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New Users – First, you have to set up an applicant account.  Second, you need to create and save an 
application.  Finally, you need to apply for an advertised position and attach any required (transcripts and 
license if needed) and optional documents (resumes, CVs, cover letters, etc.). 
 
Returning Users - We upgraded our applicant tracking system and applications from the old system did 
not transfer.  To access the new system, you have to set up a new applicant account and create a new 
application.  Once you create your application, you can apply to advertised positions.  Documents from 
the old system did not transfer to the new system and you must attach any required (transcripts and 
license if needed) and optional documents (resumes, CVs, cover letters, etc.).  Just like the old system, 
once you attach documents to an application in the new system, these documents (or new ones if you 
wish to attach) are available to be attached to any future applications.  

Completing the Application - We strongly recommend you assemble the following information before 
beginning to complete the online application: 

 Educational information (educational institutions attended, dates attended, the year your degree 
or graduate semester hours were awarded and the number of semester hours completed. 

 Professional license, registration and certification information. 

 Work history information for the last 10 years (address/telephone number of employers, dates of 
employment, starting/ending salary and description of work performed). 

Applying for Open Positions - Once you complete and save your application, you can apply for 
advertised positions. You must submit an application (and any required documents) by the Job Close 
Date shown on the job details for the position. Your application is not complete until you submit a 
completed application, all required documents, and receive a confirmation number. Once you submit an 
application for an advertised position, you can edit your application until the job close date. 
 
Copy of Academic Transcripts – You must attach a copy of a transcript from a regionally accredited 
institution of higher education showing at least the minimum qualifications to all applications for non-
faculty positions requiring at least a post-secondary degree or undergraduate semester hours.  Each job 
posting lists the minimum educational qualifications for the position.  In addition, the job posting shows 
whether the College accepts the substitution of experience for the educational qualification.  It is to your 
advantage to scan your transcript(s) and attach them directly to your application. If you cannot attach your 
transcripts to your application, you must fax (813-253-7168) or mail (must be received before the Job 
Close Date) a copy of your qualifying transcripts to the Employment Office using the attached Document 
Transmittal Form. 

Qualifying Degree From Outside the United States and Canada - Applicants with a qualifying degree 
from an educational institution outside the United States and Canada must submit a foreign credential 
evaluation from one of the members of the National Association of Credential Evaluations Services 
(website: www.naces.org).  It is to your advantage to scan your foreign credential evaluation and attach 
them directly to your application.  If you cannot attach your foreign credential evaluation to your 
application, you must fax (813-253-7168) or mail (must be received before the Job Close Date) a copy of 
your evaluation to the Employment Office using the attached Document Transmittal Form. 

Official Transcripts - If selected by the screening committee for an interview, you must bring an official 
transcript(s), showing at least the minimum qualification, in a sealed envelope from the educational 
institution to the interview.  If the official transcript(s) will not reflect the awarding of the required degree, 
or the attainment of the required undergraduate semester hours, you must bring written documentation 
from the educational institution showing when the degree was awarded or the hours earned. Applicants 
not bringing an official transcript in a sealed envelope to an interview will not be interviewed. 
 
Checking the Status of Applications - You can check the status of your applications by logging into 
your applicant account as a Returning User and checking your Applicant Status information. 
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