
 

 

Frequently Asked Questions  

Where do I begin?  

Do I have to fill out an application?  

If a position is listed online can I submit a paper application or fax my information to the 

Human Resources Department? 

I am interested in applying for a position that only accepts online applications. What 

should I do if I don't have access to a computer 

What if I want to submit a resume?  

What information will I be asked to provide? 

What if I do not have a Social Security Number? 

What if I am not ready to fill out the application at this time?  

What if I have already created an application? 

What should I do if I want to apply to multiple positions? 

How do I save my application?  

Can I copy selected information from another electronic document? 

I am having difficulty completing the online application from my home computer. What 

can I do?  

How will I know that my online application has been received? 

Can I schedule an interview for a position that I'm interested in applying for? 

Will the Human Resources Department contact me if my qualifications match a newly 

opened position? 
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How often are positions updated on the website? 

Who should I contact to find out more specific information about the current job 

openings?  

How do I determine the salary or salary range for a particular position? 

How long does it take to fill a position? 

Who should I address my cover letter to? 

Where do I begin?  

To begin the application process, please select a user name and password that you will easily 

remember. You should write down your user name and password. You will need it to apply for 

other positions or check the status of your application the next time you visit the site. 

Do I have to fill out an application?  

Everyone who applies for a position is required to create an application which includes certain 

information. Any required information is denoted with an asterisk (*). However, the more 

information you provide, the easier it will be to effectively evaluate your skills, abilities and 

qualifications. 

If a position is listed online can I submit a paper application or fax my information to the 

Human Resources Department? 

The University has moved away from a paper application process and, in its place, has 

implemented this online process. Please note paper applications will not be accepted for job 

postings requiring an online profile. Occasionally there will be positions posted with "special 

instructions" regarding how to apply. In such cases, please follow those directions.  

I am interested in applying for a position that only accepts online applications. What 

should I do if I don't have access to a computer? 

The Loyola University Maryland online employment application can be accessed from any 

computer 24 hours a day, 7 days a week. Additionally, you may visit the Maryland State Job 

Service where computers are available for your use. On site assistance and computer work 

stations are available at the Loyola Human Resources office, 5000 York Road, Monday - Friday, 

8:30 a.m. - 4:00 p.m. Many public libraries also have computers available for use. If you require 

additional assistance, please contact the Loyola University Maryland Human Resources 

Department at 410-617-2354. 

What if I want to submit a resume?  
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You will be able to submit a resume each time you apply for a position. There will be directions 

prompting you how and when to attach your resume. Please note that attaching a resume does 

not substitute for completing the application form. 

What information will I be asked to provide?  

You will be asked to provide personal information such as name, address, phone number, etc. 

You will also be asked to provide information about your education and previous employment, 

as well as contact information regarding your employment history and references. Please gather 

this information before beginning the application. 

What if I do not have a Social Security Number? 

If you do not have a social security number or if you have concerns about providing your 

number, please contact the Human Resources Department. 

What if I am not ready to fill out the application at this time?  

If you do not want to complete the application at this time, please click "CANCEL" at the bottom 

of the page.  

What if I have already created an application? 

If you have already created an application with this online employment system, and wish to 

update your information, please click on the "click here" link below to login with the user name 

and password that you used when you created your application. 

What should I do if I want to apply to multiple positions? 

Once you have created a profile in the employment application system, you will not be required 

to duplicate this information. However, you can update this information by accessing the 

Manage Documents section of our website, and then clicking on the edit feature. To apply for 

multiple positions, simply search the site for any currently open positions and click on the Apply 

For This Position feature. You will be automatically directed to the supplemental questions for 

the new position that you are applying for.  

How do I save my application?  

You must click "Save and Continue to Next" or "Save and Stay on this Page" to save the 

information you have entered. If you close your browser prior to clicking "Save and Continue to 

Next" or "Save and Stay on this Page" your application and account will be saved, but you will 

lose the information on the last page that was not saved.  

Can I copy selected information from another electronic document? 



Yes; for example, you can copy and paste the information from a Word or WordPerfect 

document directly into the appropriate fields in the application form. 

I am having difficulty completing the online application from my home computer. What 

can I do?  

If you are having difficulty completing the online application, please make sure that your 

computer is operating with Internet Explorer version 5.5 or higher. If you are still experiencing 

difficulty, please contact the Human Resources Department at 410-617-2354. We can answer 

your questions or provide options for completing the application. 

How will I know that my online application has been received? 

After you have fully completed the online application, answered the supplemental questions, 

attached the required documents and applied for a specific position, you will receive a 

confirmation number which verifies our application for employment. You can also access the 

Application Status section of our website which verifies your application for employment.  

Can I schedule an interview for a position that I'm interested in applying for? 

Due to the large number of applications and requests for interviews, general appointments cannot 

be made. Should a department feel that your qualifications match the needs of their position, you 

will be contacted directly for an interview. 

Will the Human Resources Department contact me if my qualifications match a newly 

opened position? 

Due to the large number of inquiries that we receive, we cannot contact applicants when a 

position becomes available that matches their qualifications. Please visit our website frequently 

for updates and newly opened positions.  

Who should I contact to find out more specific information about the current job 

openings?  

You may contact the Loyola University Maryland Human Resources Department by phone at 

410-617-2354 or by email at humanresources@loyola.edu.  

How do I determine the salary or salary range for a particular position? 

Whenever possible, salary information is disclosed during the interview and offer process. 

How long does it take to fill a position? 

Depending on various reasons, the length of time it takes to complete the recruitment process 

may vary from one week to several months. The search committee will contact you directly if 

mailto:humanresources@loyola.edu


you have been selected for an interview. In general, as long as a position is posted on our website 

it is still open and under review; and is removed once filled. 

Who should I address my cover letter to? 

It is best to use the hiring manager’s name if included in the posting. If not, please address the 

cover letter to the search committee.  


