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Career Center Job Aid 
 

The Career Center allow s candidates to search for and apply for jobs posted at UH. This job aid assists you in using the 

Career Center to search, apply, review , match, and share jobs.  To access the Career Center Click here (or type 

careers.uhhospitals.org into your brow ser).  

From the Career Center Home Page , you have the option of logging in, review ing important hiring information, exploring 

our Career Areas, etc. We w ill cover these items in more depth throughout the job aid. 

 

          
 

    

Review the table for additional information on the Career Center Home Page. 

      

Item  Description 

Links to additional 

information 

The Home Page provides links to additional information in several places on the page. 

Included are links to benefits, the hiring process, Career Center Frequently Asked 

Questions (FAQs), UH locations, contact information, etc. 

UH Hiring Requirements 
Information 

The links in this section are to policies such as the Annual Seasonal 

Influenza Vaccinations. 

 

 
        

https://careers.uhhospitals.org/
https://careers.uhhospitals.org/
https://careers.uhhospitals.org/
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Explore Our Career Areas 
 
 

 
 
 
 
 
 
You can begin your job search by typing in the Search field using a keyword or MOS Code. 
 
 

 
 
 
NOTE:  Employees and Physicians should use the appropriate link 
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Job Search Tab 
 

After logging in, the system defaults to the Job Search tab and displays job postings with the most current jobs at 
the top of the page. 

 

 

On the left side of the page, you have options to search by: 
 
 Professional Area (e.g. Nurse, Administrative Support, Medical Assistant, Information Technology) 
 Physician Specialty 
 Facility 
 Status 

 Shift 
 Location 
 Keyword / Position # 
 Posting Date 
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Applying for a Job 
 

To view the job description, click the position then the Apply Now link.   
 

 
 

 
 
Can also review similar jobs associated with your search.  
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Confirm that you are not a current employee, select Click Here if you are NOT a Current Employee. 
 
 

                              
  
 
 
 
To apply for a job, select Apply Online or Add to My Job Cart to move a position to your job cart to review or 
apply at a later time. 
 

From the drop-down menu under Share you can share the job on social media such as LinkedIn, Twitter, 
Facebook, etc. 
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Review the Privacy Statement. 
 

a. Click I Accept to continue. 
 
         b.    Click I Decline to refresh and remain on the page. You will not be able to continue if you select this option. 
 
You will be presented with the Login Page. 
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My Jobpage Tab 
 

On the My Jobpage Tab, you w ill see links to view  your account options, submissions, job cart, saved searches, and 

referrals. 

     

 
 
Any searches you perform can be saved by click the Save this Search button. You can then view your saved 
searches on the My Jobpage tab. 

 
To refresh this page, click the View All Jobs link on the Job Search tab.  All jobs display with the most current 
jobs at the top of the page. 

 
 
 

Tab: Displays: 

My Account Options (top of page) Under your Account Options, you can update: 
 
 Personal Information: Primary Number, 

Cell Number, Home Phone and/or Work 
Number 

 
 Login Information: Password 

 
 Correspondence: Indicate if you want an 

email when you submit your resume for a 
position. 

My Submissions This page displays all relevant details related 
to your draft and completed submissions. 

My Job Cart This page presents all jobs that you have added 
to the job cart. 

Note: When you view job openings, you can add 
them to your cart to review and/or apply at 
a later date/time. 

My Saved Searches This page displays all the job searches you 
have previously saved. 
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Job Submission 
 

At the top of the page you’ll see tabs that walk you through each page you’ll need to complete. As you complete 
them, the left side of the page will show the sections you’ve completed. 

 

 
 
 
 
 
 

The system displays Pre-Qualifying Questions. 
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Upload your resume by clicking Upload Resume. 
 

 
 
 
 
 

Tip ► If you do not have a resume, you can use the Resume Builder Tool to create one. 
 

 

Uploading your resume will populate some of the information in the Personal Information section. 

 
1. Complete the Personal Information section with any information that did not populate from your 

uploaded resume. 
 

2. Add any applicable licenses or certifications. 
 

3. Choose your next action: 
 

a. Continue > to save your changes. 
 

b. Cancel to disregard your changes. 
 

The Confirmation screen displays your information. 

 
4. Review the information on the screen and choose your next action: 

 

a. Edit to return to the previous screen and make updates. 
 

b. Submit >> to apply for the job. 
 

c. Cancel to disregard your changes. 
 

5. Continue working through the sections.
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       Note ► On the eSignature page, be sure to sign the page using your 
full name.  If you do not enter your full name correctly, you 
will not be able submit your application. 

 
 
 
 

 
 
 
 
 
   The Thank You! page appears after submitting your application 
 

 
 
 
 
If your account is setup with the option, you will receive an email confirmation from the system that your 
application was submitted. 
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Tip ► You can set up your profile to receive email notifications whenever a job matches your profile.  

 
 
 
Click the My Account Options link to access your Profile page. 

 
 



The system displays My Account Editor – Correspondence box. 

 
 
 
 
Check the appropriate box. 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 


