
Reviewing	
  Job	
  Postings,	
  Sending	
  Cover	
  Letter/Email,	
  Applying	
  and	
  Hiring,	
  Replies	
  

Find	
  the	
  care	
  you	
  need.	
  Hire	
  who	
  you	
  want.	
  



To	
  do	
  a	
  Basic	
  
Search	
  for	
  Job	
  
Postings	
  in	
  your	
  
local	
  area,	
  select	
  
the	
  distance	
  you	
  
would	
  like	
  to	
  
search	
  for,	
  your	
  
zip	
  code	
  and	
  
then	
  click	
  Find.	
  

Or	
  you	
  can	
  do	
  
an	
  	
  Advanced	
  
Search	
  in	
  order	
  
to	
  limit	
  the	
  
postings	
  to	
  your	
  
qualifications.	
  

Basic	
  vs.	
  Advanced	
  Search	
  



Click	
  on	
  the	
  
title	
  to	
  view	
  
the	
  job	
  
posting.	
  

Viewing	
  Basic	
  Search	
  
Results	
  

If	
  you	
  like	
  the	
  results,	
  or	
  you	
  
think	
  you’ll	
  want	
  to	
  run	
  this	
  
search	
  again,	
  save	
  the	
  search	
  
by	
  Naming	
  the	
  Search	
  and	
  
clicking	
  Save.	
  



Please	
  read	
  the	
  posting	
  
thoroughly	
  to	
  make	
  sure	
  you	
  
meet	
  the	
  requirements.	
  
Within	
  this	
  posting	
  you	
  will	
  
find	
  Required	
  Experience	
  
and	
  Certifications,	
  Job	
  
Location	
  and	
  Scheduling,	
  
and	
  Job	
  Tasks.	
  	
  If	
  –No	
  Data	
  
Entered-­‐	
  is	
  showing	
  then	
  it	
  
means	
  it	
  is	
  not	
  a	
  
requirement.	
  

Viewing	
  a	
  Job	
  Posting	
  



Clicking	
  Apply	
  will	
  drop	
  down	
  
a	
  Cover	
  Letter	
  Box.	
  	
  This	
  will	
  
be	
  sent	
  as	
  an	
  email	
  to	
  the	
  
Care	
  Seeker,	
  and	
  will	
  be	
  the	
  
first	
  thing	
  they	
  see	
  from	
  you.	
  

Write	
  your	
  message	
  
in	
  here.	
  

Click	
  Submit	
  when	
  you	
  are	
  
complete.	
  

Applying	
  to	
  a	
  Job	
  Posting	
  and	
  
Sending	
  a	
  Cover	
  Letter	
  



This	
  message	
  will	
  appear	
  if	
  
you	
  applied	
  successfully.	
  



If	
  someone	
  sends	
  you	
  a	
  
message	
  you	
  will	
  receive	
  a	
  
notification	
  here.	
  Click	
  on	
  it	
  in	
  
order	
  to	
  view	
  your	
  messages.	
  

Receiving	
  a	
  Notification	
  



Click	
  on	
  the	
  
subject	
  to	
  
view	
  the	
  
message.	
  



Click	
  reply	
  to	
  
drop	
  down	
  a	
  
response	
  
field.	
  	
  Fill	
  out	
  
the	
  message	
  
and	
  click	
  
Send	
  Reply	
  
when	
  you	
  are	
  
complete.	
  

Responding	
  to	
  a	
  Notification	
  



This	
  message	
  will	
  appear	
  if	
  
you	
  message	
  was	
  sent	
  
successfully.	
  



If	
  the	
  Care	
  Seeker	
  
hires	
  you,	
  then	
  you	
  
will	
  see	
  this	
  message	
  
appear.	
  Clicking	
  on	
  it	
  
will	
  bring	
  you	
  back	
  to	
  
the	
  job	
  posting.	
  

Getting	
  Hired	
  Notification	
  


