
Applying For Positions at UCF
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Hello. We would like to take a few minutes to speak with you about the application process here at UCF.



2

Presenter
Presentation Notes
You are all valuable assets to the university. You understand and embody the culture and are committed to our common goals. There comes a time in everyone’s career when it is time to try something different or take the next step in your professional development. Whenever possible, we would like you to make that transition without leaving the university. The first step is to decide when you are ready for change. The next step is to pursue the available opportunities. We are going to talk about how to find the available positions at UCF and how to complete an effective application.



Application Process

• Electronic for USPS, A&P and Faculty positions
• Submissions can be made via desktop 

computer, laptop, tablet or smartphone
• New positions open every Friday
• Cover letters and Resumes should be attached 

via the electronic system
• In order to apply, go to www.jobswithucf.com.
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All applications for USPS, A&P and Faculty applications are submitted electronically. Applications can be submitted using a smartphone, a tablet, a laptop or a desktop. Cover letters and resumes must be submitted the same way. In order for the hiring manager to see these and other documents, it is necessary to attach these items to the documents section within the application, prior to certifying and submitting. We do not accept paper applications or unsolicited resumes. UCF posts new positons every Friday and positions are posted for a minimum of five business days. There are two preferences that may apply to USPS positions. If you are a current USPS employee, you will receive a USPS preference when applying. If you are a veteran, you may qualify for veteran’s preference. See our website for the list of documents and conditions to qualify. The documentation for veteran’s preference is required prior to the close date of the posting. It may be mailed, emailed to Talent, faxed or attached as a document to the application. 



www.jobswithucf.com
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In order to review available positions and submit applications, go to www.jobswithucf.com. 

http://www.jobswithucf.com/


Available Positions 
• Access new positions:
• via the “Join Us” yellow tab
• Use the menu on the left to click Search Jobs
• Click the yellow tab for Faculty, Staff, Administrative & 

Professional or Temporary Positions

Positions are searchable by:
• Keyword
• Job Category
• College/Area
• Department
• Position Type
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To review available positions, select the yellow, “Join Us” tab. Alternatively, you can use the menu on the right hand side or select the Faculty, Staff, Administrative and Professional or Temporary Positions tabs.There are many ways to search for specific positions. You can search by entering a keyword, or use the drop down menus for job category, college/area, department or position type.Positions are identified by a unique position number. There may be multiple positions of the same title. In order to be considered, you must apply for each position individually. The system will only allow one application for each position per account. For instance, there may be 7 Administrative Assistants posted. Each one is a separate posting and must be applied for individually.



Things to Consider Prior to 
Applying

• Minimum Qualifications
• Position Preferences
• Position Location
• Schedule
• Closing date
• Transcript Requirements
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Click on the View Details tab to see the complete information on the posting. In addition to the job description, there are a few other important items to review prior to applying. Review the minimum qualifications for the position to ensure you have the required experience for the position. In addition, each hiring official adds preferences. These are the desired skills and abilities that they deem essential to successfully fulfill the duties of the position. The applicants will be evaluated against the preferences as the hiring official determines who to interview for the position.UCF has multiple campuses. Be sure that the position is located in a location you want to work in.Check the schedule to ensure you are able to work the requested hours. If the position is a late evening or overnight position, it will receive between a 5% and 10% shift differential.Make sure that you are aware of the closing date. The position will close at 11:59 pm on the date specified. Give yourself enough time to apply. I recommend you complete your application prior to 5 pm on the closing date. That way if you have questions or technical difficulties, someone in HR will be available to assist you. Once the position closes, the system will not allow you to make revisions to your application or to submit a new application.If the position is A&P, a transcript of the highest degree obtained is required. If the position is USPS, a degree is required if specified. College credits can be used in exchange for the required experience. If you claim college  credits on an application, be prepared to produce a transcript within 30 days of starting the new position.



Log in

• Once you find a position that you are interested in, 
click the “Apply for this job” tab

• Log in or create an account if you have never used 
the system before

Password Issues:
• If you forget your password, please contact HR via 

phone at 407-823-2771 or by emailing 
talent@ucf.edu for a password reset

• Avoid creating multiple accounts
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Once you find a position that interests you, click the Apply for this Job tab. Log in or create an account. Alternatively, you can log in using an existing LinkedIn account. If you are unable to remember the username or password, please call or email Talent Acquisition. If a new account is created, it will not migrate over information from the previous account. Once an additional account is created, there is no way to delete it. Talent Acquisition can advise you of your username and/or reset your password. Any application information previously submitted will populate automatically upon applying for a new position and you will have the opportunity to make changes.

mailto:talent@ucf.edu


Why A Cover Letter and 
Resume Are Important

• In the age of electronic applications, a cover 
letter is a chance to make a first impression 
and introduce yourself. 

• Resumes provide a concise summary of your 
education, skills and experience 

• Providing a cover letter and resume indicate a 
seriousness and dedication to the job search
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A cover letter and resume are not required, however, it is expected by many hire officials.Spelling and grammar count. Be sure to have someone review your resume prior to submittalProvide up to date contact information. At minimum, the resume should contain an email address and a good contact number. Be sure to monitor you email in case the hiring official is trying to contact you.A cover letter is your introduction to the hire official. Explain why you are interested in the position, the skills you have to offer and why you would be a great fit for the position. You can also address any breaks in service or speak to why you are interested in changing positions.Use a narrative style- the resume should tell the story of your experience and abilitiesReview key responsibilities from the job posting and make sure to highlight on the resume the skills that match the position you are applying for.You can have more than one resume. Tailor resume to the job posting.



Common Application 
Mistakes

• Failure to attach a cover letter resume
• Incomplete work history
• Job duties left blank 
• Waiting until the last moment to apply
• Revising application
• Inability to determine which error is prohibiting 

the submission of an application
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Before submitting the job application it is recommended that you have the resume and cover letter ready to attach.  After the final  submittal of your job application, you won’t be add the cover letter and resume without the assistance of Talent Acquisition.  Work history section should be filled out completely. If you are selected as the final candidate for an employment opportunity here at UCF, both your position and salary will be significantly based upon the information that you have provided in your application for employment. If the selected candidate meets certain eligibility criteria, the department may grant an above base offer. We urge you to please take the time to complete the application in its entirety.If you cannot remember the exact date of employment, enter the month, 1st day of the month and the correct year.Be sure to enter details about your job duties for each position.Please do not wait until the last moment to apply. You may forget and once the posting is closed, there is no way to submit and application.Once an application is submitted, the system will not allow you to update. Please don’t withdraw your application, because this system will still register that you have applied. If the posting is still open, contact Talent Acquisition and we can reactivate your application to allow you to make changes. Once the position closes, there is nothing we can do. Make sure you receive a confirmation number and review your application prior to submission.Sometime you don’t know why the system is not allowing you to submit your job application.  At the top of the screen there will be an arrow down which you will need to select “Check for Errors” and the system will tell you the page where is an error and what is the error.



Examples of Application 
Errors

• Once you complete your application, the 
system will provide the opportunity to see if 
there are errors on any of the six sections
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The system will prompt you to check your application for errors prior to submission. There are six parts of the application. If everything is complete, you will see green checks listed for each page. If there is an error you will see a red “X” prior to the page number. Click on the page number and scroll up to the top of the page, and the system will explain the error. Until this error is fixed, you will be unable to certify or sign your application and submit it.



The Hire Process at UCF

• Decentralized 
• Persistence is key
• Manage jobs- Check the status of all the 

positions for which you applied online at 
www.jobswithucf.com

• Typical timeline
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Since UCF is a big institution, the hiring process at UCF is decentralized, which means that each department will be in charge of their hiring process for their posted available positions. HR does not review the applications to determine fit or make recommendations on who should be interviewed. Each individual area of the college or department takes on that responsibility since they are in the best position to determine the most important qualifications for the opening in their area.Persistence is key…… don’t be discouraged. Keep applying for any position for which you feel qualified. Every time you apply, the application is reviewed by fresh eyes. The more you apply, the better the odds of success!The status of the application can be checked at jobswithucf.com under “Your Applications”.  If the status is still “In Progress” that means that the department is still working in the position hiring process (screening job applications, selecting candidate for interview, or selecting the final candidate for the position).  Status will change to “Selection has been Made” as soon the department has selected the final candidate for the position.There is no  set time frame to hear from the hiring officials because of our decentralized system.  We need to keep in mind that each department’s hiring process works differently, that each position is handled differently depending on the size of the selection panel, the number of applications received can slow down the process, and the time frame in which the position needs to be filled is also a consideration. A good rule of thumb is that it takes between 4-6 weeks for many area’s interviews to begin.

http://www.jobswithucf.com/


Q&A
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