BRUGE

county

COUNTY OF BRUCE
RECRUITMENT MANAGEMENT
APPLICANT PROCEDURES
FOR CAREER CONNECTOR

Copyright © 2018 Avanti Software Inc.



TABLE OF CONTENTS

Contents

1.0 Overview of Main Screen .......cccvviviiiiiiinann... 2
2.0 Registering For The First Time....................... 3
3.0 Logging Into Career Connector ...........ccceeenn... 7
4.0 BuildingaProfile .......ccciiiiiiiii 8
4.1 Personal MENU.....coeeiiiii i 9
4.2 Education MeNU .....coeiiii i 10
4.3 Employment MenU .......covieiiiii i eeean 12
A4 SKIIMeNU ... 14
4.5 Certificate MeNU ... 15
4.6 LICENSE MENU .. e 17
4.7 Membership Menu .......ooviiiiiiiii i 19
5.0 Deleting and Modifying an Entry ...................... 21
6.0 Applied Jobs Menu........ccoooiiiiiii 22
7.0 Applying for JobsS .....ooeii e 23
8.0 Resume and Cover Letter Upload ..................... 24

1|Page



1.0 OVERVIEW OF MAIN SCREEN

. Q 1
The Bruce County logois a Hyperlink / Jos

Tesfing
o come back to the home page.

e
Welcome to the County of Bruce Career Connector page where all Current Opportunities are listed. We have recently updated our drop d Dlease refresh your i he prior to building your profile,

Filtrs Jobs

Al Calgores The first stepin our recruitment process is to create a full profile. To create a profile, pleasé click on the *Account’ button i the tap right hand comer of the screen, and select 'Register’, Once you have reqistered, please click on this same button,

and click on 'Profile’ to build your profile. Please complete all applicable menus. Once your profile is complete, you may apply to any current job postings that interest you by using the “Apply" icon located on the respective posting. Thank you.

Clicking on the
personicon:
1) selecting profile!

AllLocations '

Show 10 v |
. opens the profle.
2) selecting logout
) v e ¥ Ulosing Dse g )Iogs outgofthge
TESTING *TESTING™ This Psting in for Testing Purposes ONLY - Please do not apply. st Career Connector.
1018099 Early Years Educator - Full Time (3) - Human Services - Wiarton, Port Elgin and Outreach Areas Jult4, 2018 Defzis
Me098 Food Service Worker (2) - Casual - Brucelea Haven - Walkerton Jul02, 2018 Defzis
a0 Labourer Truck Driver - Full Time - Transportation & Environmental Services - Paisley, ON Jult0, 2018 Defs
8PS Personal Support Worker - Brucelea Haven - Walkerton, ON - ONGOING Detais
MMEPSWG Personal Support Worker - Gateway Haven - Wiarton, ON - ONGOING Delais
) 218RNB Registered Nurse - Brucelea Haven LTC - Walkerton, ON - ONGOING Defes
Al current open job
postings arelisted here. MBRAG Registerd Nurse - Pat Time - Gaeway Haven LTC - Wiron, ON - ONGOING Ehedls
2MERPNG Registered Practical Nurse - Gateway Haven LTC - Wiarton, ON - ONGOING Detais
MERPNB Registered Practical Nurse - Brucelea Haven LTC - Walkerton, ON - ONGOING Detais
Displaying 1 1o 10 of 1 Jobs

«nl ]

For full step by step nstructions an how to create & profile and submit application, pleasa visit our Employment page on the Bruce County website at www.brucecounty.on.ca. Thank you! If you are experiencing issues opening the job posting, fry clearing your history and cookies, restarting your browser
and try again. If this does not resolve the issue, try accessing from a different intemet connection with different maware setings. For technical difficulties, please email: Cortney at clschultz@brucecounty.on.ca

Cliquez ici pour en frangais

© 2004-2048 Avanti Software Inc. ANl Rights Reserved.
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2.0 REGISTERING FOR THE FIRST TIME

Follow these directions to Log into Career Connector

NOTE: If you followed the link from the Bruce County website you can skip to
number 3.

1. Open your internet browser (Chrome, Internet Explorer, Microsoft Edge).

2. In the URL area (address bar at the top of the browser) type in the following
address:

https://myavanti.ca/brucecountycareerconnector

3. You should be taken to a screen which looks like this:

Q 1
Jobs

Account

Welcome to the County of Bruce Career Connector page where all Current Opportunities are listed. We have recently updated our drop down menus, please refresh your internet cache prior to building your profile.

Filters Jobs

All Categories ) . . ) . . . . . .
N The first step in our recruitment process is to create a full profile. To create a profile, please click on the 'Account’ button in the top right hand comner of the sereen, and select Register”.

Once you have registered, please click on this same button, and elick on 'Profile’ to build your profile. Please complete all applicable menus. Once your profile is complete, you may apply to

Al Locations v any current job postings that interest you by using the “Apply” icon located on the respective posting. Thank you.
Show 10 v Q
Job C Title C Closing Date C

4. To register for the first time, click on “‘Account’ in the upper right corner of the
window and then click ‘Register’.
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https://mail.brucecounty.on.ca:444/Avanticareerconnector#/search

2

Account

e prior to building your profile.

utton in the top right hand corner of th reen, and select '"Register’.
ate all applicable menus. Once your ile is complete, you may apply to

Login /
< Register

3 Closing Date

<

5. Career Connector requires a profile registration prior to completing any
application submissions.

Profile Registration

Username *
E-mail *
Password *

Confirm password *

Password Policy

Password must be at least 8 characters long, require at least 1 uppercase character and 1 numeric character.

*The fields with a red asterics are required fields

The Career Connector website allows a self registry to apply for positions posted
within The Corporation of the County of Bruce.
The information required to do so is as follows:

User Name: The Applicant creates a username (email address is recommended.)

Email: Applicant inputs their personal email address.
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Password: The applicant chooses their own individual specific password following
our internal Password Policy stated below.

Password Policy

Password must be at least 8 characters long, require at least 1 uppercase character and 1 numeric character.

Confirm password: Applicant re-enters the password.

Given Name: Applicant enters their given legal name.

Surname: Applicant enters their legal surname.

Initial: Applicant enters their legal middle name initial.

Address: Applicant enters their current address.

City: Applicant enters the city they currently reside in.

Province: Applicant enters the province they currently reside in.
Country: Applicant enters the country they currently reside in.

Postal: Applicant enters the postal code of where they currently reside.
Home Phone: Applicant enters their current home phone number.

Mobile Phone: Applicant enters their current mobile phone number.
*If the applicant does not have a mobile phone they can enter their home phone.

After the applicant has reviewed and confirmed all information inserted, click
‘Register’.

Regisitenr

If all information is entered satisfactory, the system will prompt a message
that looks like below:
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dets Ji;
fonty - Account

Your account has been created.

Please check your email and confirm your registration.

© 2001-2018 Avanti Software Inc. All Rights Reserved.

The applicant must retrieve the email and confirm their registration.
The email they will receive looks like below:

~ M
%@WE x _4 [E_a ﬁ_ | eSS AU T3 10 Maager W mfuls \_l‘ |
ﬁ(- €9 TR =) P A ﬁOneNote L

Confirmyour account - Message (HTML)

b AL Phd 3
a&’ 2 Reaed~ Q Q)

Mark Categorize Follow - Translate Zoom  MyAnaltics

&k Dete Ty R;pu‘y FUWdE@MwEv &Rep\y&De\ete FCeateNew = M?VE Bl Adiors” bed - U | v b
Delete Respond Quick Steps fi Move Tags hi Editing Toom A
Wed 6/27/2018 2:22 PML
employment@brucecounty.on.ca
(onfim your account
A

To Worbey Sthuz

Ation tems + Get moreapps

Thank you for registering for The Corporation of the County of Bruce Career Connector site. Please confirm your account by clicking the ‘Confirmy ik below. Once complete, the firs step in our recruiment process is to create a full profle. To create a profile once
logged in,pleass click on the 'Account' bution in the top right hand comer of the screan, and select Profile’. Plaase complete all applicabls menus. Oncs your profl is complts, you may apply to any currant job postings that intarests you by using the “Apply’ icon

Iocated on the respective posting. f you have any questions, please contact Coringy Schultz at clschuliz@brucecounty.on.ca. Thank you

Confirm

The applicant must click on the blue “‘Confirm’ hyperlink, to finalize the set up.
Once the email is confirmed you will receive the message below.

e
i Account

Your email has been confirmed. You may now login.

Click here fo Log in

© 2001-2018 Avanti Software Inc. All Rights Reserved.
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3.0 LOGGING INTO CAREER CONNECTOR

The applicant can log into the Career Connector as a registered applicant and
finish the profile. To login click “Login’ on the main home page of the Career
Connector website.

Career Connector Login

2 2001-2018 Avanti Software Inc. All Rights Reserved

The applicant must enter the username and password, that was set up upon
registering.

Forgot your password? Click on the forgot your password link. The applicant
will be required to insert the username to retrieve the password associated
with that Career Connector profile.

Forgot your username? Click on the forgot your username link and you can
retrieve your username via the email used to set up the profile.

e Applicants are expected to develop a profile prior to submitting
applications

e The applicant profiles are purged every two years.

e Each applicantion will require a resume uploaded.
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4.0 BUILDING A PROFILE

Prior to applying to a posting, an applicant must build a profile. To access the
profile, click on the person icon button in the top right hand corner of the
home page in Career Connector and select “Profile’.

€ = | # Sequre | hittps/mailbrucecounty.on.caddd AventiCareerConnactor LI

w hops ‘ (Caner Connectze ‘ p ‘ Oriozrdng ) Gresnshid [} Inivanet o [ Hanard-témin [} Hanard-Emplyee [} OFce25 (5 Google 3 Pes 4 Bruce County t Mailhimg [} A () OMERS [} TS DeskTracker

Testing

Profile

Welcome to the County of Eruce Career Connector page where all Current Opportunities are listed. We have recently updated our drop down menus, please refresh your intermet cache pri Logou

‘lters Jobs

Al Gtegoes The first step in our recruitment process is fo create a full profile. To create a profile, please click on the 'Account' button in the top right hand corner of the screen,

and select 'Register'. Once you have registered, please click on this same button, and click on "Profile’ to build your profile. Please complete all applicable menus.
Al Locations v Onca your profile is complets, you may apply to any current job postings that interest you by using the “Apply” icon located on the respective posting. Thank you.

The applicant menus located within the profile consist of the following:

Testing Testing

Username: Testing

= Education

== Employment

'

~ Skills

Certificates

R

Licenses

AR nMemberships
& Applied Jobs
B Job Offers

I i Change Password
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Please note the following when creating a User Profile.
e Fields with an asterisk (*) are mandatory.

e The “Status’ field under all menu headings, needs to be marked as ‘Completed’
in order to qualify for the job requirement to recognize the completion of that
specific entry when matching skill sets at the recruiting level.

e |f the desired selection is not in the drop down list, the applicant must choose
“Other” and enter the details in the comment section of that particular entry.

e The skills menu requires a renewal and expiry date. If the skill does not qualify
for these dates, please just enter todays date.

4.1 PERSONAL MENU

The Personal menu is the personal information that was entered when registering for
the Career Connectors Page so there should be no need to complete this menu unless
there is changes to personal information. You can modify your personal information
any time in this menu.

The menu looks like the below:

Personal Information

E-mail *

Given Name * Surname ~* Initial

Lynmn Testing
Address ™ city ©
30 Park Street Walkerton

Province ™ Country ” Postal *

Ontario |Z| Canada |ZI MNOG2W0

Home Phone * Mobile Phone *

519-881-5874 519-881-5846

Preferred Language

English |Z|
E ChangePassword
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4.2 EDUCATION MENU

The Education menu provides the ability for applicants to insert, view and modify
their education. The mandatory minimum entry for this menu is one entry.

To insert an entry, click on the ‘Add’ button beside the ‘Education’ title.

User Profile

Testing Testing Education ____g

Usemame: Testing
“If you are still currently enrolled in the education please select the option 'Incomplete’ from the 'Status’ field. *In the "To Date’

L Personal field, insert your anticipated completion date_” "If your program is less than one year, please enter 1.7
™= Education Major Minor Years of Grade

Study Study Designation Institute Program Standing GPA Status From To
o Employment

No data to show.
A Skills
# cCenificates
BR Licenses
Akt Memberships
5 Applied Jobs

W Job Offers

@ Change Password

The following menu will appear:

Add Education

Major Study

Minor Study

Dresignation

Institute

El B B] E]

Years of Program

Grade Standing

[]

GPA

Status

e =

From Date =

To Date ™

Save Cancel
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Major Study, Minor Study
Displays the Major Study and Minor Study.

Designation

Displays the selected designation. These codes are used to define the designations or
levels of achievement earned by employees and can be used in conjunction with the
other Education codes when inserting an employee’s educational records under
Formal Education.

Institute

Displays the institute. These codes are used to define the Institutions that employees
have attended and can be used in conjunction with the other Education codes when
inserting an employee’s Courses and Formal Education.

Year of Program
Provides the ability to enter the number of years of the program.

Grade Standing

Displays the grade/standing code from the drop down menu of the below options:
e Course Deferred

Course Failed

Course in Progress

Course Incomplete

Course Passed

GPA
Displays the Grade Point Average (GPA). GPA must be a value between 0.0 and 4.3.

Status
Select the current Status of the Education for the employee from the predefined
drop-down list which includes the following options:

e N/A

e Complete

e Incomplete

e Exempt

From Date
Displays the date the applicant started the program.

To Date
Displays the date the applicant completed or expects to complete the program.
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4.3 EMPLOYMENT MENU

The Employment menu provides the ability for applicants to enter their prior
employment information.

To insert an entry, click on the ‘Add’ button beside the ‘Prior Employment’ title.

Prior Employment

*If you are currently still at this place of work, please leave the "To Date' field blank.*

Position Description Company Supervisor Title Phone E-Mail From To

No data to show.

The following menu will appear:

Syl Pirikcr Emepbonyn st

Somrion =
e 5o ripiSoan =

Foom 5o Por Lesaneilng
oy e

ey WL

TeorTiEET

ELnpem rarl SO

Sddre s

Sre sz

e

A e

Cmeemectie

o sial Seoche
= oo

T
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Position
Enter the position held for the prior employment.

Description

Enter a description of the prior employment position.

Reason for Leaving
Enter a reason for leaving.

Pay Rate, Pay Unit
Enter prior wages for the applicant.

Company
Enter the company for the prior employment.

Supervisor
Enter the supervisor for prior employment.

Title
Enter the supervisor’s title.

Address, Address2 City, Province, Country, Postal Code

Enter the address of the prior employment.

Phone, Fax

Enter the phone and fax number for prior employment.

Email
Enter an email address for prior employment.

From, To

Enter the start and end date of the prior employment.
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4.4 SKILL MENU

Skill Codes identify the levels of competency achieved through experience, culture
or environment. The Skills menu provides the ability for applicants to enter their skill
information.

These could include such skills as:
e Fluency in other languages
e Literacy in other languages
e Ability to operate machinery or equipment that does not require standardized
training or certification
e Volunteer skills achieved
o Skills achieved through hobbies and activities outside the work environment

To insert an entry, click on the ‘Add’ button beside the “Skills & Experience’ title.

Skills & Experience H

*Please select today's date in the '"Qualification/Renewal’ Dates field if the skill does not have a qualify/renewal date.*
*If your desired selection is not in drop down list, please choose "other™ and enter details in the comment section.”

SKill Level Comments Status Qualification Date Renewed Date Expiry Date

No data to show.

The following menu will appear:

Aucld SkKills

sSkill &

Skill Lewel

Status
S —— =]
Qualify Date

Remnewed Date

Expiry Date

Sawe Canmncel
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4.5 CERTIFICATE MENU

A certificate can be achieved through volunteer activities, on-the-job mentoring, by
participation in hobbies or sporting activities, or company-required certificates.
The Certificates menu provides the ability for applicants to enter their certificate
information.

To insert an entry, click on the ‘Add’ button beside the *Certificates’ title.

Certificates ————— “

*If your desired selection is not in drop down list, please choose "other" and enter details in the Description section.”

Type Id Description Status Issued Renewed Expiry

No data to show.

The following menu will appear:

Add Certificates

Certificates ™

Certificate Id

Description

Status

-

-

Issued Date

E=
Renewed Date

=
Expiry Date

=

Save Cancel
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Certificate
Select a certificate type from a user defined list.

Certificate ID
Enter up to 20 alphanumeric characters for the Certificate ID, when applicable.

Description
Enter a description associated with the certificate which can be up to a maximum of
50 characters.

Status
Select the current Status of the Certificate from the predefined drop-down list which
includes the following options:

e N/A
Complete
Incomplete
Exempt

Issued Date
Enter the date the certificate was completed, if applicable.

Renewed Date
When the Status is complete, a renewal date is required when the certificate has an
expiry.

Expiry Date
Enter the date the certificate expires, if applicable.
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4.6 LICENSE MENU

License codes track licenses held by employees and their validity period. The License
menu provides the ability for applicants to enter their License information.

To insert an entry, click on the ‘Add’ button beside the ‘License’ title.

Licenses ————( “

*If your desired selection is not in drop down list, please choose "other" and enter details in the License ID section.”

Type Class Id Status Issued Renewed Expiry

No data to show.

;I'he following menu will appear:

Add Licenses

License Type *

License Class

License Id *

Status

MNAA E

Issued Date

=
Renewed Date
=
Expiry Date
=
Save Cancel
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License Type
Select a “‘License Type’ from a user defined list.

License Class
Select a ‘License Class’ from a user defined list.

License ID
Enter the “License ID” when applicable.

Status
Select the current status of the license for the employee from the predefined drop-
down list which includes the following options:

e N/A

e Complete
e Incomplete
e Exempt

Issued Date
Select the date the license was issued.

Renewed Date
Enter the renewal date, if applicable.

Expiry Date
Enter the date the license expires, if applicable.
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4.7 MEMBERSHIP MENU

Membership Codes track Memberships held by employees and their validity period.
The Membership menu provides the ability for applicants to enter their Membership
information.

To insert an entry, click on the ‘Add’ symbol beside the ‘Membership’ title.

*If your desired selection is not in drop down list, please choose "other" and enter details in the Membership ID
section.*
Membership Id Status Start Renewed Expiry

No data to show.

The following menu will appear:
P —————

Add Memberships

Membership *

Membership Id

Status
A E

Start Date

m
Renewed Date

En
Expiry Date

Em

Save Cancel
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Membership

Select a membership from a user defined list.

Membership Id

Enter the ‘Membership ID* when applicable.

Status
Select the current status of the membership for the employee from the predefined

drop-down list which includes the following options:

N/A
Complete
Incomplete
Exempt

Start Date
Enter the completed date.

Renewed Date

Enter the renewal date, if applicable.

Expiry Date

Enter the date the membership expires, if applicable.
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5.0 DELETING AND MODIFYING AN ENTRY

Once you have an entry in your profile, under any heading, you can modify or delete
the entry at any tilme. To do so, you must go into the respective heading and click on

the ‘modify’ or ‘delete’ icons, whichever is applicable.

Testor Test
Username: TEST123

Personal Employment Skills Certificates Courses Licenses Memberships References

Ed Education

Fill in your education information and click "Save”. *Status Field must be set to complete in
order to qualify for that education.®

Years of Grade
Major Study Designation Institute Program Standing GPA From To
H A : .

Master's Canadian Construction Completed  Nov 11, MNov 27,
Degree Association 2015 2015

n n Personal Support Certificate Centennial College 0 0 Completed  Oct 05, Oct 12,
Waorker 2015 2015

When you click on modify icon the entry come up and you are able to modify
whichever fields applies.

Add Education

Major Study

Minor Study

Designation =

MMasters Degree

Institute

B B K] [E]

Years of Program

(o]

Grade Standing

[

L] SN
(o]

Status

Completad [-]

From Date

MNMow 11 2015 =m
To Date ™
MNMow 27 2015
Sawve Cancel

When you click on the delete icon. The entry is automatically deleted.
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6.0 APPLIED JOBS MENU

The Applied Jobs menu provides the ability for applicants to review their history on
which jobs they have applied for in the past. Below is a screen shot of an example on
how the historical items will be listed.

Your Applied Jobs

MNow 30, 2015 c 04, 2015 Director of Care, Brucelea Haven Director of Care Brucelea Haven Long Term Care Home Brucelea Haven
Date Applied

Displays the date the job application was submitted.

Closing Date
Displays the closing date of the position that was applied for.

Position

Displays the position that was applied for. This will display the position from the
requisition, if a requisition is attached to the application. If no requisition is
attached to the application, the position selected in the Preferences section of the
application will be displayed.

Job Description
This will display the job description from the requisition, if a requisition is attached
to the application.

Location

This will display the location from the requisition, if a requisition is attached to the
application. If no requisition is attached to the application, the location selected in
the Preferences section of the application will be displayed.
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7.0 APPLYING FOR JOBS

Once the profile is complete, you can submit your application. Click on the details
button beside the posting. Once the posting is open, you can click on the *Apply’
button.

Q 3
Jobs Testing

Welcome to the County of Bruce Career Connector page where all Current Opportunities are listed. We have recently updated our drop down menus, please refresh your internet cache prior to building your profile,

filters Jobs
All Gategories " The first step in our recruitment process s to create a full profile. To create a profile, please click on the 'Account’ button in the top right hand corner of the screen,
and select 'Register’. Once you have registered, please click on this same button, and click on 'Profile’ te build your profile. Please complete all applicable menus.
All Locations v Once your profile is complete, you may apply to any current job postings that interest you by using the “Apply” icon located on the respective posting. Thank you.
Show 10 v Q
Job o Title % Closing Date 3

TESTING "TESTING™ This Posting in for Testing Purposes ONLY - Please do not apply. ﬂ [3 Detalis

*TESTING** This Posting in for Testing Purposes ONLY - Please do not
apply.

Company

County of Bruce

Location

Human Resources

Opening Date

Jum 11, 2018

Starting Date

Oct 01, 2018
Requirements

Type Description Status

DIPLOMS HUMAM RES College Diploma Required Before Job Staris
ANANTIO AMANTI software Experience Recommended

COMKWY 0 Communication Skills - Werbal Required Before Job Staris
COMNWY O Communication Skills - Written Required Before Job Staris
COMP 3 Computer Skills in Microsoft Office Suite Required Before Job Starts
DATA O Database Management Required Before Job Staris
EXCELZ 0 Intermediafe Excel Required Before Job Starts
EXFZ20 2-3 Years Experience Required Before Job Staris
HCM-EX 0 Experience with Human Capital Management Software {(HCM) Required Before Job Staris
INTPER O Interpersonal Skills Required Before Job Staris
ORGHN O Organizational Skills Required Before Job Staris

—
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8.0 RESUME AND COVER LETTER UPLOAD

Clicking on the “Apply’ button provides the ability for applicants to upload their
resume, cover letter and an additional documents.

Resume

Upload Resume

Browse_ | Mo file selected.

Upload Cover Letter

Browse_ | Mo file selected.

Upload Other Document

Browse_ | Mo file selected.

Here are the extensions and formats that we accept for document uploads:

File Upload Settings

Temp Folder Path, Antivirus Scan Command Line and Antivirus Scan Command Line Parameters are required to enable file uploading in the Career Connectar.
Allow Resume Uploading
Allow Cover Letter Uploading

Allow Other Documents Uploading

File Size Limit In B',rteszugﬁ52

Allowed Document Extensions

doc, docx, pdf, t«t, itf, jpg, jpeq. png, wps, odf, od

Temp Folder for Antivirus Scans|
c:\temp

Antivirus Command Line

"C:\Program Files\Microsoft Security Client\MpCmdRun_exe"

Antivirus Cc d Line Par;

ters|
r‘|—Scan -ScanType 3 -File "§file”

Antivirus Scan Success Codes

0

Populate Antivirus settings with default values for an Antivirus provider by selecting a provider then clicking the Update Antivirus Settings button. The path to the command line program
uses the default install location and might need to be updated depending on your installation.

Antivirus Command Line Parameters Variables List

« §$file - Path to file to be scanned.
« $temp - Temp folder for antivirus scans.

ESET NOD32 : [ Update Antivirus Settings
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