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VIEW CAREER OPPORTUNITIES AT SCOTT & WHITE
Visit www.sw.org  Click on Careers and Search jobs
Search for jobs:  Advanced Search options available (optional): Enter keywords, select locations, job families, or search
by full time/part time, etc.  Click “Search” button to show available jobs
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   You do not have to enter a selection in each category. 
Select jobs: Click in the white box next to the positions for which you wish to apply, and then click on “Apply now.” 
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   You can only be in “APPLIED” status for 3 positions at a time.

[image: image5.wmf]Register/login: If you have not previously registered, create/confirm a user name and password and click “register”


   New users should enter their name and contact information in the “My Profile” section.

If you have already registered, enter your information and click “log in”

To obtain a forgotten password or username - Click “Login Help” enter your username to obtain a forgotten password; 
or enter your e-mail address if you have forgotten your user name. Information will be sent to the e-mail address on your

account.
APPLICATION TIPS – PLEASE READ THOROUGHLY
Resume Options:  Choose one: Upload a new resume, Apply without using a resume, or Use an existing resume.

Review and Update Profile Information:  Enter name (required), address (required), e-mail, and phone.


    Entering a current e-mail address will allow you to retrieve a forgotten user name or password later.
Employment page (Work Experience): Include all relevant work experience. If a resume was uploaded, review all pages

   Use the + and – keys to add/remove information. Review each page by using the arrow keys. ◄► 

Education details: Select your highest level of education. 


   For high school/GED only, simply select your highest level and continue on to the next section. If 
education level is college or higher, proceed with filling in the additional fields on the education page. If you are 
unable to find your School information in the look up, you can type it and your Major into the “OTHER” fields on the 
right.  Be sure that graduated date is not a future date.

License or Certificate details:  Only enter licenses that are applicable to the position for which you are applying. 

If no license or certificate number is available, enter NONE or 0000.

Are you a former employee?:  If you worked at Scott & White previously, last day of employment is required.
Final steps: You will receive a confirmation note that your application has been successfully submitted and you can then 
proceed with completing the background check release.

***IMPORTANT NOTE***

Due to the high volume of applications received, we ask that you log in to your profile and review your status on

line.  Scott & White recruitment staff will review your application, skills, experience and education and contact candidates who best fit the position.  To ensure safety and quality patient care, all candidates are required to undergo a pre-employment background check and drug screen. 

Scott & White does not maintain a record of your username and password and cannot retrieve it for you. 
Write it down for your reference. You will need this information to check the status of your application.
· NOT APPLIED: The application has not been submitted for consideration and is saved in draft form. 

· APPLIED: You are being considered.

· ROUTE: Your application has been reviewed and sent to the hiring manager for further consideration.
· ON HOLD: A candidate has been selected and an offer has been extended.
· NOT SELECTED: You were not chosen for this position or another candidate was successfully hired for the position.
· WITHDRAWN: To withdraw an application, click the “Open Application” icon next to the application you wish to withdraw.  



     then click on “Remove.”  
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