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External Applicants (Internal Applicants sk ip to page 12.)  

 

 
 
 

 
 

 

STEP 1 
Navigate to the Clemson webpage by going to 
http://www.clemson.edu/employment/ and clicking on 
Employment Opportunities. 

STEP 2 
Click on the External Applicant Job Board 
hyperlink. 
 

External applicants can view job postings 
without registering but are required to register 
and sign in to apply for a position. 

STEP 3 
Click on the New User hyperlink to 
register. 

http://www.clemson.edu/employment/
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STEP 4 
If you are a registered applicant, sign in using 
your User Name and Password.  
If you are a first-time user, click the Register 
Now hyperlink to create a User Name and 
Password. 

Important Information: New users must complete the profile page, including acknowledging 
the terms of service, then click Register. You will be returned to the Job Search Page. 

Important Information: Position information includes job duties as well as the education 
and experience and the skills and competencies required for the position. 
 

STEP 5A 
Search for jobs by scrolling through the job list 
OR look for a particular job/area by filtering by 
Recruiting Location, Department, Job Family, Job 
Function, or the year the job was posted. 

STEP 5B 
Select the position title hyperlink to view 
the position information. 
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STEP 6 
To apply to a single position, click the 
position title hyperlink then click Apply. 

OR 
To apply to multiple positions at one time, 
check the box beside each position you 
want to apply to then click Apply for 
Selected Jobs. 

OR 
To submit an application without selecting a 
job, click Apply Without Selecting a Job. 

Important Information:  There are six steps in the staff application process. Your progress 
is displayed at the top of each screen. If you save the application as a draft, you can exit and 
return as needed. 
 

Important Information:   

Prior to applying for a position, gather the following information:  

• Educational background 
• References  
• Employment background  
• An electronic PDF or Word version of any documents you would like to attach 

(resume, cover letter, vitae, writing samples, etc.) 
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Application Process 

 
 

 

 

 

 

STEP 1 
Read the terms of service, check the 
acknowledgement box and click Next. 

STEP 2 (Options for attaching your resume/cover letter) 
Click Attach Resume then select the file you wish to upload.                            

OR 
Click Use Existing Resume to use a resume you have previously 
uploaded. Click the radio button of the resume you wish to use 
when prompted to do so.  

OR 
Click Copy & Paste Resume to copy and paste a resume if your 
resume is not a Word or PDF document. Copy and paste the 
document into the textbox. 

AND 
Attach a cover letter by clicking Attach Cover Letter. 
 
Click Next to go to the next step. 
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STEP 3B 
Enter requested information, and, if 
your work experience is complete, 
click Save to return to the main 
Education and Work Experience page 
to add your education information. 

OR 
Click “Save and Add Another” to add 
additional work experience. Click 
“Save and Add Another” for each 
work experience you want to add. 

STEP 3A 
Click Add Work Experience to enter 
your relevant work history in 
chronological order beginning with 
your most recent employer. 
 

Important Information: Entering your education and work experience is required to be 
considered for Clemson University positions.  Providing a resume alone is insufficient.  Even if you 
attach a resume, you must complete all sections of the application.  Please be sure to follow the 
entire application process. 
 
 



Quick Reference:  
Applying for a Staff Position 

Office of Human Resources 1/8/2016 Page 6 of 23 

 

 

 

 

 

 

        
 

 

 

 

 

 

 

STEP 3C 
Click Add Education Degree to enter 
your educational background in 
chronological order beginning with 
your most recent school/degree. 
 

STEP 3D 
Enter requested information. 
Click “Save and Add Another” if you 
have additional educational 
information you wish to add. 

OR 
If your educational experience is 
complete, click Save to return to the 
main Education and Work Experience 
page to add volunteer service 
information. 
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STEP 3E 
Click Add Volunteer Service to enter 
your volunteer service activities in 
chronological order beginning with 
your most recent activity. 
 

STEP 3F 
Enter requested information. 
Click “Save and Add Another” if you 
have additional volunteer service 
activities you want to add. 

OR 
If your volunteer service is complete, 
click Save to continue to the next step 
in the application process. 
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STEP 4 
Click on the appropriate button to 
Add Licenses, Add Certifications, Add 
Language Skills or Add Job Related 
Skills. 
  
Click Next when finished to continue. 
 

Important Information: If a license or certification is required for the position, be sure to 
include it in your application. Instructions are below. 
 
 

Important Information: Add at least three references who are familiar with your work. 
References should include at least two managers or supervisors.  
 
 

STEP 5A 
Click Add Reference to provide a 
reference’s name, title and contact 
information.   
Click Add Reference again to add 
additional references. 
Click Next to continue. 
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STEP 5B 
Complete the Application 
Questionnaire by selecting the “Yes” 
or “No” radio button or entering 
comments for each question. 
Click Next to continue. 

STEP 7 
Click the edit icon  to review 
and/or edit your application. 
Click Submit Application to complete 
the application process. 

STEP 6 At this point in the application process you will be given the opportunity to voluntarily 
share information regarding disability, veteran status and diversity status. Provision of this 
information is voluntary. The information is used to assist Clemson University in complying with 
federal and state requirements, including Equal Employment Opportunity record keeping. 
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Important Information: Once the application has been successfully submitted, you will be 
taken to a confirmation page. If you want to view or apply for additional jobs, click the Return 
to Job Search hyperlink at the bottom of the Confirmation page. 
 
 

On the My Activities page, click the job title to view your 
submitted application or click the Withdraw button to 
remove your application. 

TIP 
You can request that new 
positions matching specific job 
titles be emailed to you when 
they are posted.  
Enter a job title in the Name My 
Search field. 
Check “Notify me when new jobs 
meet my criteria.”  
Enter your email address. 
Click Save Search. 
 

Access your My Activities page 
by logging into 
http://www.clemson.edu/emplo
yment/ and clicking on 
Employment Opportunities.  My 
Activities is located in the My 
Notifications section. 

http://www.clemson.edu/employment/
http://www.clemson.edu/employment/
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TIP  
You can email a job posting to a friend.  
Click Email to Friend. 
Enter the email address to which you 
want the posting sent. 
Click Send. 
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Internal Applicants 

 

 
 

 
 

 

STEP 1 
Navigate to the Clemson webpage by going to 
http://www.clemson.edu/employment/ and clicking on 
Employment Opportunities. 

STEP 2 
Click the Internal Applicant Job 
Board (Current Employees) hyperlink. 

STEP 3 
Log In to PeopleSoft using your 
Clemson user ID and password. 
Click Sign In. 

http://www.clemson.edu/employment/
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STEP 5A 
Search for jobs by scrolling through the job list 
OR look for a particular job/area by filtering by 
Recruiting Location, Department, Job Family, Job 
Function, or the year the job was posted. 

Important Information: Position information includes job duties as well as the education 
and experience and the skills and competencies required for the position. 
 

 
 

STEP 5B 
Select the position title hyperlink to view 
the position information. 

STEP 4 
Navigate to Main Menu > Self 
Service > Recruiting > Careers to 
search for available positions. 
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Important Information:  There are six steps in the staff application process. Your progress 
is displayed at the top of each screen. You can exit the application at any time. 
 

Important Information:   

Prior to applying for the position, gather the following information:  

• Educational Background 
• References  
• Employment Background  
• An electronic PDF or Word version of any document you wish to attach 

(resume, cover letter, vitae, writing samples etc.)  

 

STEP 6 
To apply to a single position, click the 
position title hyperlink then click Apply. 

OR 
To apply to multiple jobs at the same time, 
check the box beside each position to which 
you wish to apply then click Apply for 
Selected Jobs. 

OR 
To submit an application without selecting a 
position, click Apply Without Selecting a Job 
at the bottom of the page. 
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Application Process 

 
 

 

 

STEP 2 (options for attaching your resume/cover letter) 
Click Attach Resume and select the file you wish to upload. 

OR 
Click Use Existing Resume to use a resume you previously uploaded. 
Click the radio button of the resume you wish to use when 
prompted to do so.  
                                   OR 
Click Copy & Paste Resume to copy and paste a resume that is not a 
Word or PDF document. Copy and paste the document into the 
textbox. 

AND 
Attach a cover letter by clicking Attach Cover Letter. 
 
Click Next to move to the next step. 
 

STEP 1 
Read the terms of service, check the 
acknowledgement box and click Next. 
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STEP 3A 
Click Add Work Experience to enter 
your relevant work history in 
chronological order beginning with 
your most recent employer. 

Important Information: In order to be considered for a position at Clemson University, you 
are required to enter your education and work experience in the provided sections of the 
application. Attaching a resume without completing all sections of the application is 
insufficient. Please be sure to follow the entire application process. 
 

STEP 3B 
Enter all requested information for 
the work experience being described. 
 
To add additional work experience, 
click “Save and Add Another.” Click 
“Save and Add Another” for each 
work experience you want to add. 
 
When you’ve entered all of your 
relevant work experience, click Save 
to return to the main Education and 
Work Experience page to add your 
education information. 
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STEP 3D 
Enter the requested information. 
 
To add additional educational 
information, click “Save and Add 
Another.” 
 
When you’ve entered all of your 
education degrees, click Save to 
return to the main Education and 
Work Experience page to add 
volunteer service information. 
 

STEP 3C 
Click Add Education Degree to enter 
your educational background in 
chronological order beginning with 
your most recent school/degree. 
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STEP 3F 
Enter requested information. 
 
To enter additional volunteer service, 
click “Save and Add Another.”  
 
When you’ve entered all of your 
volunteer service, click Save. (Clicking 
Save will return you to the Education 
and Work Experience page.) 
 
Click Next to continue the application 
process. 
 

STEP 3E 
Click Add Volunteer Service to enter 
your volunteer service activities in 
chronological order beginning with 
your most recent activity. 
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STEP 4 
Click on the appropriate button to 
Add Licenses, Add Certifications, Add 
Language Skills or Add Job Related 
Skills. 
Click Next when finished to continue. 
 

Important Information:  If a license or certification is required for the position, be sure to 
add it using the instructions below. 
 
 

Important Information:  Add at least three references who are familiar with your work and 
answer several employment related questions. References should include at least two 
managers or supervisors.  
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STEP 5A 
Click Add Reference to provide a 
reference’s name, title and contact 
information.   
Click Add Reference again to add an 
additional reference. 
Click Next to continue. 
 

STEP 5B 
Complete the Application 
Questionnaire by selecting the “Yes” 
or “No” radio button or entering 
comments for each question. 
Click Next to continue. 
 

Important Information: At this point in the application process you will be given the 
opportunity to voluntarily share information regarding disability, veteran status and diversity 
status. Provision of this information is voluntary; it assists Clemson University in complying 
with federal and state requirements, including Equal Employment Opportunity record keeping. 
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Important Information: Once your application has been successfully submitted, you will be 
taken to a confirmation page. If you wish to view or apply for additional jobs, click the Return 
to Job Search hyperlink at the bottom of the Application Confirmation page. 
 
 

STEP 7 
Click the edit icon  to review 
and/or edit your application. 
Click Submit Application to complete 
the application process. 
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TIP 
You can request that positions 
matching specific job titles be 
emailed to you when they are 
posted.  
Enter a job title in the Name My 
Search field. 
Check “Notify me when new jobs 
meet my criteria.” 
Enter your email address. 
Click Save. 

On the My Activities page click the job title to view your 
submitted application. Click the Withdraw button to remove 
your application. 

Access your My Activities page 
by logging into 
http://www.clemson.edu/emplo
yment/ and clicking on 
Employment Opportunities. My 
Activities is located in the My 
Notifications section. 
 

http://www.clemson.edu/employment/
http://www.clemson.edu/employment/
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TIP  
You can email a job posting to a friend.  
Click Email to Friend. 
Enter the email address to which you want 
the posting sent. 
Click Send. 
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Important Information: If you are selected for a position at Clemson University, you will 
receive email notification that a job offer is available for your review. The instructions below will 
assist you in accessing the offer. 
 

 

STEP 1B 
Navigate to the Clemson Website by going 
to http://www.clemson.edu/employment/ 
and clicking on Employment Opportunities. 

STEP 1A 
Access your job offer by clicking 
the hyperlink included in the email 
notification. 

http://www.clemson.edu/employment/
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STEP 4 
Click View Offer in My 
Notifications. 

STEP 2 
Log In using your user ID and 
password. 

STEP 3 
Click My Notifications on the 
Careers page. 
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STEP 5 
Click the Offer Letter hyperlink to 
review the job offer details. This will 
open the offer letter as a PDF 
document. 

STEP 6 
Review all other attachments. 
Documents marked Action Required 
must be completed and returned to 
Clemson University in person or by 
uploading them here.  

STEP 8 
Click Upload documents if you 
want to submit documents 
here.  

STEP 7 
Check the acknowledgement stating you 
have reviewed and understand the job offer. 
Click Accept to accept the job offer OR 
Reject to decline the offer. 

STEP 9 
Click Choose File and select 
the file you want to upload. 
Click Upload. 
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Important Information: If the offer letter does not appear after you hit Print, check that your 
browser’s pop-up blocker is off.  

 

Note:  
A confirmation message of your acceptance 
will display.  

Important Information: You will be prompted to rename the file (if desired).  
 

 

STEP 10 
If you want to change the file 
name, enter the new file name 
in the Description text box and 
click OK to upload the 
document. 

STEP 11 
Select the documents you want to submit to 
Clemson University and click Send Selected to 
Recruiter. 
You can delete documents by clicking the 
corresponding trash can icon. 
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Frequently Asked Questions (FAQs) for 
Applicants 

 

The Office of Human Resources, revised 12/7/2015 

General Questions 

How does the application process change after the upgrade to PeopleSoft 9.2? 

Applicants will follow the same log in procedures they always have. Once internal applicants log 
in, they will be able to search with new query options; otherwise everything remains unchanged. 

How do I apply for a faculty position? 

Currently, nothing will change about the way faculty apply for positions. 

What messages can applicants expect during the application process?   

An applicant can expect the following communications during the application process: 

• Confirmation that the application was received (submitted) 
• Notification that the application was forwarded to the manager for review, if 

applicable 
• Notification that the applicant has been selected/scheduled for interview, if 

applicable 
• Notification that the candidate has a job offer pending, if applicable 

o Confirmation of the candidate’s acceptance/rejection of the job offer, if 
applicable 

• Notification, after the position is filled, that the candidate was not selected for the 
job, if applicable 

 

What communications does an applicant receive during the interview process?   

Applicants chosen for interviews are notified of their scheduled interview appointment and 
will be sent an electronic meeting invitation that can be loaded to a calendar. 

 

 

 

  



  

  

Resources 
 
Policies and Procedures:  

Clemson University Policies and Procedures Manual 
 
Related Forms:  

HR Professionals Webpage 
 

Systems: 
 PeopleSoft/CUBS 

 
Please send requests for additional information to Ask-HR.   
 

http://workgroups.clemson.edu/FIN5337_HR_POLY_PROC_MANUAL/disclaimer.php
http://workgroups.clemson.edu/FIN5337_HR_POLY_PROC_MANUAL/disclaimer.php
http://www.clemson.edu/employment/professionals/index.html
http://www.clemson.edu/cubs
http://www.clemson.edu/employment/contact_hr/
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