
 

 

Human Resources Department 
Office of the Assistant Superintendent for Human Resources 

 
How to Apply for Jobs at Andover Public Schools-USD385 

 
Thank you for your interest in working for the Andover Public School District. Please follow the directions 
below to apply. 

1. Log on to our application system by clicking on the link to our application from our website 
(http://www.usd385.org/). Select “Human Resources” under Departments and then “Employment 
Information”. Then select “Apply for Positions”. 

 
2. Once you have located the job you are interested in applying for, select it by clicking on the title. 
 
3. You will then be able to see the details of the job. If you choose to apply for this job, click “Apply”. 

Next, select “Start”. First time users will then need to create a user name and password to begin an 
application. 

 
4. You will be able to create a profile that will remain in the system. Please specify job preferences, 

allowing us to run reports as jobs open, to find possible candidates. 
 
5. Once you have initially created a profile, you can log in with your username and password the next 

time you enter the site. Be sure to write down your username and password for future reference. You 
will need them each time you access the system. 

 
6. All fields marked with the red asterisks are required. 
 
7. You are allowed to complete the application in several steps. You do not have to complete all the 

steps in a single session. You can complete them at different times, even on different days. 
 

8. The application consists of multiple steps and will take you at least 30 - 60 minutes to complete; you 
can stop at any time without losing any work. You can return to complete your application up to 25 
days later. 

 
9. Attaching documents is important since it allows the interviewers to learn more about you. If you have 

difficulty, make certain that there are no spaces or unusual characters (quotation marks, etc.) in the 
titles of your documents. 

http://www.usd385.org/


 

 
 
10. If you completed an application with another organization that uses the Frontline Applicant Tracking 

System, you may import most of your data to Andover Unified School District #385. 
 
11. Your application will be considered "in process" until you complete it. The school district will have 

the ability to view it, even if you do not complete it. 
 
12. You will then be prompted to return to the jobs page to apply for other positions that interest you or 

you can log out of the system. 
 
13. You will receive an e-mail confirming your application has been submitted. 
 
14. Remember to continue to check the Employment Opportunities! You will still need to apply for any 

position(s) as they occur. Your profile does not constitute an application for any position; it will just 
save you some time as you apply. 


