STEP BY STEP WORKDAY APPLICANT INSTRUCTIONS

Job Opportunities

Thank you for your interest in a career with Texas A&M University-San Antonio. On our campus, we embrace a culture of excellence that values
equity and inclusion.

Please read the following instructions to ensure successful submittal of your application. Applications are only accepted through the online
job portal. Persons requiring accommodations, please contact Texas A&M-San Antonio Human Resources at (210) 784-2058.

EXTERNAL APPLICANTS

If you are currently NOT an employee of The Texas A&M University System, please click on the link below to view all employment
opportunities.

*IMPORTANT — During the initial part of the application process, you will have the option to ‘Quick Apply’ by uploading your resume or
curriculum vita. This will auto populate various areas of the job application. If you prefer to not use ‘Quick Apply’, you will have another
opportunity to upload all required documents in the ‘My Experience’ section of the application. You may upload required documents as a combined

Upload

PDF or individually by clicking up to 5 times, for each individual document (i.e. cover letter, unofficial transcripts, reference information,

Upload

etc.). Please scroll to the bottom of the page to view the option under Resume/CV, use this area to upload all required documents.

Step by step instructions below

View Job
INTERNAL APPLICANTS

If you currently ARE an employee (e.g. faculty, staff or student worker) of The Texas A&M University System including its campuses and

agencies, please click on the link below.
Internal Applicant Instructions

Contact Us
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https://tamus.wd1.myworkdayjobs.com/TAMUSA_External
http://www.tamusa.edu/humanresources/job-opportunities/internal-applicants.html

STEP BY STEP WORKDAY APPLICANT INSTRUCTIONS

PHYSICAL LOCATION PHONE/FAX EMAIL ADDRESS
Modular Building #107(Located behind Central Academic Building) Phone: (210) 784-2058 hr@tamusa.edu
One University Way Fax: (210) 784-2056
San Antonio, Texas 78224

Texas A&M University-San Antonio is an Equal Opportunity/Affirmative Action/Veterans/Disability Employer committed to

diversity.
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mailto:hr@tamusa.edu

STEP BY STEP WORKDAY APPLICANT INSTRUCTIONS

External Applicant Instructions Click on ‘Sign In’, on the top right of the TAMUSA job
opportunities webpage.
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Search for Jobs

Q search Search

Current Search 46 Results
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STEP BY STEP WORKDAY APPLICANT INSTRUCTIONS

X
New users: Select the ‘Create Account’ option.
(&) Email Address Existing users: Enter login credentials to access your
= applicant profile or ‘Forgot Password’ to retrieve password.
'i Pz
Create Account Forgot Password
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STEP BY STEP WORKDAY APPLICANT INSTRUCTION

hr@tamusa edu

a'a
¥

XAS AEM UNI

Welcome,

This is your candidate home page. From here you can review the status of your outstanding applications, follow up on pending tasks, etc.

My Applications About Us

Search for Jobs

Select to view all employment
opportunities.

No Applications
To ge: started, search for new jobs

e Previously submitted applications statuses will be

listed under ‘My Applications’.

Texas AEM University

, which had cperated as an upper-division insti

transforming

peranza Hal which wi
of 3 Science ard

undergraduate degrees and 11
jercraduate tuition in the area. The

oundation for its worldclass
learners and responsiie global
growing as an economic and

becoming naticnally recognized for student and

academic success

Texas AEM Univers:

Opportunity/ Affirmative Ac

tion/Veterans/Disabilit;

¢ this job, please contact (210) 784~
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STEP BY STEP WORKDAY APPLICANT INSTRUCTIONS

P \ hr@tamusa.edu

o P43 2
Lo %
<2 r———

1 i
a5 /

B TEXAS A&M UNIVERSITY*SANANTONIO

Search for Jobs

() search Search

Current Search 46 Results

San Antonio TAMUSA

Once a position of interest is located, click on the title to

Your full Linkedin profile review the position description. Select ‘Apply’ or ‘Apply
will be shared. Learn More

Apply with Linkedin

with LinkedIn’ to initiate the application process.
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STEP BY STEP WORKDAY APPLICANT INSTRUCTIONS

Quick Apply

Howdy,

Thank you for applying! If you would like 10 use Quick Apply, upload your resume or
curriculum vita here (one attachment allowed). The information will be used to
automatically complete various parts of the job application. Document details are
provided below.

If you prefer not to use Quick Apply, click the Next button to continue. You will have
another oppertunity in the My Experience section of this application to upload your
resume or curriculum vita along with additional supporting documentation. Up to five
documents are allowed.

Upload either DOC, DOCX, HTML, PDF, or TXT file types (SMB max)

Drop file here

o

Select files

Follow Us

0000

Choose a quick apply option. ..

Use my lmst spplication.
0‘ Upload a new Resumeor CV

Upload either DD, DOCK, HTML, FOF, or TXT file types (SMB max)

Upload

T

Folow s

00000

20 3 Forkd ay b Al ighs eserved

New users: ‘Quick Apply’ option lets you upload your
resume or curriculum vita to auto populate some areas of

the employment application. Click n to continue
the application process.

Returning users: You will be prompted to use
information from previous application OR upload a
new resume of CV.
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STEP BY STEP WORKDAY APPLICANT INSTRUCTIONS

My Infarmation

0 D

Country *
Urited States of America -

Name

First Name: %

Middle Hame=

Last Name #

Suffix

select ane v

Address

Address Linz 1

select one v

Pestal Cede

Email Address

My Information:

If the ‘Quick Apply’ feature was used at the beginning of the application process,
please ensure the information was auto-populated properly.

If the ‘Quick Apply’ feature was NOT used, please complete all *required fields.

Click Next to continue application process.

Email Address
brgtamusasdu
Phone
Country Phone Code %
¥ United States of America

1)

Fhane Number #*

Phone Extension

How Did You Hear About Us? &

select one v

Have you ever previcusty besn emaloy=d by the Texas ABM University System, including any of %
==

its campuses or agencies?

Yes

No

Follgw Us.

0000

mérkdiy

= 21 Warkday, Inc. AN rgts rasarved.
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STEP BY STEP WORKDAY APPLICANT INSTRUCTIONS

My Experience

Faculty: Drop files or upload required documents in the Resume/CV area as requested in the posting. i.e.: CV, references, letter of interest, transcripts

Staff: Review ‘Work Experience’ if auto-populated from ‘Quick Apply’; otherwise, enter *required information. Click on ‘Add’ or ‘Remove’ to edit

experience, education, or skills fields.

*IMPORTANT: This is the ONLY area you can upload required

documents. Applications without required documents, as requested on
the posting, will be considered incomplete.

Faculty

My Experience

Resume/CV

Upload a file {SMB max)

Drop files here

&
<

Select files

Websites

Add any refevant websites. Format should be: betpel)

Add

*IMPORTANT:

Do not proceed to
the Next step until
ALL required
documents are
uploaded in this
page. You may

upload up to 5 files.

Work Experience

Education

Skills

St gl

Resume/Cy

Uplazd = file (SME ma)

My Experience

Staff o em—

04/2019




STEP BY STEP WORKDAY APPLICANT INSTRUCTIONS

Application questions and Additional Application Questions must be answered if marked with an
*asterisk. Click Next after each set of questions to continue with the application process.

Application Questions

H thitn poaiticn b kocwtecin a LisHed Strian and you are aslached, woukd you now or It *
fuion racule apos o krmigr g H1E T, E

3, THIT

P

Dopou cunlify for St of Tz veismn amoloymant prafarancs baed o tha defisfon *

Ealra? - Vataran ln dufined 12 2 paras whe hux serend in the ey, g als fares, conrt geard,
=r marine mez of fhe Umies Statas o the United States Pobliz Senkh Sandze cnder ST USS

ml:;:.;:;:;hmzr;::;ﬂih;mmmwm Additional App lication Questions

stazhuza fram dharane of e aarvic In ks the pacaEn Tens. - Ui SEEaR S L
B i 0 G
i zafoes 03 w0 orhen o ens e veeecen cam el e o e oo ezt 2t

Wmaren

Surrvisg Spouse =l eV meEn

Drphers of & Veeaes

Ve st e Vataren Please complete il questions for full consideration.

Duchine &= mapeed
Please select the highest level of education you have completed. +

| w22 jem of mgm or prunger ans waa crder fte cermaceet masag g cormerioratis of the &
Tacxx Dwmarimant =f Family ard Proiectie Sarvdces on fw day sracedisg my 184 birthduy. i

Fiond ard dlmimiog foates chis rtata, yoo vl e reg ez 4z sroize et oation of much sata. High School Dip|0'ﬂa
e
Associate’s
o samahy with Tha Tas ALM Unbaralty Syatem pelicy o0 rasctiaT, araer o fellandog L
Suastion. Are you raleted e ey cutrent Tazes ASM Ushesraity Syt amaloyes, offcil or N
s Bachelor's
et e
Masters
H yu, srte hix'~er ~wma celatic-abis a-d the ALM Syt Iwoton o agetcy
ABD

Hur peu e s viod far the State of Tazea? &

H yun, plaman indieta S agansy s ptertesd srtea of amalzymant.

P

iz sty amlyed oy e T AL Uty Syate, (cduding wmy of i cempaans 6
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STEP BY STEP WORKDAY APPLICANT INSTRUCTIONS

Terms and Conditions

| certify the statements made by me in this application and materials supplied by me as part of my e
mployment application are true, complete and camect to the best of my knowledge and belief and
made in good faith. | understand that any falsification, misrepresentation, or omission of fact made

herein or &t any point in the hiring process may (2) void my application, (b) be cause for denizl

Voluntary Disclosures: of employment or immediate termination of employment, regardless of when or how it was
discavered. | agree to revise this application should any of the information change.

| authorize Texas ABM System members to conduct checks relating to my employment, education
and any licenses. | also authorize all current and prior employers to provide full details conceming my
past employment and | releass them from all liakility that may result from providing such truthful
information. | understand that this histery check may be required as specified by the appropriate

You are not required to respond to the Voluntary
Demographics questions; however, your response is

important to meet federal and state reporting System Member
H The Texas AEM System members are at-will employers and may dismiss employees with or without
req uireme nts' cause. | understand that if employed by 2 member of The Texas AEM System | will be an at-will

emplayee and may be dismissed from employment with or without causa unless | have a legally
H'H . different status.

Terms and Conditions:

| understand that if | am male, | am required to sign & Certification of Registration Status for the

Selective Service as a requirement for employment. | further understand if | am a2 male ag= 13

ReVIeW the terms and Cond|t|0n5 Of the em ployment thngugh 23, | must show proof of registration with Selective Service at the time of hire.

a ppllcatlon a nd aCknOWIedge by ChECklng the Cert|f|cat|0n | understand that any offer of employment is contingent upon my completing the U_S. Citizenship and
Immigration Services Form 10 and providing documents to verify my identity and employment

Statement‘ eligibility a= required by law. When completing the Form H2, | will be required to attest that | am a

citizen or naticnal of the LLS., a lawful Permanent Resident or an alien authonized to work. |

. understand that as conditions of employment, | will be required to comply with US. export control
CI |Ck N EXt regulations, clear a background check, and provide the TAMUS member all required employment
documentation.

| acknowiedge that by checking the certifization statement bedow, | am ELECTRONICALLY SIGNING
the Employment Application and attesting to the accuracy/veracity of all informatien entered.

Yes, | have read and consent o the terms and conditions #

Follow Us

Voluntary Disclosures o o o o
O G ©

workssy

Voluntary Demographics

You are not obligated to respond to the voluntary demographic items below, however, your response
is important to meet federal and state reporting requirements. Information you provide will remain
confidential in accordance with applicable federal and state regulations.
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STEP BY STEP WORKDAY APPLICANT INSTRUCTIONS

Self Identify:

Because we do business with the government, we must reach out to, hire, and provide equal opportunity to
qualified people with disabilities.[1] To help us measure how well we are doing, we are asking you to tell us if
you have a disability or if you ever had a disability. Completing this form is voluntary.

Click Next to continue with the application.

Self Identify

O G

Language *
English ¥

Voluntary Self-ldentification of Disability

Form

CC-305

OMB Control Mumber
1250-0005

Expires
1/31/2020

Why are you being asked to complete this form?

Because we do business with the government, we must reach out to, hire, and provide equal
opportunity to qualified people with disabilities.[1] To help us measure how well we are doing, we are
asking you to tell us if you have a disability or if you ever had a disability. Completing this form is
wolumtary, but we hope that you will choose ta fill it out. If you are applying for & job. any answer you
igive will be kept privete and will not be used against you in any way.

12
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STEP BY STEP WORKDAY APPLICANT INSTRUCTIONS

Review

My Information

REVIEW

This is the last step prior to submission of the
employment application. Review the information
you entered to ensure accuracy of information.
SCROLL down to the bottom of the page to ensure
the required documents were successfully
submitted and listed under Resume/CV .

E =
IE Ii IS

Fhane
+1 (35€) 3aT-E616

How Did Yiau Hear Abgut Us?
Referral

Have you ever previously been employed by the Texas AGM University System, including any of
its campuses or agencies?
No

If the documents were not successfully uploaded
click on ‘Back’. If application is complete, click
‘Submit’

- D

*NOTE: Applications cannot be revised after they

are submitted. Make sure your application is
complete.

Work Experience

Jab Title
ke

Campany
‘tamusa

From
1/2019

To
4/2019

Resume/CV

PDF

Curriculum Vitae-RCGarcia_2 pdf

13 HR —04/2019



