How to apply as an Internal Applicant (active UC Santa Barbara employee)

If you are an active UC Santa Barbara employee, you do not need to create a profile, simply log into
UCPath.

a. Log into UCPath
Log into UCPath with your UCSBNetID at https://ucpath.universityofcalifornia.edu and on the
left side click Recruiting Workcenter

Not Available UCPath
drpuatdl

Primary Trtla:

Not Available

Employea ID:
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Sarvice Data:
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e D2 UT - VPN server change: Thursday 10/17
Beginning the morning of Thursday, October 17th, all UCPath testers are asked to move from any-01.ucop.edu to vpn_ucop.edu.
PeopleSoft Menu
Oct 17, 2019
Worklist
Bookmarks
Employee Actions » Worklist
Manager Actions »
View all

Performance Workcenter

Date From Link Priority
Recruiting Workcenter

03/07/2020  UC_SBCMP_JobOpening, 2497, Job Opening, 2019-01-01, N, 0, HRS_OB_OPENING_ID:4523 RDC-RA,0,A, Low
Forms Library » ) : -

03/19/2020  UC_SBCMP_JobOpening, 2563, job Opening, 2019-01-01, N, 0, HRS_JOB_OPENING_|D:4587 RDC:RA,0,A, Low
Quicklinks > : : - . :

03/23/2020 UC_SBCMP_|obOpening, 2567, Job Opening, 2019-01-01, N, 0, HRS_JOB_OPENING_|D:45592 RDC:RA,0,A, Low
Help /FAQ ’ 03/24/2020  UC_SBCMP_JobOpening, 2573, Job Opening, 2019-01-01, N, 0, HRS_JOB_OPENING_ID:4598 RDC:RA,0A, Low

04/06/2020 UC_SBCMP_JobOpening, 2616, Job Opening 2019-01-01, M, 0, HRS_JOB_OPEMING_|D:4642 RDC:RA,0,4, Low

04/08/2020 UC_SBCMP_JobOpening, 2626, job Opening, 2019-01-01, N, 0, HRS_|OE_QPENING_|D:4657 RDCRA,0,A, Low

o Edit profile 04/23/2020 UC_SBCMP_JobOpening, 2643, Job Opening, 2019-01-01, N, 0, HRS_|OE_CPEMING_|D:4678 RDC:RA,0,A, Low

Qo ™ S

b. On the left side click UC Santa Barbara Careers



https://ucpath.universityofcalifornia.edu/

Favorites = | Main Menu - »  Recmiting WorkCenter » Recruiting WorkCenter

ORACLE o

= | Szarch # | mdvanced Search
Recruiting WorkCenter o «
Recruiting Self Service o v
HEmployes Self Service Welcome to Recruiting Workcanter
7l Check Referal Status
= Confirm Refamal Wielcome to UCpath Recruiting Workoenter. This Workoenter has one "Mavigation Area” and
Fl Routing Responze one "Work Ares™.
= Interview Evaluations The "Mavigation Area” is on the side displaying pagelets assigned to the Workcenter page and
=] . ions the "Whork Area” displays transaction pages such as this page.
| =1 UC Santa Barbara Carea'si )
“fou can hide the "Mawvigation Area” when you want to expand the "Work Area™.
EiManager Self Service
= My Open Jobs The Workcenter is primarily used to access Intemal Candidate Gateway site to search for open

positions in your campus/health. You can also access pages used bo access TAM related
pages from this Workcenter.

Review Postings

You are now logged in and it should say Signed In As in the upper right hand corner. You can now
begin a job search by browsing through open job postings (use the arrow keys to navigate to other
pages to see all postings), or use the Keywords search. Click the More Options link for a more
targeted search (e.g. only Career postings).

Select and apply for a position

If you see a posting you would like to review, click on the specific job to see the Job
Description/Position Information. If you are not interested in this particular job opening, click the
Return to Previous page link at the bottom of the page (or the Next Job link at the top if you are
scrolling through a list of jobs).

Fawvoritas - | Main Menu - > Recruiting WorikCenter » Recruifing WorkCentar
ORACLE’ All + |Szarch » | Advanced Search
Job Search Job Search | My Maotifications | My Activifies | My Favorite Jobs | My Saved Searches | My Gontact Informatian
Filter by Keywords Search Tips
Search Resst Search Sawve Search | More Options
Department & matches found SD"tBF'
BUSINESS & FINANCIALSERV.(1)  saarch Results First 4 1Gof6 b Last

CHANCELLOR (1)

. STOT 1 - 4537
ELECTRICAL & COMPUTER ENG..(1)  Department: SRE-0PERATIONS | Job Code: 004022 - STOT 1| Location: UCSE Campus | Job Function: Student Emgloyment

ENVIROMMENTAL HEALTH & SA.(1) Posted Date: 04/24/2020

GEOGRAPHY DEPT (1)
'J Pazyroll and Finance Assistant - 4572
More... - = =P00550 - EXEC ADVISOR MGR 3| Location: UCSE Campus | Job Function: Executive Advising
Posted Date: 04/20/2020

Job Fami
ebFamily BLANK AST 2 - 4501
Geners] Administration (4) Department: BUSINESS & FIMANCIAL SERVICES | Job Code: 004723 - SLANK AST 2| Location: UCSE Campus | Job Function: Cisrcs
Skilad Crafts 2nd Trades (1) Posted Date: 04/14/2020

Student Services (1) Front Office - 4818

Department: GEOGRAFPHY DEFT | Job Code: 004724 - BLANK AST 1 | Location: UCSE Campus | Job Function: Clerical | Posted Date: 03/31/2020

Job Function
Clerizal {3) BLAMK AST 2 Meadad! - 45220
= : Department: ENVIROMNMENTAL HEALTH & SAFETY | Job Code: 004722 - BLANK AST 2 | Location: UCEE Campus | Job Function: Clerical
Eleciranics (1) Posted Date: 03/24/2020

Executive Advising (1)

Studant Employment (1) Analog and Digts’ Electronics Specialist - 4482

Department: ELECTRICAL & COMFUTER ENGINEER | Job Code: 008301 - ELECTR TCHN FRN | Location: UCSE Campus | Job Function: Elecironics
Fosted Date: 03/04/2020
Job Posted In

2020004 (3) Apply Without Selecting a Job (2

2020003 (3)

Job Search | My Motifications | My Activifies | My Favorite Jobs | My Saved Searches | My Contact Information



Job Description Job Search | My Mofifications | My Activities | My Favorite Jobs | My Saved Searches | My Account Information

4 Pravious Job Mexi Job
Job Details

Job Title Front Office Job 1D 4616
Location UCSE Campus

Favorite Job

Position Information

Payroll Title: BLAMK AST 1

Job Code: 004724

Job Open Date: 03-30-2020

Department Code-Name: GEQG-Geography

Percentage of Time: 100%

Collective Bargaining Unit (CBU): CX-Clerical Unit (Teamsiers)
Grade Type/Grade: Professional & Support Staff (PSS)

FLSA Exemption Status: Mon-Exempt

Work Location: Geography General Adminisirative Office, 1611 Ellisen Hall

Pay & Work Schedule

Pay Rate/Range: 517.97-519.86/hr

Days/Hours: Monday-Friday, 8am-5pm

Equal Opp/Affirmative Action

Affirmative Action Employer, and all qualified applicants will receive consideration for employment without regard to race, coler, religion, sex, sexual orientation,
gender identity, national origin, disability status, protected veteran status, or any other characteristic protected by law.

[ Apply ] Emnail to Friend

Return to Previous Page Job Search | My Nofifications | My Acfivities | My Favorile Jobs | My Saved Searches | My Account Information



Job Descripti[:-n Job Search | My Mofifications | My Activities | My Favorite Jobs | My Saved Searches | My Account Information

4 Previous Job Mext Job P

Job Details

Job Title Front Cffice Job 1D 4616

Location UCSE Campus

Favorite Job

Position Information

Payroll Title: BLAMNK AST 1

Job Code: 004724

Jeb Open Date: 03-30-2020

Department Code-Name: GEOG-Geography

Percentage of Time: 100%

Collective Bargaining Unit (CBU): CX-Clerical Unit (Teamsiers)
Grade Type/Grade: Professional & Support Staff (PS5)

FLSA Exemption Status: Mon-Exempt

Work Location: Geography General Adminisirative Office, 1611 Ellizon Hall

Pay & Work Schedule

Pay Rate/Range: 517.97-319.86/hr

Days/Hours: Monday-Friday, Sam-5pm

Equal Opp/Affirmative Action

Affirmative Action Employer, and all qualified applicants will receive consideration for employment without regard to race, coler, religion, sex, sexual orientation,
gender identity, national origin, disability status, protected veteran status, or any other characteristic protected by law.

Apply Email to Friend

[Relum to Previous Page] Job Search | My Nofifications | My Acfivities | My Favorile Jobs | My Saved Searches | My Account Information

e. Complete the Application
Once you have selected the job opening that you want to apply to click Apply at the bottom of the
page and begin filling out the application. Please note that you will need to save your work every 20

minutes or the system will time you out. Click Save as Draft located on each page if you will be idle
for a long period of time.



Summary of Job Duties

IInder the supervision of the Business Officer, the Payroll and Financial Assistant is responsible for the approval of transactional financial efforts and serves as the
primary payroll processor and analyst for the Interdisciplinary Humanities Center {IHC). Responsibilities include hiring, payroll entry, onboarding of new employees,
accounting, fund tracking and management, overseeing all payment related activites, and close interaction with faculty and staff in both the IHC and other campus
departments as the financial assistant works independently with only minimal supervision and regularly makes decisions that require application and interpretation of

University financial policies and procedures.
Equal OpplAffirmative Action

Affirmative Action Employer, and all qualified applicants will receive consideration for employment without regard to race, color, religion, sex, sexual orientation,
gender identity, national origin, disability status, protected weteran status, or any other characteristic protected by law.

Apply I | Email to Friend

Retumn fo Previous Pags

f. Application Step 1 - Start
Click that you have Read and agree to the above terms and agreements and click Next. Please

note that on any page you can Save as Draft at any time and come back later. You can also return to
the last page by clicking Previous and you can Exit at any time.

(= = O O O O O

Start Resume Preferences Clualifications Referrals Seli-ldentify ReviewSubmil

| Exit ||Sa-.eas[!taﬁ||4F'reuiuu5 Mext b

Start - Step 1 of 7
Applying for: Payroll and Finance Assistant
e believe in hiring the very best Our workplace experience sets us apart and makes us 3 great place to work. Jur goal is fo create an environment
of exceptional organizational values, customer service standards, and employee safisfaction.

This job application allows you to attach a resume and has a number of sections, ranging from job preferences to work experience. The step-by-step
process will guide you through the application. Flease fill in all information carefully and completely before submitting.

Agreements

Application Terms & Agreements
‘fou are advised that your responses submitted in this application constitute a legal undertaking and any false or incomect information will
render your application wvoid.

Applicants who are offered employment will b2 required to successfully complete a pre-employment drug test and an enrmployment and
education background check

[ *' | have read and agree to the above terms and agreements ]

Ext | |SaweasDraft| | 4 Previous Next b

g. Application Step 2 - Resume
Upload your resume and attach a cover letter. You can Use Existing Resume, Copy & Paste

Resume or Attach Resume. Then Attach Cover Letter. When finished click Next.




= (0] O O O O O

Star Resume Preferences Cualifications Referrals Seli-ldentify Review/ Submil

| Exit ||EmFEE|5EZI'EItI|I1F‘|E'¢ims|| Mext §

Resume - Step 2 of 7
Applying for: Payroll and Finance Assistant

T apply with 3 resume, sslect an option below. To apply without a resume, please olick ™ext'
Resume [Required)

Pu
Use Existing Resume | IUse a resume you siready uploaded with us
| Copy & Paste Resume | Copy and paste your resume
| Aftach Resume | Provide us with your resume
N\

Please provide us with your cover |etter.
Cowver Letter

| Attach Cover Letter Provide us with your cover letter

| Ext | |SaveasDrat | 4 Previous | | MNext

= (5 O O O O O

Stard Resume Preferences Cualifications Refermrals Self-ldentify Review/Submil

| Exit ||EEIW_-EI5EZI'EI1||I4F'IEJD|.15|| Mext P

Resume - Step 2 of 7
Applying for: Payroll and Finance Assistant

Current Resume
Resume Language

Resums | English v

Usie Different Resume

Current Cover Letter
Cover Letter *Ciover Letter Title

Cover_letter.docx k:n'u'er letter.docx

Ise Difierent Cowver Letter |

Ext | | SaveasDraft | | |4 Previous ||| Mext |




h. Application Step 3 - Preferences

Please select your employment preferences, such as what days and times you are willing to work,

when you can begin work, the minimum pay that you require, etc. When finished click Next.

= = (] 0

—

Start Rezume Preferences

Preferences - Step 3 of 7
Applying for: Payroll and Finance Assistant

Employment Preferences
1. | can start my new job on or after
&
2_ 1 am loocking for the following kind of work
] Regular
o Temporany
® Eithar
3. | want to work
® Full-Time
D Part-Time
O Esther
4. 1 am willing to travel
® Mever or rarehy
2 Up to 25% of the time
2 Up to 50% of the time
2 Up to T5% of the time
2 Up to 100% of the time
8. | am willing to relocate
® o
2 ves
E. | am available to work the following days of the week
¥ Monday ™ Tuesday ™ Wednesday W Thursday

Clualifications

¥ Friday

e

Referrals

Eit ||Saanstﬂl|qu'meu1'nus||

Self-ldentify

O

ReviewSubmil

It

4

Saturday

Sunday



7. I want to work the following shift|s)
= Mot Applcable
1 Oay
U Evening
1 Might
U Compressed
! Rotating
= Any

8. | want to work
Rl hours per week

8_ 1 require a minimum pay of

Amount Currency Freguency
20 [USD - US Dollar ¥ | [Houry T

10. | would prefer a work location in or around

[ ¥ | iy first choice

[ ¥ | my second choice

Comments about where | prefer to work:

o

| Ext | |SaveasDrat | 4 Previous || Mext »)

i. Application Step 4 - Experience
Use the Add Work Experience button to add current and previous work experience. To add current
and previous references click the Add Reference button. You can also edit by clicking the edit icons
or delete by clicking the trash can. When finished click Next.

= = = (] u u N
Start Resume Preferences [ Qualifications ] Referrals Seli-ldentify Review/Submi
Experience | Educafion | Accomplishments | Questionnaire
| Ext | |SaveasDraft| | |4 Previous | | Nest |
Qualifications: Experience - Step 4 of 7
Applying for: Payroll and Finance Assistant
Work Experience
Employer Job Title Start Date End Diate Eddit Delete
Lhesh Employrent’ Training Analyst 2 04012012 & EI
| Add Wark Experience |]
References
Refarence Title Employer Edit Delete
Bob Smith Manager d’ ﬂ
[E Add Heferance |
Ext | | SaveasDraft| | |4 Previous |[| MNext *.]

j. Application Step 4 - Education
Enter your education history by clicking the dropdown Highest Education Level. You can also Add
Degrees by clicking the button. When finished click Next.



i , , 0] O O O
Stard Resume Preferences [ Qualifications Refarrals Seli-ldentify Review/Submil

Experience | Education | Accomplishments | Questionnaire

| Est || SaveasDraft| | |4 Previous | | Nest &
Qualifications: Education - Step 4 of 7
Aoplying for: Payroll and Finance Assistant
Education History
Highest Education Level| G-Bachelor's Level Degree r I]
Degrees
“fou hawve not added any degrees to your application.
| Add Degress
| Ext || SaveasDraft| | |4 Previous || Mext &

k. Application Step 4 Questions - Accomplishments
Click Add Job Training to add any relevant training you have had in your current or previous jobs.
Click Add Licenses and Certifications if you have any. When finished click Next.

= = = (=] u u u

Stard Resume Preferences [ Qualifications Referrals Seli-ldentify ReviewSubmil
Experience | Education | Accomplishments | Cluestionnaire
| Exit | |SaveasDraft | |4 Previous | | Next »|
Qualifications: Accomplishments - Step 4 of 7
Applying for: Payroll and Finance Assistant
Job Training
i n to your application.

| Add Job Training

Licenses and Certifications

“fou have not sdded any licenses and certifications to your application.
| Add Licenses and Certifications | l

Ext | |SaveasDraft | 4 Previous ||| Next »

. Application Step 4 - Questions
Answer the required questions by clicking the button and click Next.
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Start Resume Preferences | Qualifications _'| Referrals Self-ldentify Review Submit

Experence | Education | Accomplishments | Questicnnaire

Exit Sawveas Orat | | 4 Previous Mext b
Qualifications: (Questionnaire - Step 4 of 7
Applying for: Payroll and Finance Assistant
1. Are you at least 18 years old?
= Yes
2 No
Exit Sawe as Oraft | 4 Previous Mext b

m. Application Step 5 - Referrals

Click the drop down boxes to answer the question of how you learned about the job you are applying
to and click Next.

Fawvoritas - | Main Menu - *  Recniting WorkCenter » Recmiting WorkCanter
ORACLE All = | S=zarch # | Advanced Search
= il il il 0] O
Start Resume Preferences Clualifications Referrals Review'Submit
Exit SaveasDraft | { Previous MNext  p
Referrals - Step 5 of 6
Aoplying for: Paymoll and Finance Assistant
Referrals
Haow did you leam of the job?| Newspapers Al
Specific Referral Source SE Independen]|
Exit SaveasDraft | | 4 Previous MNext  p

n. Application Step 7 Review/Submit
On this page you can review your information, once your application is submitted, you will not be able
to edit it. To make changes, click the edit icons throughout each section or the previous button to
return to earlier pages. You can Save as Draft, but remember to return later to My Activities located
on your main account page to finish it. When satisfied, click Submit Application to apply. The next
screen will pop up letting you know that you have successfully applied.
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Stard Resume Preferences Cualifications Referrals Seli-ldentify Review! Submit

| Exit ||Smeasllaﬁ|||4 F’reuimsllfh.lbm't.ﬁpﬂindiml

Review/Submit - Step 7 of 7
Loplying for: Payroll and Finance Assistant

Revieve your applcstion and make any chanpges before submitting.
My Contact Information
Emai katherine shad@hr.ucsh.2du &
Home Phone S05/503-4004
Address LM Santa Barbara, Santa Barbara, CA 83105
Preferred Contact Method Phaone

Resume ( )
Resums Ediit
Katherine Rae Abad &
Cover Letter
Cover Letter Cowver Letter Title Edit
Cover_letter.docx Cover_letter.doc: &
Preferences
| ean start my new job on or after &
—

I am looking for the following kind of work  Either
| want to wark  Full-Time
| am willing to travel Mewer or rarely
| am willing to relocate Mo
| am available to work the following days of the wesk Mon, Tue, Wed, Thu, Fri
| wiant to work the following shift{s) Day



| wrant to work the followsng shift{s) Day
| 'want to work 40 hours per week
| require a minimmum pay of 20.00 USD Hour

| wrould prefer a work location in or around

Comments about where | prefer to work
Education History

Highest Education Level G-Bachelor's Level Degree

Work Experience
Employer Jaoh Title Start Diate

Lhesh Employment’ Training Analyst 2 041202

Jaob Training

“fou hawe not added any fraining informnation to your application.

Degrees
“fou hawve not added any degrees to your application.

Licenses and Certifications
“fou hawve not added any licenses and certifications to your application.
References
“fou hawve not added any references to your application.
Referrals
How did you learn of the job?

Specific Referral Sounca
Are you a former employee Mo

Diversity

Ethnicity Mo, | am not Hispanic or Latino.
Race White (Mot Specfied)

End Diate

Edit

| Exit | |SaweasDraft | ||« Previous |

| Submit Application |

Application Confirmation

Q’ Your job application has been successfully submitted.

‘fou hawve applied for the following job{s):
Jobs Applied For

Job Title Job 10 Location Job Posting Date

Payraoll and Finance Assistant 4872 UICEB Campus 047202020

Application Date

052002020

‘four application has been successfully submitted. If you need to update your job application, you will need to reapply. If you wish to

view the status of this job application, select the link to retumn to the Job Search page and review the My Aclivities section.

Retum to Job Search iew Submnitted Application




0. Checking your applicant status
Once logged back in, click on My Activities at the top of the page to view your application status.

Job Search Job Search | My Motificat :Jnso | My Activities | My Favaorite Jobs | My Saved Searches | My Account Information Signed In as Frank | Sign Out
Filter by Keywords Search Tips
feruiting Location Search Reset Search Save Search Mare Options
UCSE Campus (5)
My Activities

My Favorite Jobs | My Saved Searches | My Account Information

My Hotificafions -

Signed In as Jane | Sign Cut

Display applications from | All Applications v
Applications
Job Title Job ID Locafion Status Date Created Date Submitted Withdraw Application
Front Office: 4616 Ellison Hall Mot Submitted 05/11/2020 8:46PM Withdraw
Resumes

fou do not have any saved resumes.
Cover Letters and Attachments

“fou have not added any attachments.

Add Attachment

Return to Previous Page Job Search | My Motificafions | My Activities | My Favorite Jobs | My Saved Searches | My Account Information



