not have it on your hard drive or on a disk. 

3) The Type option allows you to copy and paste your resume into the 
system by following the below steps: 

•  Switch to your open document that contains your resume.  

•  Select the entire text of your resume.  

•  From the menu bar, select Edit …Copy .  

•  Switch back to the job site page displayed in your Internet browser.  

•  Click in the Paste Resume  area.  

•  From the menu bar, select Edit …Paste .  

•  In the Cover Letter  area paste your cover letter.  

•  Note: If have made a mistake and wish to start over, then click Start 
Over . 

•  Click Next Step. 
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Your contact information 

CREATING A PROFILE 

After clicking Next Step , your profile page will be created and shown to you.  
From your resume much of the information has automatically been entered 
into many of the fields.  However, you need to review it for accuracy to 
ensure the information was transferred appropriately.  If not, make changes 
to your contact information. 

CONTACT INFORMATION 
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Your work experience and education 

WORK EXPERIENCE 

From your resume much of the information has automatically been entered.  
However, you need to review it for accuracy to ensure the information was 
transferred appropriately.  If not, make changes to your Work Experience 
information. 

EDUCATION 

From your resume much of the information has automatically been entered.  
However, you need to review it for accuracy to ensure the information was 
transferred appropriately.  If not, make changes to your Education 
information.
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ADDITIONAL QUESTIONS 

Please answeranswer these additional standard questions.  There may be 
additional job related questions to answer for individual requisitions you apply 
to. 
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Confirmation page 

 
The final required screen, EEO form 

CONFIRMATION MESSAGE 

A message showing the positions you just applied for will appear.  In 
addition, you will receive an email confirmation showing the position for 
which you applied. 

 

 

 

 

 

THE EQUAL EMPLOYMENT OPPORTUNITY (EEO) FORM 

If you have not completed the Equal Employment Opportunity (EEO) Form 
before, you must do it now. 

•  Click “Save”  to send the completed EEO Form 
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The UCSF Careers Home Page, after logging in 
 

YOUR PROFILE 

Your profile may be continually updated to reflect your current work history 
and/or education. Also, you may update your profile when applying for 
additional jobs. To update your current profile, complete the following steps: 

•  Click “Log in”  at the opening page.  

•  Enter your email address  and press [Tab].  

•  Enter password  and press [Tab].  

•  Click Log in . A window displays with the content of your current profile. 
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The resume manager page 

 

RESUME MANAGER 

At any time you can go to the Resume Manager to update your saved 
resumes and cover letters.   
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Job search agent creation screen 

JOB SEARCH AGENT 

After any search you may click the button to create a job search agent. 
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Editing job search agents 

EDITING JOB SEARCH AGENTS 

At any time you can edit your job search agents. 

 

 

 


