
WHAT APPLICANTS NEED TO KNOW - Frequently Asked Questions 

• The Application Process  
• Applying for Positions  
• Using the System  
• The Hiring Process  
• Technical  
• Other 

 

 
THE APPLICATION PROCESS 

How does the application process work? 
Using our online system, applicants can view open positions, complete their applications, and apply for currently posted 
positions.  Our system is available 24 hours a day, 7 days a week from any computer with internet access.        

What if I don't have a computer? 
Computers are available at the following College locations.  Maps and directions 

Campus Location Building 
District Administration Building 
700 Carnegie Avenue, Cleveland, OHMap 

  

Metropolitan Campus  
2900 Community College Avenue, Cleveland, OH 

Technology Learning Centers 
Campus Center, Room 200 

Unified Technologies Center, 2415 Woodland Avenue KeyCareer Place, Room 230 
Eastern Campus  
4250 Richmond Road, Highland Heights, OH 

Technology Learning Center,  
Student Services Building, Room 3302 
 
KeyCareer Place, 
Liberal Arts Building, Room 100 

Western Campus 
11000 Pleasant Valley, Parma, OH 

Technology Learning Center 
KeyCareer Place, Room 201 

Most public libraries also have computers available: 

• Ohio public libraries  
• Cleveland Public Library  
• Summit County/Akron Library  
• Cuyahoga County Library  

 

APPLYING FOR POSITIONS 

Can someone help me complete the online application?  
A  Human Resources representative is available at our District office Monday, Wednesday and Friday between 9 – 11 
A.M. and Tuesday and Thursday between 2 – 4 P.M. to assist you.  You may also call Human Resources at (216) 987-
4831 for assistance via phone Monday - Friday between 8:30 A.M. – 5 P.M. 
  

Can I save my application before I finish completing it?   
Yes.  However, the required fields (fields marked with an asterisk) must be completed before the application can be 
saved.  If you can't finish the entire application, complete the required fields and return later to finish it.  
  



How long is my application valid? 
Applications remain on file as long as you are actively applying for positions. If you do not apply for any positions for two 
years, you will have to reenter your application before you can apply again. We encourage you to update your online 
application as often as necessary so it contains accurate updated records (address, phone number, work history, 
references, etc.) and is ready to be applied to positions of interest.   
  

Do I need to recreate my application each time I want to apply for a position? 
No.  Our system will retain your application form online for future use.  However, remember to edit your application as 
needed to reflect updates to your address, phone number, education/experience, salary desired, etc. any time you apply 
to a new position.  
  

Can I apply for more than one position at a time? 
Yes.  You can apply to multiple positions that are currently open and listed.  
 

If I complete an employment application am I automatically considered an applicant for a position?  
No, completing an employment application is separate from applying for a position.  In order to be considered an 
applicant you must both complete an employment application and apply for a position.  You may also be required to 
attach applicant materials such as a resume and/or cover letter and be asked questions regarding your qualifications or 
how you learned of the position as part of the application process.     
  

How will I know when I have completed the process of applying for a position? 
You will receive a confirmation number and an auto response when you have successfully completed the process.  
  

Will a resume and cover letter be required for every position? 
No. Required applicant materials (with the exception of an employment application) vary per position.  Each job posting 
indicates which applicant materials are required in order to apply for that specific position.    
  

Should I save my resume and cover letter into one file (i.e., Word) and attach it to my application?  
No.  You will be asked to attach your resume and cover letter separately.    
  

How can I attach my transcripts to my application? 
The job posting notice will indicate if transcripts are required applicant materials for a position.  If you are asked to 
provide transcripts, you can either attach the transcript for each degree as a separate file or mail the transcripts as 
indicated on the posting notice.    
  

All my pertinent information is on my resume.  Can I fax, mail or e-mail my applicant materials to you? 
The College no longer accepts resumes or applications via fax, mail or e-mail.      
  

I want to send a sample of my work (portfolio, CD, syllabi, etc.) so the hiring manager or search 
committee has it for review.  How can I do that? 
Submit only applicant materials as requested in the job posting.  This applies to work samples or copies of resume/cover 
letter.  Other materials such as portfolios, CDs, etc. will not be accepted.  
  

If I am presently a CCC employee. Do I still need to complete an employment application? 
Yes.  Applications are required of each person applying for a position.  It is likely that some of your credentials have 
changed since you originally applied and obtained the position you are currently in.  Completing a new application 



ensures that your current qualifications and personal information are documented.   
  

When a posted job includes an experience requirement in the form of years, will part-time experience be 
considered? 
Unless otherwise indicated, the experience requirement refers to full-time experience or equivalent part-time experience 
(i.e., two years part-time equates to one year full-time).  
  

If a position is indicated as “internal only” and I am not a College employee, does that mean that I cannot 
apply for the position? 
You can apply to the position but internal candidates may be given first consideration due to contractual (union) 
obligations or other factors.    
  

I missed the deadline for applying for a position.  Can I still apply?  
No.  No additional applications will be accepted once a deadline has passed.  Please continue to visit the employment 
system and apply for new jobs as they become available.     
 

I saw a position advertised but when I went on the system it was not listed.  How can I apply for it?The 
fact that the position is no longer listed indicates that either the application deadline has passed or the position was filled 
or cancelled.     

 
What do the terms “open until filled” and “for full consideration” mean?   
“Open until filled” - The hiring manager/search committee will continue to review applicants until a sufficient pool of 
qualified applicants has been identified.  An “open until filled” search may be closed at any time.    

“For full consideration, apply by (date)” - All applicants who apply up to that date will be reviewed by the hiring manager 
or search committee.  Applicants who apply after that date will be reviewed only as needed to insure a sufficient pool of 
qualified applicants.  
  

I made a mistake on the application I submitted for a position. How can I change it?   
Once you have certified the information on your application to be complete and true and you have applied the application 
to a position, you cannot change your application for that position.  Human Resources also is not able to change your 
application for that position.  Please review your application carefully before certifying it and completing the application 
process for a position.  You may change/update your application at any time, but those updates will affect positions you 
will be applying for in the future.   
  

What if I attached the wrong document to my application? 
If you accidentally attached the wrong document, send an e-mail of explanation to careers@tri-c.edu indicating the 
vacancy for which you were applying and attach the correct document to the e-mail.  Human Resources will review your 
request and contact you accordingly.  
  

What if I incorrectly answered one of the questions in the online system when applying for a position? 
If you accidentally answered one of the questions incorrectly, send an e-mail of explanation to careers@tri-c.edu 
indicating the vacancy for which you were applying.  Human Resources will review your request and contact you 
accordingly.   
  

What does it mean when the job posting states that a valid Ohio driver’s license and ability to meet the 
College’s insurability are required? 



To operate a College Vehicle:  An employee hired into a position where they will be required to operate a College Vehicle 
is asked to sign a Request for Privileges to Operate a College Vehicle form.  Included in this form is the following:  

I attest, to the best of my knowledge, that I have not incurred any of the following infractions and currently possess a 
valid Ohio driver’s license: 

1.  Driving under the influence. 
2.  Any major violation (homicide, reckless driving leaving the scene) within the last three years. 
3.  Two or more moving violations and one at fault accident in the last three years. 
4.  Three or more moving violations within the last three years. 
5.  Two or more at fault accidents in the last three years. 

The employee also signed a Disclosure to the Consumer, Request for Permission to Obtain Motor Vehicle Report form.  

To meet the College’s insurability requirement to drive their own vehicle:  An employee hired into a position where they 
will drive their own vehicle on College business are required to sign a statement that they meet the College’s insurability 
requirements which are as follows:  

You must have insurance coverage on your vehicle which satisfies the State of Ohio Bureau of Motor Vehicles 
requirement. You will also be required to sign a statement that you have not incurred any of the following infractions: 

1. Driving under the influence.  
2. Any major violation (homicide, reckless driving leaving the scene) within the last three years. 
3. Two or more moving violations and one at fault accident in the last three years.  
4. Three or more moving violations within the last three years.  
5.  Two or more at fault accidents in the last three years.  

I received a degree(s)/diploma(s) from an institution outside the USA.  How can I determine if my 
degree/diploma is recognized in the US?   
Your credentials must be translated and evaluated prior to submission to have them recognized by the college.  
Acceptable professional evaluation services are listed below.  Costs incurred are the responsibility of the applicant. 

• Educational Credential Evaluators  
• World Educational Credentials Evaluators  

 

USING THE SYSTEM 

How often are job listings updated? 
Positions may be posted at any time but are normally posted on Friday or Monday.    
  

How will I know the status of a position? 
Every two (2) weeks, the College’s search committees and hiring managers are asked to update the status of pending 
applicants and position status in the online system.  You can see the status of your consideration for a position to which 
you have applied by logging in with your user name and password.  You will see “Your Status” as one of the following: 

• In Consideration  
• No Longer in Consideration  
• Position Filled  
• Position Closed/Cancelled  

You will also see the “Position Status” as one of the following based on input from the search committee or hiring 
manager: 



• Search in Process  
• Reviewing Applications  
• Interviewing  
• Recommendation/Hire Pending  
• Position On Hold  
• Position Cancelled  
• Position Filled 

  

What should I do if I forget my username and/or password? 
Send an e-mail to askpa@peopleadmin.com or call (800) 978-4545 to reset your password. You can also contact the 
Office of Human Resources at (216) 987-4831 if it is an emergency. 
  

 

THE HIRING PROCESS 

Will I be guaranteed an interview if I am qualified for a position? 
Often, there are many applicants who apply and meet the minimum qualifications for a position.  Not all will be granted 
an interview.  The search committee/hiring manager will schedule interviews with candidates who appear to present the 
best fit for the College, department, and position available.   
  

In general, how does the hiring process work?  
After the application deadline, “for full consideration” or review date of a position, applications will be reviewed by a 
representative of the College and/or search committee.  Depending upon the position type, the consideration process will 
involve one or two interviews.  If you are selected for an interview, the hiring manager or a search committee member or 
designee will contact you to arrange the interview.     
  

Will I receive a letter if I am not the selected candidate for a position?  
If you were interviewed for a full-time position, you will receive a letter that you are no longer in consideration once the 
position has been filled. 
  

Does the College conduct background checks? 
The College conducts background checks and drug screens on: 

• newly hired full-time, part-time and proffered (instructional and non-instructional) employees,  
• employees with a break in service of twelve months who are being hired into a full-time, part-time, or non-

instructional proffer position, or  
• current proffered employees hired before July 1, 2006 who are transitioning to full-time or part-time employment.  

Offers of employment to such individuals are contingent upon a background clearance.  Background checks can also be 
conducted on current employees who are being hired into a grant-funded position that requires a background clearance. 

 

  TECHNICAL 

How secure is my information? 
The site is protected with a Secure Socket Layer, which offers 128-bit encryption of all data.  Applicant passwords are 
never displayed to Cuyahoga Community College employees. Data is stored at a restricted access facility.  
  



I am having technical problems with my computer that is stopping me from completing the application.  
What can I do? 
Be sure you are using either Internet Explorer 5.5 or higher or Netscape 4.79 or higher.   
  

I get a blank screen.  What should I do?  
Be sure you are using either Internet Explorer 5.5 or higher or Netscape 4.79 or higher. 

 

  OTHER 

Who can I contact if I need special accommodations due to a disability?  
Contact the Office of Affirmative Action & Diversity at (216) 987-4773.  

 

  

 


