THE UNIVERSITY OF TENNESSEE 
APPLICATION PROCESS for EXTERNAL APPLICANTS
The University of Tennessee is currently taking electronic applications only for classified (non-exempt) staff positions.   The application can be found on the following website:  http://www.tennessee.edu/employment. Instructions for the application process for External Applicants are as follows:

· On the left side of the screen, choose “Click here to start” under “I’m interested in a career at the University of Tennessee.”
· On the next screen, click on “Register & Complete Profile Here” under New Visitor.

· Complete all information on the Registration screen which includes creating a User Name and Password.  The password must be at least six characters, and some combination of uppercase, lowercase, punctuation and numbers is recommended for security purposes but not required.  Record your User Name and Password in a secure place or commit it to memory as that information is required in order to access your profile later and to apply for any jobs in the future.
(Note:  An email address is needed to register in e-Recruiting. If you do not have email, some free email services are:  Yahoo Mail, Hotmail or GMail.  Contact the Office of Human Resources at 731-881-7845 if you need assistance.)
· Click the REGISTER button after you have entered the information on the Registration screen.  A new screen will appear—MY E-RECRUITING LINKS—and you can click on COMPLETE OR EDIT MY PROFILE to enter your profile information.  

· The profile consists initially of twelve tabs (or screens).   Click on each one of the following tabs (or screens) to complete the required information.
[NOTE:  An asterisk (*) indicates an entry is required in that information field.]
Screen 1:  Personal Data [Select Form of Address—Mr. /Mrs. /Miss/Ms., etc.]  SAVE.
Screen 2:  Communication Data [Enter Telephone and Address information.  SAVE.  Please note that we are currently experiencing a problem with our system which occurs when an applicant attempts to enter his/her phone number(s).  If you receive an error message telling you to enter a valid phone number, exit your profile by clicking on “My e-Recruiting Links” at the top of the e-Recruiting screen and then on “Complete or Edit My Profile” to return to your profile.  Do not return to Screen # 2.   Go to Screen # 3 or 4 and continue entering your information.]  
Screen 3:  Attachments [Click on “Add Attachment” to attach your resume or other documents, if desired.  If you plan to apply for several positions now and/or in the future, you may wish to create a cover letter as a Microsoft Word document and attach it to your profile instead of creating the cover letter at the end of the application.  This eliminates the need to create a new cover letter each time you apply; however, you should check an attached cover letter each time you apply in case it needs to be edited.]
Screen 4:  Work Experience [Click on New Entry.  Complete the information. Please note that PROPOSED START DATE should read HIRE DATE to indicate when you began employment with that employer.    If an exact date is unknown, use the 1st day of the month. To indicate the End Date as OPEN in your current position, you should enter 12/31/9999 as the End Date.   SAVE.  Complete the steps until all work experience has been entered.] 
Screen 5:  Education [Click on New Entry.  Complete the information for high school education. Please note that PROPOSED START DATE should read START DATE to indicate the date you began classes at that institution. If an exact date is unknown, use the 1st day of the month.  SAVE.  Complete the steps until all other higher education has been entered.] 
IMPORTANT: After completing the first five screens, you must scroll to the right side of the screen and click on the arrow in order to view the next five screens, and again later to view the last two screens. (Note: When you hold your cursor over the arrow, a subtitle will appear that indicates “Next Page”.)

Screen 6: Qualifications [Click on Edit.  Click on the drop-down box to the right of “Qualification Group”, and select a group that would be relevant to the qualifications needed for the position for which you are applying.  (Example:  “Computer Skills”, etc. for an office position.)   Check the box to the left of items that match your qualifications.  Rate your level of expertise by each item you select.  SAVE.  Complete the process for other qualification groups as applicable.]
Screen 7:  References   [Click on New Entry.  Complete the information for your first reference.  SAVE.  Complete steps for at least two other additional references.]
Screen 8:  Desired Job   [Make the appropriate selections.  SAVE.]
Screen 9:  Background Check Release [Enter the information.  Check “Background Check Release”.   SAVE.]
Screen 10: Additional Candidate Info [Enter the information.  SAVE.]
Screen 11: Data Overview [For viewing your entries only.]
Screen 12: Release My Profile [Click to release your profile and also to accept the privacy statement.  SAVE.]
· If you do not have enough time to complete your profile, you may return at any time to complete the process.  To return to your profile, follow the instructions below:
· Go to:  http://www.tennessee.edu/employment
· On the left side of the screen, choose “Click here to start” under “I’m interested in a career at the University of Tennessee.”

· On the next screen, click on “Login to Search and Apply for Jobs” under Returning Visitor.

· Key in your Username and Password.  Click the LOG ON button. 
· The MY E-RECRUITING LINKS screen will appear, and you can click on COMPLETE OR EDIT MY PROFILE to edit your profile.  

· REMEMBER:  Just entering your profile does not place it into the applicant pool for any position.  You must apply for a specific position to complete the process.  You may apply for as many positions as you wish if you meet the qualifications.  A department/office will not be able to access your information until you actually apply for their specific position.

· After you have completed entering your profile, you may then search for jobs from the MY E-RECRUITING LINKS screen by clicking on SEARCH JOBS.  On the SEARCH JOBS screen you will need to click on “MARTIN” if that is the only location of interest.  You also have the option of narrowing the search field; however, due to changes being made in the job types, we advise you to only select STAFF and/or FACULTY.  Then click on START SEARCH.

· On the START SEARCH screen, click on the job title to open another screen to view the information concerning that particular job.  If you wish to apply for that job, click on the APPLY button at the left top of the screen.  

· When you apply for a job, you will be given a chance to add a cover letter which is optional.  If you have already attached a cover letter in your profile, type “Please see attached cover letter” in that part of the application.  The cover letter that is created as a part of the application process goes with that position vacancy only and then disappears!

· When you click on the Apply button, a notice will appear that you cannot apply until you complete a disclosure form.   You will have to click on the first arrow at the right side of the screen in order to go back and view Tab 9 - Disclosure Statement.  You will also need to complete Tab 10 - EEO Self-Identification.  Use the Next Page arrow to view the next page of tabs, and then click on SEND APPLICATION.  After you indicate how you found out about the position, you can submit your application. (NOTE:  At this point if you experience difficulty in completing the process, please call 881-7845 for assistance.)

· Positions are listed on the website as they are approved to be advertised. A good rule of thumb is to check the online listings each weekend as all positions are required to be advertised for a minimum of ten workdays.  You may also call the Hotline (731-881-7848) to learn of new vacancies being advertised; however, the Hotline is currently only updated on Fridays.

· When you apply for a job, you should receive an automatic e-mail notifying you that your application has been received.

· You may return later to MY E-RECRUITING LINKS screen at any time to check on the job status by clicking on CHECK MY APPLICATIONS.  You also have the opportunity to withdraw your application if you change your mind about applying for a particular position.

· All jobs are required to be listed for a minimum of ten (10) working days.  NOTE THE SPECIFIC DEADLINE WHICH IS LISTED IN THE POSTED JOB DESCRIPTION UNDER “DEPARTMENT > APPLICATION PROCESS and DEADLINE”.  Please keep in mind that interviews will not be scheduled until the deadline is met and the department has time to evaluate the applications.  Please be patient as the application evaluations, the interview process, and the hiring approval process can sometimes last for several weeks.

· If you are chosen for an interview, you will be contacted to schedule a time. After all interviews are conducted, the successful candidate will be contacted and offered the position.  Other applicants will receive an email notification.
We appreciate your interest in employment at The University of Tennessee at Martin.  We have two computers in the Office of Human Resources designated for applicant use.  Please feel free to come in and use these computers to enter/edit your application or apply for jobs.  Our office is located in Room 112 of the Hall-Moody Administration Building, and our office hours are 8 AM – 12 Noon, and 1 – 5 PM.   If we can be of assistance in the application process, please feel free to call the Office of Human Resources at 731-881-7845.  
