Internal Career Portal - HOW TO

Accessing the Career Portal

** Please Note: You will need to use CHROME when accessing the Internal Career Centre** *
If your computer does not have Chrome, Human Resources will also have a Resource Computer

available near the front desk for employees to apply online (in case help is needed).
Alternatively you can contact the Helpdesk to update your MSH computer to CHROME.

1. At work:
e Access the Intranet
e Select “Job Opportunities” on the My MSH Tab
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2. At home:
e Visit www.msh.on.ca
e Click on “Staff and Physician Portal” in the top right corner
e C(Click on “Internal Career Center”
e Log in using the following credentials:

User: Internallobs
Password: mymsh
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Accessing Postings

1. Click on “Current Internal Job Opportunities” to see a list of the current internal job postings. Then
select the job title of the position you are interested in viewing/applying to.
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Internal Career Centre

EMPLOYMENT LISTINGS HOME

Current Internal Career Dpportunities
Search Current Openings
Undate vour Prafile
Create a Job Agent

Update Job Agent Create Job Agent
You can set up a job agent to email you jobs that match your skill set. Click here to create a job agent or use
the tools below to brawse or search our listings, and submit your interest online. If you already have job
agent(s} set up, you can login to update your current job agents,

FLEASE CLICK HERE TO SEE A LIST OF AL CURRENT INTERNAL JOB OPPORTUNITIES.

Please note: Creating a Job agent daes not mean you are applying to a position. Please be sure to submit a
new application to each position vou are interested in.

Job Search
Please enter search terms below.

Enter Search Terms

Search Jobs

This site is hosted and maintained by SilkRoad Recruiting,

Capyright 2016 Markharn Stouffville Haspital All rights reserved.

2. Viewing Job Postings:

The new format of job postings will have the following information:

Date of Position Posted

Job Title

Tracking Code (previously Reference #)

Job Description

Job Location (Site)

Hiring Manager (who the position reports 10)

Position Type

Salary (as per applicable Collective agreements only)
Shift (as per applicable Collective agreements only)
10 Internal Closing Date

©CONOOEWNE

*Please see sample job posting below*

MARKHAM STOUFFVILLE HOSPITAL



STOUFFVILLE
HOSPITAL

/B
(( CORPORATION Internal Career Centre

EMPLCYMENT LIBTINGE HOME

ayazzns]

Seach Coreitope g
Registered Nurse, Emergency [Uxbridge Site) - Full Time [oNa) 2

Upectte vonr Profie

Creak aJob Aget
Uik Job Ageit Tracking Code
1a7
Job Description 4.

Hariham Stouviie Hosptal s alange community hosptal with twa sites - Marham and Usiridge that has a neputation for
EWCEENoE N Progress ve COMMUNTy cane.  Haeing recemt’y compietod an ewpans on and rendvaton project, the hospital s
uniquely posithaned with outting edge technology, epansive new acities and a supportive and welcoming commun'®y. With a
foous on patent esperience, safe, high qualty care and innovation, owr dedcated team of physiclans, sta® and wolunteors
prowides cane to ower 300,000 patiems a year. The hospital has capacity 1o grow & number of programs and services 25 we
ewalve 1o meet the needs of our growing communty. We are ded cated to providing acoess T the gt cane, at the right tme,
n the rigt plaos by the rght peopie and at the right cost, Are you ready 10 jon us?

FOSITION DESCRIFTION:

A5 & Aogstored MNurse, you will become an imtegral mamber of the Inerprofessional Health Care Team respansibie for
providng compassionate, patent and famy-comered emargency care.  The incumbent witl be regured to cower the
HedcalSurg cal and Endoscopy Units 25 requred.

Regquired Skills

«  Cument Cortifcate of Regstration with the Colege of Murses

= Durnet BOLS and ACLS

= Minimam 2 years of emergeEncy MU ing Experience

=« AMA0 memborship s preformed

o Critical Cane Cortifcate andfor ENCIC) s a defnite asset or wiling To compiete within & months of iine

«  FALS cortdcation S an asset - of wiing to campiete within & months of hine

«  Exosliont physical sssoessment skills, Mysical Assessmaemt and Coronary Came T & 11 course ane nequined

«  Profcient computer SE0S

«  Domonstrated COmMmment 10 A patient osmired Cane e ronEmen:

«  Demonstrated exocelent oritical think'ng and probiem soving skis

= Demonstrated a0ty o work eSectively within an imerprofesslhonal team

« Wiel developed onganizathon, communication, inerparsonal and teaching sk0s

«  Evidence of ongaing profess onal development, continung education and ieaders hip experience

«  Demaonstrated good attendance and performance necord with the abiity to maimain these same standards

= Domonstrated commédment o a heafhy and safe waorkplace for so and othors |s%a®, pationts, famifes, otc. ) by taking &
reasonalie precautions and waorkng N complance with hospital related polcles, heath and safety legsiation and best
practices and compieting relevant mandatory education as reguined

Haraham Stouyie Hosptal s commatted to meeting the nesds of all Indwidua’s In acoordance with the Acomssibity for
Omarians with Dsabites Act (A0DW) and the Ontaro Human Rights Code.  Should wou requine accommodations durng the
MECIU MG and SEEction process, Pesse Conact Human Aesoeroes.,

Job Location
Udricge, Omtaria, Canada

Hiring Manager
Los Adams 6

Position Type
Fu-Timey Reguiar

Salary
31.02 - &2.06 CAD
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Internal Clasing Date ] ()

raciin ket b 4]
| Mo FLESUmei oW | = SuhmitCraats a new résumdsC L for this posting
Ewlsting ResumeCy = Use an exishing résuma/Cl o submit for this posting
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How to Apply

1. Once you have viewed the job posting and are interested in applying, you have two options:

Internal Closing Date

27/03/2016
a Mew Resume/Ch - SubmitfCreate a new résume/Cl for this posting
Existing Resume/CW - Use an exising résumé /Tl o submit for this posting

Return to Listings
This site is hosted and maintained by SilkRoad Recruiting,
Copwright 2016 Markham Stouffville Hospital all rights reserved.

a) New Resume - You will select when applying to a position for the first time. You can also
select “new resume” each time you apply to positions if you want to upload a new resume
each time.

b) Existing Resume - Once you have created a profile, you can select “existing resume” to
bring forward a previous resume you might have submitted previously to another position.

How to submit an Existing Resume:

**Please note: Resumes submitted to HR prior to the launch of this system (April 1, 2016)
will not be available to select**

1. Select Existing Resume
2. Log in using email address and password previously created and select “check records
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cheack for Existi & és /LW
Search Current Openings =2 rExisting résunis (EVe

Update our Profile
Create a Job Agent

Upclate Job Agent To provide you access to your profile online, we first need to confirm that we have your résumé/cw an
file, Please enter the email address and the password you used when you made your submission, Slick
"Check Records" to gain access.

Forgot your password?

If you do not recall the password used, pleass select the “Forgot your passwerd?” link, If your =msil
address is on file, we will send 2 link ta reset your password ta that ermail address,

A Password * [ J

Check Records Feturn To Job Listings

Thiz zite is hosted and rmaintained by SilkRoad Recruiting.

Copyright 2016 Markham Stouffuille Hospital All rights reserved,

Please note: If you do not password, select “forgot password” and it will be emailed to you

MARKHAM STOUFFVILLE HOSPITAL



3. Once logged in, you will be able to see all the previous positions you have applied to. You

now have 2 options:
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EMPLOYVMENT LISTINGS

Search Current Openings Current résumé /CV Profiles
Updste Your Profis vou may view and edit each résumé/Cw profile you previously submitted by clicking the View résuma/ow
Creste  Job Sgent link.

Updste Job gert
By clicking the Submit this Profile link, the correspanding submitted Resume, /CV profile will be used for
this new submission, You will be prompted o provide any additional informstion, if necessary

Selact an existing Candidats résum&/CV Profile ko subrit ko
1]

nnnnnnnn tal Services Attendant (CUPE) - (1) Full Time - Markham Site (170)
[__Return To Job Listings || Change Passwar d ||_change Emagl Address |
Date Job Posting
Submitted
18/0%/2013R egistered Murse, Pediatric Ambulatory Clinic-PartView Submit
Tirne Termp to March 2014(13-186/5) résumé /Cvthis

Profile

05/11/2013Chisf of Laboratory Medicina(P14) View Submit
résumé / C¥this

Profile

29/05/2014R egisterad Murss, Pasdiatric Armbulatory Clinic (2View Submit
Part-time)(14-249/5) résumé / C¥this

Profile

17/06/2015Lab Technician - Part Time(15-19%/7) View Submit
&sumé / C¥this

Profile

08/10/2015n=w grad nurse, Childbirth Centre(15-4BK] View Submit
résumé / C¥this

Profile

21/03/2016Registered Nurse, Emmergency (Uxbridge Site) -View Submit
Full Tirne (OMAILET) résumé / CVthis

Profile

24/03/2016Clnical  Documenta tion  Improvemen £ (CDI)Wiew Submit
Specialist (1) Full Tlrne Termporary & months -résumé/C¥this

Markharm Site(169]1 Profile

28/03/20165urgical Systern Technician(178) View Submit
résumé / C¥this

Profile

This site is hostad and maintained by SilkRoad Recruiting.

Copyright 2016 Markham Stouffrille Hospital All rights reserved,

a) View Resume:

- Select to view which previous resume you would like to submit (useful if
you have applied to many positions over time and have had changing

experience/ credentials)

- Once you know which previous resume you want to bring forward you can
either save as is or make changes before hitting submit profile to bring it

forward

- If you want to make changes to a previously submitted resume before

submitting :

o Hit View Resume - this will bring you to a summary page

o Select any header at the top to make changes

(ie. Contact information, internal information, additional

information, resume)

MARKHAM STOUFFVILLE HOSPITAL



HOME

View résumé/cy

Search Currert Openings

Update Vour Profile [tlose ] | [ Print]
Creste & Job Agent sgmw Felow to edit the saction of your résumE/ CY profile
Update Job Agent
|< [contact ion [Internal ion | Additi ion Resume| ‘
| contace 7 T
First Name Clark
Last Name Kent
Address 344 clintan st., Apt. #38
City Metrapolis
State/Location Ontario
Country of residence Canads
Postal Code I1r 1t1

Primary Phone 905 472 7137

Secondary Phone

o If you want to make changes to a previously submitted resume
before submitting - Select Resume and make the appropriate
changes. Then hit “submit changes at the end”.

& ovonnon Internal Career Centre

HOME

Update your Resume fCY¥ profile

Search Current Openings
Update ¥our Profile [ view résumé/c¥ ]

Create a Job Agent Select ane of the following links below to edit that secion of your profile.
Update Job Lgent

|contact Information [Internal Information |Additional Information [Resume| |

Required fields are marked with an asterisk (*],

‘ tomments for résumé /C¥ |

Please include any comments, specific relocation preferences or a cover letter here.

Please copy and paste your résumé /CY or upload your résumé /C¥ document.

Sars Stephens
382 Aylesworth Ave o Scarborough, Ontario » MLN ZKé
Phone (C) 417 779-7339 (H) 416-263-7222  sara_r_stephans@hotmail.corm

PROFILE
sFour years reception/clerical experience

«Four years experience in customer service

+Three years experience in a Healtheare setting

sTwo years supervizory exparience T
sExcellent corraunication, computer, time mansgemant and organizational skills P

When uploading documents, please. ..

Ensure that the file is not in use.

Ensure that the file is not password protected.

Ensure thst M5 Waord docurnents do not contain any macros.

If the M5 Word docurnent contains htrml, please ssve in html format, and uplaad the htral file.
. Please DO NOT REFRESH your browser as your document is being uploaded.

Fial ol o

select résumé/ C¥ file from your PC
Supported file types (doc, dock, htm, htrnl, odt, pdf, ff, txt)

[ Chosse file | Ho file chosen

*Note about POF files
POF files are only considered an acceptable file type if the content is textual in nature. Images within a
PDF, such as that resulting from a scan, are not considered an acceptable file type

Submit Changes

zintained by SilkRoad Recruiting,

his zite is hosted and

Please note: This will bring you back to the first page and you will need to select “submit profile” of the
job associated to the resume you updated in order to complete your application:

MARKHAM UsE R Vil HOSPITA
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Search Current Openings
Upciste our Prafie
Creste = Job Agert
Upciste Job sgent

rse. Padistric Ambulatory Clinic-
March 2014(13-186/5)

05/11/2013Chief of Labaratory Medicine(F14)

17/08/2015Lab Tachnician - Part Tima(15-155/7)
08/10/2015n=w grad nurse, Childbirth Cantre(15-ABR)

a

This site is hasted and maintained by Silkkoad Recruiting,

Copyright 2018 Markham Stauffuilla Hospitsl Al rights resarvad.

b) Submit Profile:
- To apply quickly you can hit submit profile and it will bring forward a
previous resume associated with a job you previously applied to
- Once you have viewed which resume you want to bring forward, hit submit

profile to bring forward a previous resume
Maintaining Your Profile

Once you have applied to a position you can update your profile at any time. It is important to ensure
your profile is always kept up to date.

Search ent Openings
pdate Yaur FProfile
Create a Joh Agent
Update Job Agent

This allows you to:

» Update a resume to a position you have already applied to
» Update contact information

Job Agents

Please note: We cannot guarantee the job agent will match your resume to a future job you are

interested in. We recommend monitoring the Internal Career Centre regularly and apply directly to a
position of interest.

MARKHAM STOUFFVILLE HOSPITAL



