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Agenda
 Opening Remarks

• Dr. Renata Engel
• Interim Vice President for Commonwealth Campuses and Executive 

Chancellor
 How to update your Career Profile in Workday
 How to apply for jobs in Workday
 How to set up job alerts
 Staff Priority Consideration Overview
 Additional Resources



How to update your Career Profile in Workday
Update your Career Profile in Workday now so you’ll be able to quickly apply for jobs as they become 
available.

1. Navigate to your Worker Profile. 

2. Select the Career option
(you may need to click “More”).

3. Update your Professional Profile,
Education, and Certifications.

Presenter Notes
Presentation Notes
Workday uses information stored in your Career Profile to auto-fill applications when you apply for new jobs at Penn State. This makes it easy to apply to multiple opportunities without completing multiple applications. It also allows you to be prepared to quickly apply for jobs as they become available.

Prepare to apply for jobs by updating your Career Profile today:
Navigate to your Worker Proifle.
Select the Career option in the left navigation menu (you may need to select “More” to see this option).
Update the Professional Profile, Education, and Languages sections. The “Training” section is populated from the Learning Resource Network (LRN) and cannot be updated.

NOTE: Employees can use the Upload My Experience option to upload their information from a resume. However, it is highly recommended you check all information for accuracy as there are some known issues for parsing resumes. Refer to the tips available in the Update Career Profile job aid.

For detailed steps, refer to the Update Career Profile job aid:�https://pennstateoffice365.sharepoint.com/:b:/s/HRTechResources/ERPsGy9GYC5PuEUTBI7psAcBDU_2vq60_mx8IP8hLnoWzQ



How to apply for jobs in Workday
1. Navigate to the Career Hub in Workday (Menu > Career Hub).

2. Select Career Opportunities.

3. Use the Search or Filter options to 
narrow your search.

4. Select Apply.

5. The application will auto-populate. Review for accuracy and make any 
adjustments.

6. Click Submit.

Presenter Notes
Presentation Notes
Navigate to the Career Hub in Workday (Menu > Career Hub).
Select Career Opportunities.
Use the Search or Filter options to narrow your search. You can also save your search for future use. You can expand the job posting to see a preview of the posting. To view a full job posting and apply, select the posting name.
Click the Apply button to start an application.
5. The application auto-populates based on your Career Profile. Be sure to review for accuracy and make any adjustments. NOTE: If information is incorrect, it is recommended you go back to your Career Profile to make updates.
6. Click Submit.

For detailed steps, refer to the Application Process for Internal Candidates job aid available on the Campus Employee Resources webpage.�https://pennstateoffice365.sharepoint.com/:b:/s/HRTechResources/EfiwgKReZ4VAjprFZPKWUm0Bq_sU3KzTmERfpryq0esPKQ




How to set up job alerts
Workday will send you daily or weekly notifications about opportunities that 
match your alert criteria

1. Navigate to the Career Hub in Workday (Menu > Career Hub).

2. Select Job Alerts.

3. Select Create Job Alert.

Presenter Notes
Presentation Notes
When you configure job alerts, Workday will send you daily or weekly notifications about opportunities that match your alert criteria:

Navigate to the Career Hub by selecting Menu > Career Hub.
Select the Job Alerts option in the left menu.
Select Create Job Alert.



How to set up job alerts (cont.)
4. Provide a required name and frequency and then indicate the Time Types, 

Job Profiles, and Primary Locations. 

Presenter Notes
Presentation Notes
4. Provide a required name and frequency for the alert and then indicate the Time Types, Job Profiles, and Primary Locations that you are interested in. Be sure to include all time types, job profiles, and primary locations that you would consider so you don’t miss potential opportunities.

Job alerts are delivered based on your set frequency as Workday notifications. They will appear under the bell icon in Workday, and you will receive email notifications (if configured).

For detailed steps, refer to the Create and Manage Job Alerts job aid available on the Campus Employee Resources webpage.�https://pennstateoffice365.sharepoint.com/:b:/s/HRTechResources/EZQS1eobVIFMqWiE8sQc8qEBVXvwitzgZzg1jVmJQtKfWQ



Staff Priority Consideration Overview
 Beginning July 1, all staff openings will be posted internally only for 

7 calendar days
 Affected closing campus employees must apply within the 7-day 

posting timeframe for priority consideration
• If you apply after the 7-day posting timeframe expires, you will be reviewed 

with all other internal and external applicants.
 After 7 calendar days, the posting will be removed from the internal 

career site
Workday will flag closing campus applicants and rank them via 

seniority, based upon their most recent full-time hire date



Staff Priority Consideration Overview
 Recruiter will review the most senior applicant first, validating they meet the 

advertised minimum requirements of the position, and are in good standing.
 Hiring manager will schedule an interview with the applicant

• The hiring manager has discretion as to whether to include a formal search committee or 
interview panel/participants in the process.

 If the most senior applicant is not provided an offer, the next most senior 
applicant will be interviewed.
 The process will continue until a closing campus applicant is selected or all 

eligible and qualified have been interviewed and not selected for the position.
 If no closing campus applicants are interviewed or selected, the hiring 

manager may review other internal applicants or post the job externally.



Additional Resources
 Campus Employee Resources | Human Resources

https://hr.psu.edu/campus-employee-resources
https://hr.psu.edu/campus-employee-resources


Thank you.
Contact Information
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