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We appreciate your interest in VCC. This document was intended to guide you 
through the application process.  
 
If you encounter any issues while following the application process, please 
feel free to email hrcentral@vcc.ca for assistance. Thank you. 

Thank you! 

mailto:hrcentral@vcc.ca
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Step 3 Step 2 Step 1 

Creating an Application Finding a Posting 

Applying for a Faculty 
Position  

Applying for a Support 
Staff or Administrative 

Position 



Creating an Application 
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Head to careers.vcc.ca! 
 

https://careers.vcc.ca/applicants/jsp/shared/Welcome_css.jsp
https://careers.vcc.ca/applicants/jsp/shared/Welcome_css.jsp


5 

Click the “Create Account” button on the left 
side of your screen. 

 

Click Here! 

Creating an Application 
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3. If you’ve created an application before 
you can click here to login (Skip to page 8) 
*Please note that applications created before July 17th, 

2018 will no longer exist. 

2. If you have a Linkedin account, click 
this button and provide your Linkedin 
email and password 

1. If you have never created an account 
on our new Careers website, click here! 

Creating an Application 



7 

Fill in your information! 
* You can upload your resume now or at 
a later stage. 

After you’re done, click here: 

Creating an Application 
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Finding a Posting 

Click on the appropriate Employment group that best suits 
the type of employment you are looking for! 
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Finding a Posting 

Click on the job you would like to apply to. 
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Applying to a Posting 

Click on the “Apply for this Job” Button 
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Fill in any blank boxes with the correct information. 
The information will be saved for later use. 

Applying to a Posting 
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Skip to page 17 if you are not applying for a Faculty Position  

Applying to a Faculty Posting 

Click this button to 
add your 
educational history 

Read the instructions provided 
and click the “Add Educational 
History Entry” button 
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Skip to page 17 if you are not applying for a Faculty Position  

Applying to a Faculty Posting 

Fill in the information. 
The * indicates required 
fields. 
 
You can add additional 
entries by clicking on the 
“Add Educational History 
Entry” Button 
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Skip to page 17 if you are not applying for a Faculty Position  

Applying to a Faculty Posting 

Fill out the additional 
information requested 
and press “Next” 
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Skip to page 17 if you are not applying for a Faculty Position  

Applying to a Faculty Posting 

Read the instructions provided 
and click the “Add Employment 
History Entry” button 
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Skip to page 17 if you are not applying for a Faculty Position  

Applying to a Faculty Posting 

Fill in the information.  
 
 
You can add additional 
entries by clicking on the 
“Add Employment History 
Entry” Button 
 
Then press “Next” to 
continue 
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Click on “Add Required Resume” 

Applying to a Posting 
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You have two options to provide 
your resume: 
 
1. Upload a PDF copy of your 
resume by pressing the “Choose 
File” button 

2. Click on the “Use previously 
Uploaded Resume” to find an old 
resume you had uploaded into the 
system for use 

Applying to a Posting 
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If you chose to use a previously uploaded resume, click on the correct 
resume and press “Add to my Application”  

Applying to a Posting 
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If you chose to use a previously uploaded resume, click on the correct 
resume and press “Add to my Application”  

Applying to a Posting 
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Next Click “Add Required Cover Letter 

Applying to a Posting 
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You have two options to provide 
your resume: 
 
1. Upload a PDF copy of your 
resume by pressing the “Choose 
File” button 

2. Click on the “Use previously 
Uploaded Cover Letter” to find an 
old Cover Letter you had uploaded 
into the system for use 

Applying to a Posting 
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Review the information and click the 
“Certify and Submit” button 
 
If you see the red notification, 
please go back and review the 
information provided as you may 
have missed something. 

Applying to a Posting 
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1. Please read the certification carefully, 
2. Click on the small box besides “I certify…” 
3. Enter your initials 
4. Press the “Submit this application box to complete the process 

2 

4 3 

1 

Applying to a Posting 
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You will see this page appear along with an email sent to you to 
confirm that the application was submitted successfully. If you do not 
receive an email, please email hrcentral@vcc.ca for verification 

Applying to a Posting 

mailto:hrcentral@vcc.ca
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You can review your application by clicking the 
“Your Applications” Button on the Left hand side of 
the screen. 
 
Please note that you will only be contacted by VCC 
if you have been selected for an interview. 
 
Thank you again for applying to VCC. 

Applying to a Posting 
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