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How To Apply For A Job On-Line 
 
 
1. Select Careers from www.northside.com

 

 
 

2. In the next window search jobs by
 
-  Instant Job Search - enter key words, i.e. registered nurse.  Window di
words you  
   have entered.   Select the job you wish to vi
 
   or 
 
-  Custom Job Search - select Categories
   Click Search Jobs and continue to step 3.
  

 
 

  

 

www.northside.com.   

by: 

enter key words, i.e. registered nurse.  Window displays jobs reflecting key 

job you wish to view and continue to step 3. 

Categories, Schedules and/or Locations. 
and continue to step 3. 
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3. Job details display in a separate window, click 
 

 
 

� Continue to step 4 if you are a first time applicant
� Continue to Section II if you are not a first time applicant
 
Note: You must have a valid email address
incorrect the system will not send you 
 
  

separate window, click Apply Now. 

first time applicant and currently do not have an account
you are not a first time applicant and already have an account

address to setup an account. If your email address
incorrect the system will not send you follow-up communication. 
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currently do not have an account. 
already have an account. 

address is invalid or 
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4. Copy/paste your resume contents in
 
Short cut keys to copy/paste your resume:
 
Ctrl + C = Copy 
Ctrl + V = Paste 
 
If you do not have an electronic resume then 

 
 

5. Answer all questions following the 
Avoid using punctuations ( i.e. -, /, :, etc
 
Note: All fields with a red asterisk (*)
 
*Resume  *First Name 
*E-Mail  *Password 
*Secret Answer 
      
 
Required fields are missing:  If any required fields are not 
missing information at the top of the page under 
the missing field before you can proceed.
 

 
  

resume contents in the Resume window, click Parse Resume

Short cut keys to copy/paste your resume: 

resume then enter your resume in the Resume

Answer all questions following the Resume window. 
, /, :, etc.) and enter na for questions that are not applicable.

red asterisk (*) are required. You must complete all required fields. 

  *Last name  *Home Phone  
  *Confirm Password *Secret Question

 

If any required fields are not answered the system will displayed the 
missing information at the top of the page under (*) Denotes a Required Field.
the missing field before you can proceed. 
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Parse Resume. 

 window.  

 

for questions that are not applicable. 

. You must complete all required fields.  

  
Secret Question   

the system will displayed the 
. You must complete 
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6. Select Next to proceed to the next page.
 
7. If you have an electronic resume to upload click 

computer then click Upload to upload your resume.
 
Note: Only upload recommended file
 
If you do not have an electronic resume to upload click 
 

 
 

to proceed to the next page. 

If you have an electronic resume to upload click Browse to locate the resume file from your 
to upload your resume. 

Only upload recommended file type (i.e. .doc, .docx, .pdf, .txt, .rtf, .rtx).  

If you do not have an electronic resume to upload click Skip and proceed to the next page.
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to locate the resume file from your 

 

proceed to the next page. 
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8. Answer all questions in the following pages. 
Avoid using punctuations ( i.e. -, /, :, etc.) and enter na for questions that are not applicable. 
 
Besure to answer all questions in these sections: 
 

Personal Employment Information 
Employment Desired 
Education & Training 
Nursing Applicants (applicable to nurses only) 
Nursing Internship Applicants (applicable to nurses 
only) 
Registration, Certification & Licensure 
Specialized Clerical Training 
Employment History 
Professional References 
Applicant’s Statement 
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9. Enter your full legal name and the date you completed the application.
 

10. Click Next. 
 

 
 

11. Answer How did you hear about this 
 

 
  

Enter your full legal name and the date you completed the application. 

How did you hear about this position and click Next. 
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12. EEO questions are optional. Answer the questions if desired then click 
 

 
 
When finished you should receive a thank you message for applying.
 

 
 
 
 
 
 

 
 

EEO questions are optional. Answer the questions if desired then click Next.  

When finished you should receive a thank you message for applying. 
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Section II  
 
Your account information is saved in the Northside 
  
If you already have an account log in following the steps below.
 
 
Logging In 
 
1. Select Click here to log in if you have already created a profile.

 

 
 

2. Enter email address and password.
3. Click Log In. 

 
 

 
- If you forget your log in proceed to 
- If you have logged in then proceed to step 
 

  

Your account information is saved in the Northside system.  

If you already have an account log in following the steps below. 

you have already created a profile. 

Enter email address and password. 

If you forget your log in proceed to Section III.   
If you have logged in then proceed to step Section IV. 
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Section III  
 
Forget Your Login? 
 
If you should forget your password you have the option to:
 
  - Email your password to yourself
  - Answer your secret question
 
1. To have your password email to you enter your email address in the top

click         E-mail My Password.
your password emailed to you (or)
 
 
 

 
 
 
The email sent to you should come from 
showing “Your Account Details”. Your password is included in the email.  

If you should forget your password you have the option to: 

to yourself 
Answer your secret question 

password email to you enter your email address in the top E-mail Address field
mail My Password. A message is displayed showing that you have requested to ha

your password emailed to you (or) 

The email sent to you should come from recruiting-nonattended@northside.com
showing “Your Account Details”. Your password is included in the email.   
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mail Address field then 
A message is displayed showing that you have requested to have 

 

nonattended@northside.com with subject 
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2. You can also login using the  secret question and secret answer

and answer from when you setup the account
 
  -  E-mail Address 
  -  Secret Question 
  -  Secret Answer 
 
Click Log In.  
 

 
 
Once you are logged in proceed to section IV. 
 
 
 

  

cret question and secret answer (be sure to use the 
from when you setup the account): 

 

Once you are logged in proceed to section IV.  
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(be sure to use the same question 



How To Apply For A Job On-Line 

Section IV 
 
Your  account information is displayed once you are logged in. 
 

1. Review all pages of the application and update your account as necessary

2. Be sure that your full name and date are entered under 

3. Click Next. 

 

 

4. Answer how you heard about the position (
5. Voluntary Self Identification questions are optional. Click 

 
When finished you should see a thank you message for applying. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Your  account information is displayed once you are logged in.  

Review all pages of the application and update your account as necessary. 

Be sure that your full name and date are entered under Applicant’s Statement

about the position (*Required question), then click Next.
Voluntary Self Identification questions are optional. Click Next if you wish to skip.

should see a thank you message for applying.  
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Applicant’s Statement.  

 

Required question), then click Next. 
if you wish to skip. 

 


