
Applicant Quick Apply Process

The purpose of this section is to demonstrate the steps that an Applicant would take to do the Quick
Apply process to apply for a single position.

 Select Position by Performing Job Search

In order to apply for a position, you must first identify the position by searching the job postings at
http://hr.unc.edu/jobseekers/search.htm or by using the direct URL process of jobs.unc.edu/xxxxxxx
(where xxxxxxxx=Recruitment ID for specific position).  To use the direct URL process you must know
the recruitment ID for the position that you are searching for.
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 Initiating the Quick Apply

The Quick apply process is only allowed for certain positions and is accessed by clicking on the Apply
button found on the Position Details page.  

Note:  If you select a position and click on the Apply button and only receive applicant instructions, this
specific position has not been flagged by the department to allow on line applications.  If you are
interested in applying for the position, please follow the applicant instructions to submit your application.
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 Completing Quick Apply Process - Personal and Contact Data

1.  Enter First, Middle, Last name & Suffix as applicable.  First & Last name are required.
2.  Enter Address and Contact information.
3.  Indicate if you are a current permanent employee of UNC-Chapel Hill by clicking the appropriate
option of yes or no.
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 Completing Quick Apply Process - EEO Data (Voluntary)

The data on this section of the application is entirely voluntary.

1.  Indicate Gender by clicking the appropriate option of Male or Female.
2.  Indicate Ethnic Background by clicking in drop down field and selecting the appropriate option.
3.  Indicate Veteran status by clicking appropriate option of Yes or No or Choose not to disclose.
4.  Indicate Vietnam Era Veteran status as appropriate by clicking Yes or No.  

Note:  To be considered for Veteran's preference you must complete the Veteran's Worksheet by
clicking the link provided.  
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 Completing Veteran's Preference Worksheet - Personal Military Experience Section

1.  Enter last 3 digits of social security number.
2.  Complete the Military Service Experience section.

Applicant Quick Apply Process - 5



 Completing Veteran's Preference - Spouse/Dependent Data & Applicant Certification
Sections

1.  Fill out Section 2 - Spouse or Dependent of Deceased or Disabled Veteran.
2.  Fill out the required Applicant's Certification by clicking in the check box.
3.  Click Save to return to application form.
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 Completing Quick Apply Process - CV/Resume and Educational Data

1.  Indicate how you found out about the position by clicking in the drop down field and selecting the
appropriate option of Letter, Other, Personal Referral, Professional Journal or University Website.  Note
that if you indicated that you learned about your job by a Professional Journal or Other, you will be
required to enter additional information.
2.  Attach the required Curriculum Vitae/Resume.
3.  Attach optional Cover Letter.
4.  Attach optional Additional Documents.
5.  Indicate Highest Earned Degree level by clicking in the drop down field and selecting the
appropriate option of Associates, Bachelors, Masters, PharmD, PHD, JD, DVM, DDS or MD.
6.  Please indicate your major or field of expertise.
7.  Enter Years of Experience.
8.  Indicate if you have any license or certification required in the position description by clicking the
appropriate option of yes or no.
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 Completing Quick Apply Process - Applicant Certification of data

1.  Click in the required certification check box  to certify that all information is accurate and correct.
2.  Click Submit button to apply for the position.
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 Application Confirmation 

Upon clicking on submit on the application, the applicant should receive the above system generated
immediate confirmation and then should receive an email at the address listed on your application.

If for some reason, you do not get this notification and the associated confirmation email, please
contact the Equal Opportunity Office at via email at equalopportunity@unc.edu or call (919) 966-3576.

 Email Confirmation

This is a sample of the email that should be received when applicants successfully apply for a position.
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