W To apply for ajob at The Nature Conservancy, follow these steps:

Click the “Click Here to Register” link on the upper right side of the page.

Keywrords:
Posted:

Careers

Enter yvour user name and password to login. If vou hawve not vet registered, [click here to Register.

Last Month —

User Name:

Passwword:

Search

Advanced Search Search Tips

Login Login Help Register Fow

o Current TNC employees should apply through PeopleSoft Self Service and are not
required to register.

o Applicants can do a basic search of jobs without registering, but must register to apply for

jobs or set up a job search agent (see next page).

o Applicants are asked to create a profile including information such as home address, e-
mail, preferred method of contact, etc.

1. Click Apply Now when you find a job that interests you.

2. Select the preferred method to upload resume and cover letter. If applying for more than
one job, reference the job title when naming your resume and/or cover letter in the system.

3. Education History, Work Experience and Application Questionnaire must be
completed. If your school or exact major is not listed, type it in the Other field. If you have no
prior work experience, enter today’s date as both a start and end date and “not applicable” as
both the employer and job title.

4. Click Save to save application to work on later, Submit to save and submit for consideration.
Applications that have been submitted can not be revised.

@ My Career Tools allows you to manage your profile and view both saved and submitted
applications. You can also upload a cover letter or other attachments here.

Click on options in the My
Career Tools section to
manage your account
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My Carger Tools

Not Applied status means your
application has been SAVED but
not submitted

Applied status means your
application has been SUBMITTED
s T * These are the only two statuses
you will see.
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Once application is submitted, “You have successfully submitted your job application.”
appears and an e-mail verification is sent to the address entered in your profile. This is the
only system generated email you will receive. You will not get a separate e-mail when
uploading documents to My Career Tools; these documents are attached to your profile.

All other emails are initiated at the discretion of the recruiter.

arching for Jobs

latest job postings only display positions posted within the last two weeks. To locate a

position not visible on the home screen, use the keyword or advanced search function (change to
“Posted Anytime” to broaden your search). You can also create a Job Search Agent that will
automatically notify you by e-mail when new jobs meeting search criteria are posted.

W To create a job search agent, follow these steps:

1.
2.

Click Job Search link at top of page.

Ensure that you are in the Advanced Job Search screen, if not, click Advanced Search.
Enter Keywords for your search (e.g.; words that may be in job title - Manager, Senior, etc.).
Select specifics for search (e.qg.; location, job families, type, etc).
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Click Save Search.
Name Your Search: Check Use as Job Search Agent box.

Send Job Agent notification to: Enter e-mail address. Jobs meeting search criteria will be
sent to you as soon as they are posted.

Click Save Search.
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