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PUBLIC SCHOOL BRANCH 
EXTERNAL CANDIDATES - HOW TO APPLY 
 

• From the JobsPEI website, click on “Public Schools Branch Jobs”, then select “Public Schools 

Branch Jobs Open to the Public”. 

  

 
 

• From this page you’ll be redirected to the new Public Schools Branch job board. 

• Click on “Career Opportunities”. 

• From here, you’ll be able to filter opportunities through different job categories 

 

• 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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• If you wish to navigate back to the job board, you can simply click “Public Schools Branch”. 

• 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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• Click “I accept” and “Continue”. 

• Next you will be prompted to input your email address. 

 
• 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. 
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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. 

 

• Next you will be prompted to upload any mandatory documents, this might include a CV 

(resume), cover letter, or any other mandatory documents. 

 
• 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”. 
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• Next you will be prompted to answer questions related to your skills, knowledge, or status. 

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

 

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

page. 



 

P a g e  6 | 6 

 

 
• Once complete, you will receive an email notification confirming your application was 

successfully submitted.  

 


