
Frequently Asked Questions 

Q) Where do I begin? 

Q) How do I apply for a position? 

Q) What information will I be asked to provide? 

Q) How do I find out what jobs are available? 

Q) I am looking for a specific job and cannot find it through the search. What does this mean? 

Q) How does the online application process work? 

Q) Does the University of Guam still accept paper applications? 

Q) Where can I complete an application? 

Q) Can I save my application before I finish completing it? 

Q) When/how can I make changes to my application? 

Q) Why would I have to make changes to my application? 

Q) How will I know if my online application was completed successfully? 

Q) Who will see my application if I submit it online? 

Q) What if I want to submit a resume? 

Q) Do I have to fill out the "Work Experience", "Education" and "Reference" pages if I plan on attaching my resume 

at the end of the process? 

Q) Can I apply for more than one job at a time? 

Q) How Do I Print My Application? 

Q) How can I check the status of my application? 

Q) I can't remember my user name and/or password. What do I do? 

Q) I am having a problem using the Back button to get to a prior page. It keeps returning me to the same page, 

what do I do? 

Q) Where can I find salary information about positions? 

Q) How do I improve my chances of getting a job? 

Q) How are individuals selected for interviews? 

Q) How can I get accommodations or special arrangements based on my disability? 

Q) How often are new jobs posted? 

Q) Are part-time jobs available? 

Q) If I have applied for a position and decide that I am no longer interested, how can I withdraw my application? 

Q) I saw a position online and did not apply for it. Now it is no longer online. Am I still able to apply? 

Q) Will I receive benefits if I am hired? 

Q) What if someone does not have a computer or access to the web?  



Q) Where do I begin?  

A) To begin the online application process, create an account in UOG’s online employment 

portal: https://uog.peopleadmin.com/. It will require you to select a Login username and 

password that you will easily remember. An email address will also be required in the event you 

need to reset your username or password. You will need your username and password to apply 

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

Q) How do I apply for a position? 

A) Application forms for jobs posted in the UOG online employment portal 

(https://uog.peopleadmin.com/) are submitted online. We encourage you to search for 

positions before completing an application, as the system will then automatically direct you to 

the appropriate requirements for the position. 

Throughout the process, it's important that you read and follow all instructions carefully. Please 

have documents you wish to submit with your application (e.g. resume, cover letter, etc.) ready 

to go when you apply for the position. 

Q) What information will I be asked to provide?  

A) 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. 

For many jobs, attachments may be required; refer to “Documents Needed to Apply” section of 

the Application. Only electronic attachments are accepted. The following types of documents 

can be attached: doc, docx, pdf, rtf, rtx, txt, tiff, tif, jpeg, jpe, jpg, png, xls, xlsx. If your document 

is not one of these file types, please convert it to pdf format prior to attaching. Please do not 

mail or fax any materials/documents.  

Q) How do I find out what jobs are available?  

A) A listing of all available positions can be accessed by clicking on the link entitled "Search Jobs" 

(https://uog.peopleadmin.com/postings/search). You may then refine your search by 

Department, Position Type, Posting Dates, or Keywords. If you wish to view ALL open positions, 

leave all search fields at "ANY" and click the SEARCH button. 

Q) I am looking for a specific job and cannot find it through the search. What does this mean? 

A) This may indicate that the position has not yet been posted or that it has been removed and 
is no longer available for applications. If the position is still open, your search criteria may be too 
specific. You will want to broaden your search criteria in order to find the job posting. 

Q) How does the online application process work?  

A) Applicants may submit application for specific positions from any computer with Internet 

access. All applications to open positions will be screened by the hiring manager. Those 

applicants who are to be interviewed will be contacted. Applicants may check the progress of 
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their application to positions at any time by logging back on to their account and viewing the 

Status message under "Status".  

Q) Does the University of Guam still accept paper applications? 

A) For job announcements posted via https://uog.peopleadmin.com, applications must be 

submitted through the online application system within the same website.  

Q) Where can I complete an application?  

A) Applications are accepted via UOG’s Online Site at https://uog.peopleadmin.com, UOG’s 

online employment site. To apply for any of the open positions listed on the Search Positions 

page--simply click on "Apply to this Job".  Any required information is denoted with an asterisk 

(*). The more information you provide, the easier it will be to effectively evaluate your skills, 

abilities and qualifications.  Attach a cover letter/resume (if applicable), and answer any Position 

Specific Questions (if applicable).  

Q) Can I save my application before I finish completing it?  

A) You must click the "Save Changes" button, at any time, to save the information you have 

already entered. If you exit the online employment site, close your Internet browser, or lose 

your Internet connection before clicking "Save Changes" your data will not be saved and you will 

have to start over. If you cannot finish the entire application in one session, you may find it 

helpful to complete just the required fields (indicated by a red asterisk) and proceed to "Save 

Changes". You are then able to log back in at any time to complete and/or edit the application.  

Please note that your online session will time out after 60 minutes of inactivity. To be active, you 

must be communicating with the web server (clicking buttons, tabs, etc.). If your session times 

out, your information will be lost if you have not saved it.  

Q) When/how can I make changes to my application?  

A) Changes can be made to your application at any time before submission; log-in to the 

website, and click on “Your Applications”. Once you submit an application for a particular 

position, you cannot go back and make changes to the submitted application.  

Q) Why would I have to make changes to my application?  

A) Once you’ve submitted an application; the system will automatically populate information 

based on last application submitted.  However, you will need to review and edit your responses, 

before submitting application for subsequent posting to reflect changes in your contact 

information changes (address, phone number, email address, etc.).  

Another reason that you may wish to edit your application is if you have acquired additional 

skills, experience and education since you created your original application. For some positions 

you may be required to note specific information (e.g. salary history, etc.) for the department to 

review. 

Please note that updates will not be made for positions you applied for before making the 

updates. 
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Q) How will I know if my online application was completed successfully? 

A) You will receive a confirmation number when you have successfully applied to a vacancy. You 

may also view “Your Application” link to check the status to confirm that it was entered 

successfully. 

Q) Who will see my application if I submit it online? 

A) Your application is on a secure web server and will be available to the Human Resources 

Office and the interviewer(s) for the specific job opening for which you apply. 

Q) What if I want to submit a resume?  

A) You will be able to attach a resume to your application if the hiring department for their 

specific job has asked for that option. Check “Documents Needed to Apply” section of the 

application allows applicants to upload required documents. Note that attaching a resume does 

not substitute for completing the application form.  

Q) Do I have to fill out the "Work Experience", "Education" and "Reference" pages if I plan on 

attaching my resume at the end of the process?  

A) Required information is denoted with an asterisk (*); the system will not allow you to 

proceed with submission of application unless required fields are filled. Work Experience and 

Education fields are required. We want to collect complete information regarding these 

subjects, which will allow hiring managers to make more informed decisions regarding 

applicants.  

For references you will have an option to provide those at the time you might be selected as a 

final candidate especially for Staff Position. However, for Faculty and Administrator positions 

you will be required to provide references when completing the application.  

Q) Can I apply for more than one job at a time?  

A) Yes. However, check the job requirements to ensure you meet the qualifications required for 

the job. You must log into the website and to apply for other job openings. 

Q) How Do I Print My Application?  

A) There are two (2) ways to submit your application 1-Before submitting your application you 

will have the option to view it. Go to “Check for Errors and Submit” application section then 

select “Print Version” where your application will open in a new browser window. Using the tool 

bar, select “File/Print” and follow the prompts on the screen to print your application. 2-After 

you’ve submitted your application: go to “Your Application” link, then go to “Completed 

Applications” section; under the “Application Materials” column select the desired application 

then select “Print Version”.  Use tool bar to select “File/Print” to print your application.    

Q) How can I check the status of my application?  

A) Login using your user name and password. Looking at the left side menu bar, click on "Your 

Application", then go “Completed Applications” section and look for “Status” column. You will 

see your current status in the search noted.  



Q) I can't remember my user name and/or password. What do I do?  

A) Click on “Forgot your username or password?” at the log in page. This will then lead you 

through the steps to reset your password and get into the system. It may require you to provide 

an email address used to create the account. 

Q) I am having a problem using the Back button to get to a prior page. It keeps returning me to the 

same page, what do I do?  

A) Do not use your browser's "back," "forward" or "refresh" buttons to navigate. This may cause 

unexpected results, including loss of data or being logged out of the system. Please use only the 

navigational buttons within the site.  

Q) Where can I find salary information about positions? 

A) Most positions will show salary information in the “Salary Range” field of the posting. 

Q) How do I improve my chances of getting a job? 

A) Before applying, review the required qualifications for a position to ensure you meet those 

qualifications. You must show that you meet the required qualifications for the position in your 

application materials. Attach all required documents, e.g., resumes, cover letters, letters of 

reference, etc., and any additional non-required documents that show your qualifications and 

interest in the position. You should also proofread your documents to make sure they are free 

of spelling and grammatical mistakes. You can review your materials before you complete the 

application process and if something is not correct, you should fix it! 

Q) How are individuals selected for interviews? 

A) The hiring department selects those candidates who meet the majority of preferred 

qualifications as stated in the posting. 

Q) How can I get accommodations or special arrangements based on my disability? 

A) Contact UOG Human Resources Office at 671-735-2350/2351/2352 to receive assistance 

regarding accommodations or special arrangements you may need. 

Q) How often are new jobs posted? 

A) New jobs are posted as vacancies become available. 

Q) Are part-time jobs available? 

A) Yes, the University has both full-time and part-time positions available. This information is 

displayed within the job announcement postings. 

Q) If I have applied for a position and decide that I am no longer interested, how can I withdraw my 

application? 

A) Log in to the employment system and view the status of jobs to which you have applied. You 

may withdraw your application by using the “Withdraw Application” link in the status box. You 

will not be able to reapply for the same vacancy once you have withdrawn your application. 



Q) I saw a position online and did not apply for it. Now it is no longer online. Am I still able to apply? 

A) No. If a position does not appear online, applications are no longer being accepted for that 

position. 

Q) Will I receive benefits if I am hired? 

A) It will depend on the position. Usually, full time positions receive benefits. Questions 
regarding benefits for a specific position may be directed Human Resources Office or to the 
hiring department if you are interviewed for the position. 

Q) What if someone does not have a computer or access to the web?  

A) There are a number of ways you can still get access to our online employment site:  

 Any of the computers located at the UOG Library, Computer Center Lab, or other computer 

lab within UOG campus are equipped with internet access. 

 Public libraries have available computers for use.  

 Any computer that has Internet access, 24 hours-a-day, 7 days-a-week.  


