
 

 

How do you create a job alert to get notifications about available jobs? 

1. Log in to your account 

 

 

2. Click on Job Management, Saved Searches/Alerts  

 

 
 

3. A new window appears. Type your interest in the field “Name of Saved Search/Alert” 

and fill in your other preferences, then click “Save”.  

 
** You can create as many job alerts as you like 

 

and click on Create New Job 

Alert 
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4. Click “Select” to run, edit, or delete the job alert 

 
Note: The job alert has an expiration date, click on edit and save to activate the job alert again 

when expired.  

 

 

 

        You will now receive notifications from the system if an open job is posted by HR! 

 

 

 


