PEI GOVERNMENT JOBS

EXTERNAL CANDIDATES - HOW TO APPLY

e From the JobsPEl website, click on “PEl Government Jobs”, then select either “Jobs Open to the
Public”, or “Jobs Open to Employees”.

22 o EN ~

d
(:')\7

i

I\ _“Princ
" Edwar

2 [sland

CANADA

Government of PEI

@ 105 Rochford Street. Charlottetown, Prince Edward Island, Canada, C1A3T7
. 19023684080

@® Aboutus & Career opportunities A Job alert

e From this page you’ll be redirected to the new Government of Prince Edward Island job board.
e C(Click on “Career Opportunities”.
e From here, you'll be able to filter opportunities through different job categories

Administrative Officer Administrative Support Worker Correctional Officer Equipment Officer Food Service Worker

Information Technology Officer Library Assistant Maintenance Worker Non-unionized Positions Printing/Postal Worker

Professional Officer Program Officer Regulatory Officer Senior Management Service Worker Social Worker Stores Worker

Technical Officer Trades Worker Youth Worker

e Once you've clicked on the posting of your choosing, you can view the job posting, download a
copy of the posting with a QR code included, or apply for the posting.
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123456 - Staffing Consultant - Full Time Permanent

Government of PEI

? 105 Rochford Street, Chariottetown, Prince Edward Island C1A3T7

Prince Edward Island Government Administration Shaw Building - 95 Rochford Street, Charlottetown, Prince Edward Island C1A 3T5

& 1 Position available Expires on: April 21, 2025

JOB DESCRIPTION

If you wish to navigate back to the job board, you can simply click “Government of PEI”.

Now you can begin the application process, using the ChatBot, where you will be first prompted
to read the Candidate’s Declaration and acknowledge that you have read and agree to the terms
and conditions.
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= Hello, my name is Atlas, I'm here to help you with your job scarch!
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Please first confirm that you agree to make the following declaration by
checking the "l accept” box that follows the "Candidate’s Declaration™

123456 - Staffing Consultant - Full
Time Permanent

"CANDIDATE'S DECLARATION:

Government of PE By entering my email address and answering the requirements to submit
my application for the position advertised, | am aware of and accept that my
personal data relating to my application (my "Personal Data”) will be
accessible to all persons of the Government of PEI ("Emiployer’), and any
other person (an "Authorized Third Party”) who need to access itin the
process of analyzing and evaluating its recruitment nceds. | am also aware
and agree that my Personal Data will thereafter be retained, stored, and
archived in the Employer's, any Authorized Third Party's, and Workland's
candidate database in accordance with their standards and rules for the

retention of personal information.

| also acknowledge that | have read Workland's terms and conditions and
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privacy statement”

Click “l accept” and “Continue”.



Next you will be prompted to input your email address.

What's your email address so that we can quickly reach you regarding this

opportunity?

Next

From here, three scenarios can happen:

o New User: If you're a new user, you’ll be asked to enter the verification code it sent to
your email, followed by your full name and phone number.

o Returning User, Without Account: If you are already an ATS user but don’t have a
candidate account, click “Create my candidate account”, and enter the verification code
sent to you by email to proceed.

o Returning Users, With Account: If you are a returning user with a candidate account,
you will simply be asked to sign in. You can also choose to select “Skip” which will send a
verification code to your email for confirmation.

Looks like you're a registered user.
You can login and use your uploaded documcnts for this application, or
. simply click SKIP.

(@]

Password

o

Next you will be prompted to upload any mandatory documents, this might include a CV
(resume), cover letter, or any other mandatory documents.
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This job requires some mandatory document(s).
Plzasc upload or choose from your library. Note that all documents must be
uploaded now, as no changes can be made after the next step.

9

For confidentiality reasons, we recommend that you make sure that you

delate any personal information of sensitive nature that appears on your

application documants.

Mandatery decumaent(s)

cv

Maximum size SMb

We only accept doc, docx, .pdf, txt

Next you will be prompted to upload any non-mandatory documents, this might include a cover
letter, or any other mandatory documents. You can then choose to upload the documents or
select “Skip”.

w237 M

Almost done.
There are some optional documents. Add them now because it is not

possible to do any changes later.

i)

For confidentiality reasons, we recommend that you make sure that you

delete any personal information of sensitive nature that appears on your

application documents.

Optional document(s)

Cover Letter
Diploma [ Certificates
Staffing Consultant Certificate

Maximum size SMb

We only accept doc, docx, .pdf, txt.
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Next you will be prompted to answer questions related to your skills, knowledge, or status.

Wwie'd like you to answer some questions related to your skills, knowledge

o and status.

You will then be prompted to submit your application by selecting “Apply Now”.

g Excecllent! Mow, please confirm your application by clicking "Apply Now'

Once you select “Apply Now”, you will be redirected to the application submission confirmation
page.

Your application has been sent !

You applied successtully to the position of 123456 - Staffing Consultant - Full Time Permanent for Government of PEI

Thank you for your interest in this job opportunity and taking the time to submit your candidacy. After reviewing your application, Government of PEI will be contacting
you directly if your candidacy is retained for the next steps in the hiring process.

It looks like you previously applied using this application platform. We would recommend accessing your ATLAS Connect account regularly to view any pending
information requests from Governmant of PEL

You can access your candidate account by clicking on the following link: Atlas Connect

In the meantime. you can also view other job offers from Gevernment of PEI ar register for a job alert so that you don't miss any future opportunities |

View ather job opportunities
A Job alert

Once complete, you will receive an email notification confirming your application was
successfully submitted. You can also select “view other job opportunities” or sign up for “Job
alerts”.
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