Apply for a posting — UM Careers (external)

A guide for applying to postings on the external UM Careers website.

Accounts for UM Careers are external and should be created using a personal email address that you
regularly access. Avoid using a work or student email that you might lose access to in the future.

Logging into UM Careers

1. Navigate to the UM Careers website (https://viprecprod.ad.umanitoba.ca/).

2. From the UM Careers home page, click “SIGN IN” in the top right corner.
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Welcome to our Recruitment Site

3. Login with the username or email address and password you created your account with and
click the “Connect” button. If successful, you will be redirected to the UM Careers home page.

Connect to your account

Email address or Username

Password

Forgot password?

Connect

e If you do not have a UM Careers account, you can create one by clicking “Create one”
below the “Connect” button.

e |If you do not remember your password, click the “Forgot password?” link under the
password field and continue follow the prompts to reset your UM Careers password.
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Applying to a posting

1. Click or search for a posting/requisition you would like to apply for.

Search: @

Job Title

Job Type

Manitoba

Sort: Posting Date

Reglon
Location

Part Time_. Fort Garry Campus [011]

Advanced Search ¥

b

Posting Share
Date

Mov/06/2025

linlf

2. Read through and understand the posting details and click the “Apply” button.

Job Type : Temporary, Part Time
Region - Manitoba
Location : Fort Garry Campus

Expected Start Date : Nov/20/2025
Posting End Date : Now/20/2025

Expected Hires : 4

Reguisition No

Job details:
Course:

Start date:

End date:

Work schedule:

Expected total hours:
Hourly rate:

U= Xink £}

Advertised until: November 20, 2025

For more information please contact:

3. Complete Step 1 by entering or updating your personal and complete the applicable fields,
dropdowns, and checkboxes as necessary.

* First Name
* Surname
* E-mail Address

Changing your e-mail address will also change the e-mail address used to sign in.

Address
City
Frovince: MANITOBA
Country . Canada
Postal Code
*Home Phone :  (431)
Other Telephone
How did you hear about us :

W

If you are being referred by an employee, please indicate his/her name :

1 am a former employee Employee number :

Please provide the information below. Fields marked with an asterisk () are mandatory.

Check this box to confirm :

1 certify that I have carefully read the foregaing application 2nd I declare that the stztements made by me
thersin are correct. Pursuant to the provisions of the *Personal Investigations Act” (p.33, Statutes of Manitoba), T

¢ Once the above is completed, click the “Next” button in the bottom right to continue to

Step 2.
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4. Complete Step 2 by answering the applicable questions on the questionnaire and click the

“‘Next” button in the lower right to continue to Step 3.

STEP 2
Questionnaire

1. Can you legally work in Canada?

W

2. Have you worked at the University of Manitoba?

AY

* 3. What is your student status in Manitoba?

4. Has there ever been an academic dishonesty finding against you at the University of Manitoba?

v

5. Have you successfully completed the course for which you are applying to be a Grader/Marker or TA for?
Q ves
Qo

6. Did you obtain a B+ or higher in the course for which you are applying to work as a Grader/Marker or TA in?

Q ves O o

*7. Do you currently hold Continuance and have received a letter of Continuance for this position within this Department?

O ves
Qo

I & Previous " Next > ]

5. Complete Step 3: Professional Associations. If applicable, you can add a professional

association by clicking the “Add” button at the bottom.

STEP 3
Profile Builder : Professional Associations

Enter your Professional Association information.

Professional Association
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e |If applicable, complete the necessary fields and dropdowns and click the “OK” button to
save the record to your application.

Professional Associations

* Professional Association : A4
* Membership Type : W

Registration Mumber :
Province A"

Expiry Date :  mmm/dc
* Membership Year : 0000

I B oK H ¢ Cancel ” [ Duplicate ” ?ﬁ[)elete]

e Once completed or if not applicable, click the “Next” button in the bottom right to
continue to Step 3: Cover Letter and Resumé/CV.

6. Complete Step 3: Cover Letter and Resumé/CV by uploading or pasting both your cover
letter and resumé/CV.

e |If uploading documents, ensure each document is less than 1MB in size. Click the blue

up arrow icon next to the File Name field to choose a document to upload for both your
cover letter and resumé/CV.

File Name : Mo File

i. If you have any additional documents, they can be added in Step 3: Exchange
of Documents (instructions below).

e |If pasting text, it can be provided in the white boxes below the file upload option.

File Name : Mo File @

If you prefer, you can paste the text of your cover letter in the space below :

e Once both your cover letter and resumé/CV are uploaded or pasted in, click the “Next”
button in the bottom right to continue to Step 3: Exchange of Documents.
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7. Complete Step 3: Exchange of Documents if applicable, by clicking the “Add” button at the
bottom.

STEP 3
Profile Builder : Exchange of Documents

Enter notes or documents that you would like to forward to the recruiter

Date Title

|

e 1 - Enter the title of the document

e 2 - Choose the document type from the list by clicking the magnifying glass and
choosing the applicable document type.

Document Type
Legal Document
Transcript
Additional Resume/CV
Reference Material

Other Application Materia

e 3 - Upload the applicable document by clicking the blue up arrow to the right of the
Document File field.

e 4 - Any extra notes or comments can be added in the fext box.

e Click the “OK” button to save the record.
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e If you have any additional documents, click the “Add” button and follow the steps
above.

Exchange of Documents

Click the Upload icon to attach a file containing your document.

Title - @

* Document Type :

Document File : I File :I

Use the textbox below to enter notes or comments to the recruiter.

5 file formats are accepted: Microsoft Word (*.docx), Plain Text (*.txt), Microsoft Write (*.wri), Adobe Acrobat (*.pdf),
{*.rtf), Word Perfect (*.wpd) and Image (* jpg, * jpeg, *.png)

I H ok I’ » Cancel ” [ Duplicate ” T Delete ]

e Once completed or if not applicable, click the “Next” button in the bottom right to
continue to Step 4.

8. Complete Step 4 by confirming the details on the screen are correct. If not, navigate to a
previous step to correct them.

STEP 4
Confirmation

By submitting your application, you are giving your consent to make use of the personal info
your application for employment.

lJob Description
Job Title :

Permanent :

Full Time :

Expected Start Date :

Expected End Date:
fPersonal Information

First Name:

Surname :

E-mail Address :

Address:
City :
Province :
Country :
Postal Code :

Home Telephone :

Other Telephone :
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¢ Once you've confirmed the details are correct, click the “Submit” button in the bottom
right to submit your profile.

9. You will be greeted with a confirmation screen.

STEP 4
Confirmation

Your application has been successfully submitted.

We thank you very much for the interest you have shown in our organization.

e Click the “Close” button in the bottom right.

< Previous Close
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Updating or withdrawing your application

1. If you would like to update or withdraw your application, you can do so by navigating to “View
my Applications” at the top of the UM Careers home page.

i’ﬁ University
2§y «Manitoba

Job Openings Create or Update my Profile

View my Applicatiunsl

2. Click the requisition number you would like to update your application for or withdraw from.

My Applications

Application Date Status Requisition
No

'ﬁ MNov/06/2025 3:35:35 PM 40313

'ﬁ MNov/03/2025 11:25:05 AM 40304

'ﬁ Oct/24/202511:09:59 AM 40292

|If you want to withdraw your application, use the trash icon available in the grid.

Job Title

3. Click on the “Update my Application” or “Withdraw my Application” button as applicable.

Job Type : Temporary, Part Time

Region : Manitoba
Location : Fort Garry Campus

Expected Start Date : Now/20/2025
Posting End Date : Now/20/2025

Expected Hires : 4

Requisition No : 40313

Update my Application

Withdraw my Application

e Please note that if you choose to withdraw your application, this action cannot be
undone. You will need to reapply if applicable.

If you have any questions or encounter any issues with the UM Careers application process, contact

hris@umanitoba.ca for assistance.
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