
Hi, we’ve implemented a new application tracking system available to PSB. Here’s how simple
the process is for candidates!

From the JobsPEI website, click on the Public Schools Branch Jobs. At this point, you’ll have
the choice to apply internally or externally. For the purpose of this document, we will go through
the external application route.



You’ll be redirected to PSB’s ATS Profile, where you can click on Career opportunities.

From here, you’ll be able to filter opportunities through different job categories and Reset your
search here.



Once you’ve clicked on the posting of your choosing, you can consult the opportunity, download
it to have access to the QR code if need be, register to Job Alerts, or click Apply to begin the
quick process.

You will now begin the Quick Apply process with the ChatBot, where you will first be prompted
to read the Candidate's Declaration and acknowledge that you have read the terms and
conditions. Once completed, check the I accept box and click on Continue.



The ChatBot will next prompt you to register or sign-in with your email address. Enter your
email address and click on Next after.

From here, 3 scenarios can happen:

Scenario 1: If you’re a new user, you’ll be asked to enter the verification code sent to your email,
followed by your full name and lastly your phone number.



Scenario 2: If you are already an ATS user but don’t have a candidate account, click on Create
a candidate account and enter verification code sent to you by email to proceed.

Scenario 3: If you are all set, you will simply be asked to sign in using the method of your
choosing as seen in the second picture below.



Once you’ve entered your password, you’ll be prompted to Upload your mandatory documents
by following the instructions in the image below. You can upload them through your library if you
are a recurring candidate or directly from your device. Upload your documents to be
redirected to the next step.

You will then have the choice to upload optional documents if there is any or to skip this step.



The ChatBot will then prompt you to answer the pre-selection questionnaire. Simply answer and
press next after each question.

Once you’ve answered all the questions, click in Apply Now.

You will be redirected to the last page, where you can access your candidate account, view
other opportunities or register to the job alerts through the final route.


