@ Apply to a Job Opening -External

Background This topic describes the step-by-step processplying to a job

Information

Before You

Begin

Hints

opening.

Before beginning the task, the following informatis required.

If...

What you need...

An External Applicant

Resume (MS Word or plain texnat)
Email Address (Get a free email address

A Transit Operator
Applicant

Resume (MS Word or plain text format)
Email Address (Get a free email address

*See Appendix A

Keep the following in mind when doing this procedur

* TheR/O/D column in the description tables defines whether th
field is required (R), optional (O), or defaulte)(

* In date boxes, you can either type the date ok @ to select a
date from theCalendarpop-up window.
* In edit boxes with drop-down lists, clicc to list the choices, then

click your selection. In edit boxes with promptbck QA to look
up the choices on a separhtokuppage.
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Procedure Applying to a Job Opening

Menu Path
Current CMBC Career Opportunitieink at
www.coastmountainbus.com/careers

1. Use the menu path above to display the Careers Hage.

» The Careers Home page appears.
VA o d— e

Career Opportunities

Coast Mountain Bus Company keeps the buses, the people and in so many ways, the vibrant
pace of the Lower Mainland moving. SWith senice expansion, a growing fleet and ewer
increasing ridership, we are continually looking for people to fill a wide variety of positions.

Excellent wages, benefits and training, combined with great career opportunities make
ernployment at Coast Mountain Bus Company a must!

K Lurrent CWMBC Career Opportunities

Click on the Current CMBC Career Opportunities link

2. » The Careers page appears.

Careers

Entervyour user name and password to login. Ifyou have not yet registered, click here to Rengister.

Keywords: | User Hame:
Posted: Last Month A Password:
Search | Advanced Search  Search Tins Login | Login Help Register Now

First Frevious |Ne>€t Last

Date Job Title Job 1D Location
[] 2008 1mg ansilOnerator Trainee 20080003 Lower Mainland

3. If you already have Bser NameandPasswordenter it in the top right corner, then
skip to Step 4.

If you do not have Blser Name continue with Step 3.
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Click the Reaister Mow |ink to create a User ID.
» The Register page appears.
Register

Enteryaur new user name and passward.

‘User Name e Your Email ID

‘Passwori

*Confirm Password

Register | Return to Previous Page

Enter the following information:

User Name Enter your email address as your user R
name

Password Enter a password R

Confirm Password | The same as the password above. R

Make sure you remember your user name and password.

Click 891" | +5 continue.

Before applying to a job opening, you are requited

Create a user profile (Step 5)

Before applying to a Community Shuttle (CTS) om$itaOperator (TO) job opening,
you are also required to:

Attach a Driver’'s Abstract (Step 6)

Attach an ICBC Claim Summary (Step 6)

If you have already completed these three itenis,adlead to Step 7.

If you are not applying for a CTS or TO job openinglease skip Step 6.
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p Careers Home

5. Click on the My Prafile |ink to set up your user profile.

Welcome

Keywords: [OPERATOR

Posted: Last Manth

O Applications

v 0 Cover Letters and Attachments

gearch | advanced Search  Search Tips

My Profile

» The My Profile page appears.

0 Saved Resumes

As an external applicant, you can update your name, address, phone number and email here. Changes
made to your contact details on this page will be updated on all of the johs yvou have applied to.
Fequired Fields are marked *

Save Return to Previous Page

Enter the following information:

Preferred Method | Select how you would like us to R

of Contact contact you (Email, Mail, or Phone)

Name Format O

Name Prefix Select a name prefix O

First Name Enter your first name R

Middle Name Enter your middle name 0]

Last Name Enter your last name R

Name Suffix Leave Blank O

Country (address) | Select the country for your mailing @]
address

Address 1 Enter your mailing address. Use the R

...to additional address lines if required.

Address 4
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Click

City

Enter the city you live in

Province (address)

Enter the province you live in

Postal Enter your postal code
Primary Email Select the email address type
Type

Email Address

Enter your email address

Primary Phone
Type

Select the phone number type

Phone Number

Enter your phone number

Driver’s License #

Enter your driver’s license number

Country (license)

Enter the country your license was
issued in

Province (license)

Enter the province your license was
issued in

Valid from/to

Enter your license’ valid from date

Expiration Date

Enter your license’ expiration date

License Class

Enter your driver’s license class.

For CTS and TO positions, you mus
have held a minimum of a British
Columbia Class 5 (or equivalent)
Driver’s License for the past 3 years

For more about drivers license

requirements, visit our website at
Wwww.coastmountainbus.com/careers

[

Save

to continue.
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CMBC will requestCBC (only) documents on your behalf once you have fully
completed this application online and submittedryimal declaration statements.

NOTE: If you are from out-of-province or out-of-countypu will require:

Original documentation from your previous insuramoenpany verifying your
insurance claims record (accident history) over plast 5 years.

Driving Record verifying your Driving History fohé past 5 years from the
transportation department in the city where youded.

Please submit original documents in support of yaqplication to:
13401 108th Avenue, Surrey BC, V3T 5T4

For more information on drivers license requirengmisit our website at
www.coastmountainbus.com/careers

To add these attachments manually to your prafliek on the My Career Tools |jnk
near the top of the window.

p Careers Home Job Search My Saved .Jobs My Saved Searches ( Iy Career Tools ) Logout

» The My Career Tools page appears.
My Career Tools

John Doe
1234 Main 5t
Yancouver BC WY 141

Edit Frofile

Display applications from: | Within Last\Week «w | Refresh

‘You have not submitted any Applications.

You do not have any saved resumes.

You have not added any attachments

[+]Add Attachment

Click on the[*]Add Attachment |ink.

Apply to a Job Opening - General External REVISED (July 08).doc Page 6



» The My Attachments and Cover Letters page appears.
My Attachments and Cover Letters

Add Attachments

Cover Letters and Attachments

‘Attachment Type: W
Add Attachiment

Save & Return | Bave&AddMDre| Cancel ‘

Select theAttachment Typeof Drivers Abstract and clic Add Attachment

» The Upload page appears.

pload | Cancel |

Click | Browse..  and select the Drivers Abstract file from your @arter in the
location in which you saved the .PDF file. (Sep&mlix A for assistance)

Then click #1939 |

Click Save & Add More |

Repeat the above instructions to upload an ICBGrC@ummary attachment.
(SelectAttachment Typeof ICBC Claim Summary, browse for the file, theloag.)

Click __Save&Retum | oo ciched.

NOTE: Please ensure the Drivers Abstract attachmentvedas PDF (as received by
ICBC) and ensure it is saved with the correct Attaent Type.

Although the ICBC Claims history files does NOTdeebe a PDF file, it must be
uploaded under the correct Attachment Type.
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» The My Career Tools page should now resemble tteesshown below:
My Career Tools

John Doe
1234 Main 5t
Yancouver BC WY 141
Edit Profile
Display applications from: | 'Within LastWeek + | Refresh

ou have not suhmitted any Applications.

¥ou do not have any saved resumes.

Cover Letters and Attachments
File Name Attachment Type Uploaded

Wy Diriver s Abstract pdf Diriver's Abstract 200610730 10:08AM  Edit Attachment ]j[

Y ICEC Claiim_Summar pdf ICBC Claims 200610730 10:084M  Edit Attachiment
Summary

NOTE: Both the Drivers Abstract and the ICBC Claims Samynattachments we just
uploaded are shown in the Cover Letters and Attaiissection.

You are now ready to apply to a job opening.
Click theCareers Homéhyperlink near the top of the window.
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» The Careers Home page appears.
Careers

Enteryour user narme and password to login. Ifyou have not vet registered, click here to Register.

Keywords: | ‘User Hame:
Posted: Last Maonth v ‘Passworil:
Search | advanced Search Search Tips Login | Login Help Register Mow

First Previuus|

Date Job Title Joh ID Location
[] 2006/09/21  Transit Operator Trainee 20060001 Lower Mainland
[] 200609721 g”g;@;‘:"ws“”me Transit 20060002 Lower Mainland
[] 2006M0/02 Employment Specialist 20060073 Lowwer Mainland
[ 2008z Lanspotation Planner- TSNG 5pnennzs | gyer Mainland

kud

[] 2006/M0/03 Custorer Information Clark 20060076 Lower Mainland

| Deselect Al Saveans| Appl\;NDW|

Click on theJob Title of the job opening you want to apply for.

NOTE: Community Shuttle and Transit Operator job opesingl be displayed in the
Latest Job Postings at Coast Mountain Bus Compaatfa highlighted in the screen
shot image above.
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» The Job Description page appears.
Job Description

Job Title: Transit Operator Trainee
Job ID: 20060126

Location: Lowver Mainland
FullPart Time: Full-Time

RegularTemporarny:  Raegular

Email to Friend Save Job Apply Mo Return to Previous Page

Marketing Statement

Cwer GO0,000 passengers rely on Coast Mountain Bus Caompany every day to get them to work,

Click ARl Now |

8. The Apply Now — Choose Resume page will appeartiatfollowing options:
p Apply Now
Choose Resume

How wiould vou like to proceed?
Upload a new resume
Copy and paste resume text

lse an existing resume

Q000G

Apnply without using a resume

Cantinue | Eeturn to Previous Pane

» Upload a resume you already have on your comp@&eap(8A)
» Copy and paste resume text into the online appiingiStep 8B)

* Use an existing resume for this application (St€p 8
If this is your first time applying online or yoave not uploaded a resume, this
option will not appear.

* Apply to the job without submitting a resume(thpian only available to
CTS/TO applicants; go to Step 9)

Make your selection then clii_ “2ntinue .
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8A If uploading a new resume, the following screeih appear.

>

Upload | Cancel |

Click | Browse.. and select your resume from your computer.

Then click /#1939 |

>  Apply Now
Enter Resume Text

Resume Title: |MyResume.doc

Language: English ~
File Name: View Attachment
Continue | Close | Return to Previous Page

Click 2™ | and go to Step 9.

8B If copy and pasting resume text, the following sareill appear.

» Apply Now
Enter Resume Text

Title: |
Language: | English 4

Resume: @

You can either type directly into the text boxessapy and paste text from another
application.

Click —S2™MU8 | \when finished and go to Step 9.
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8C |f using an existing resume, select & Use an existing resume radio button and
choose which resume to use for this applicatiomftbe drop down menu that
appears.

> Apply Now
Choose Resume

How wiould you like to proceed?
3 Upload a new resume
3 Copy and paste resume text

& Use an existing resume My _Resurme.doc w

O Applywithout using & resume

Select Fesume...

Continue | Return to Previous Page

Click Cantinue

9. You are required to complete the following sections
* Work Experience

e Online Questionnaire

However, the more information you provide on youp@ication, such as education
history, the better.
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» Apply Now
Complete Application

You are applying for:

Transit Operator Trainee Femuove

Add Another Job to Abplication

My_Resume.doc Use g Different Resume

John Doe
1234 Main 5t
Yancouver BC V1Y 141
Edit Profile
Previous Sawe | Submit Close Application | caopears Home Next [» |

Education and Work Experience) Online Questionnaire How did you find out abowt us?

Click the link for Education and Work Experience.

10. Enter your Work History

Click thel#*/Add wiork Experience |ink.

» The Add New Application — Add Employment Historyepappears.

Add MNew Application
Add Employment History

List all of your Employers in the last seven years.
Please include your current position.
If applicable, please include volunteer experience and self-employment.

Save & Return | Save & Add hore | Cancel Return to Previous Page

‘Start Date: | El

Enter the following information:

Field What you need to do /enter D/O/R
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1.

Start Date Enter your starting date for this job. R

End Date Required unless you currently hold 0]
this job.
Employer The company name R

Ending Job Title | Your title when you left the company, R
or your current title.

Telephone Company’s telephone number. R
(Phone numbers for specific
references will be added in another

section)
Duties, Enter the duties and responsibilities 0]
Responsibilities, | you held, and include the reason for
and Reason for leaving, if applicable.
Leaving
Address fields Company’s Address O

Click Save & Add More

| to add more work experience.

Click __8ave &Retum_| oo you have completed entering your work expeei¢o

return to the main application form page.

NOTE: Your entire work history for the last 5 years,luting your current position, is
required. Any work experience older than 5 yearssinot need to be entered unless
you feel it is necessary. If you do not have 3g/edwork experience, enter as much
experience as you do have.

Enter your Education History (optional)

>

Highest Education Level: | Mot Indicated "

To add a degree, click the Add Post-Secondary Education History hyperlink below Post-Secondary. To change
information for a degree, click the hyperlink under Degree field. Click on delete icon ta remove correzponding
degree,

You have not added any education information to your application.

Add Post-Secondary Education History
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Select youHighest Education Levefrom the drop down list.

Click thel+|4dd Fost-Secondary Education History link, if applicable.

» The Add New Application — Add Post-Secondary Edutgiage appears.

Add New Application

Add Post-Secondary Education

Save & Return | Save & Add More | Cancel | Return to Previous Pade
Country: w
State: W
‘School: Q Other:
‘Program: Q Other:
‘Education: i

Average Grade:

[ Graduated

Date Issued:

Educator:

E

Fill in the following information

Country

Select the country in which your
school is locatedIf the respective
country is not Canada, select
“Other”

State / Province

This will change tdstate or Province
depending on th€ountry selected.

School

If you attended a Canadian education

institution, you can use the lookup

table to select your school. Otherwise,

type it into theOther field.

Program

Use the lookup table to select your

program. If your program is not in the

list, type it into theDther field.

Education

Select the education level from the
drop down list (i.e. Certificate,

Bachelors Degree, or Masters Degree)
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Average Grade Enter your average grade. O

Graduated Check this box if you've already 0]
graduated.

Date Issued Enter the date you completed your @)
program.

Educator Enter your educator @)

Click __5#ve & Add More | to add more post-secondary educational history.

Click __8ave &Retum_| opeq you have completed entering your educatioisébty.

12. Enter any applicabldob Training (optional)
Click thel+]add Job Training link
» The Add New Application — Add Job Training pageesps.
Add New Application
Add Completed Job Training

‘Course Title:
*School Name:

Course Start Date: E]

Sawe & Return ‘ Save & Add Mare ‘ Cancel ‘ Beturn to Previous Page

Enter the following information:

Course Title Enter the name of the course R

School Name Enter the name of the school

Course Start Date | Enter the course start date

Click 338 &AddMore |0 2id more job training history.

Click __8ave &Retum_| op e you have completed entering your job trairiisgory.

Apply to a Job Opening - General External REVISED (July 08).doc Page 16



13. Enter any applicabléicenses and Certificate@ptional)
Click thel#|add Licenses and Cerificates link

» The Add New Application — Add License or Certigsgpage appears.
Add New Application

Add License or Certificates

‘License/Certificate w
Issued By:
License/Certification Number:
Date Issued: El
Save &Retum | SaveaAddMare | Cancel | oo to Previous Page

Enter the following information:

License/Certificate Select one from the drop down list R

Issued By Enter who your license or certificate O
was issued by

License/Certification | Enter your license or certification 0]

Number number

Date Issued Enter the date your license or 0]

certificate was issued

Click Save & Add More

| to add another license or certificate.

Click __5ave &Retum | o eq you have fishished entering your licensescaniificates.

14. Enter anyLanguagesyou have proficiency in (optional)
Click thel+|add Languanes link
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» The Add New Application — Add Language page appears
Add New Application

Add Language

‘Language: “w
Speaking Proficiency: | Low

Reading Proficiency: | Low

Writing Proficiency: Loy W

Sawe & Return | Save & Add Mare Cancel Return to Previous Page

Enter the following information:

Language Select a language from the list R
Speaking Proficiency | Select a level from the list O
Reading Proficiency | Select a level from the list @)
Writing Proficiency Select a level from the list @)

Click __8ave &AddMore | o 2qq another language.

Click 5% & Return | once you have completed entering your languages.

15. Enter any applicabl&lembershipqoptional)
Click thel+!Add Membershins link
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» The Add New Application — Add Membership page agpea
Add Mew Application

Add Membership Information

Membership: v
Date Issued: [#]
Mandate:

Mandate Position:

Mandate Begin Date: [#]
Mandate End Date: [5]
Sawve & Return | Save & Add Mare | Cancel

Eeturn to Previous Page

Enter the following information:

Membership Select a membership from the list
Date Issued Enter the date issued
Mandate Enter the mandate

Mandate Position Enter the mandate position

Mandate Begin Date| Enter the mandate begin date

OOOOO;U

Mandate End Date | Enter the mandate end date

Click 5% & Add More | to add another membership.

Click Save & Return

| once you have completed entering your memberships.

16. Complete the References section.
Click theAdd Referencesink
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» The Add New Application — Add Reference page agpear
Add New Application

Add Reference

External Applicants:

Include professional references from all employers in the last five years of
employment (a minimum of 3 references are required). We will not contact current
employers without your authorization. Please do not include personal references
unless applying for a Police Officer position.

Internal Applicants:
Please provide contact information for your current Supervisor or Manager.

Sawve & Return | Save & Add More Cancel Return to Previous Page

Enter the following information:

Reference Type | Professional references only. Pleaseldo R
not include any personal references.

Reference Name | Enter the full name of your reference.

Title Enter the job title of your reference. R

Employer Enter company your reference works @)
for.

Telephone Enter a telephone number where we gan R

contact your reference.

Address fields If known, enter the work address of ygqur O
reference.

Click Save & Add Maore

| to add more work experience.

Click 5% & Return | once you have completed entering your work expegien

NOTE: Three professional (not personal) references aguired to be attached to
each job application.
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17. Complete the Application Questionnaire
Click on theOnline Questionnaire [ink.

STEFP 1: Education and Work Experienc STEP 2: Online Questionnaire TEP 3: How did vou find out about us?
/

Previous | | Close Application | Careers Home Next [¥]

» The Application Questionnaire page appears.

In accordance to Coast Mountain Bus Companies” retirement policy, the mandatory retirement
date for an employee will be the first day of the month following the employee’s 65th Birthday.

Are you hetween the ages of 19 and 657

) Yes
) Mo

NOTE: It is required that each and every question os thiestionnaire be answered.

18. Complete the How did you find out about ussection (Optional)
Click on theHow did vou find out about us? |ink.

»  Education and Work Experience Online QuestionnaireC Euw did you find out about us_?)

» The Referral Information section appears.

How did you find out about the 7
job?
SubSource =

Specific Referral Source:

Are you aformer employee? (Oyes (®No

Enter the following information

How did you find | Select a value from the list. O
out about the job?

SubSource Select a value from the list. The values O
here change on what is selected above.

Specific Referral | Enter the specific referral source O
Source
Referral Name Enter your referrer’'s name (this field O

only appears for employee referrals)
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@)

Email Address Enter your referrer's email address (thi
field only appears for employee referrals)

Member of your Choose “Yes” or “No” (this field only 0]
family appears for employee referrals)

Are you a former | Choose “Yes” or “No” @)
employee?

19. Submit the Online Application.

Once all the following items have been completkck m
User Profile (Step 5)

Work experience (Step 10)

Education history (Step 11) - optional

Additional application information (Steps 12 to t5)ptional
References (Step 16)

Application Questionnaire (Stepl7)

How did you find out about us (Step 18) - optional

» The Submit Online Application page appears.
Submit Online Application

The information an this form is collected under the authority of the Greater VYancouver Transportation
Autharite Act. Itis reauired to assist in the selection and recruitment of emnlovees and as a basis

Read over the Terms and Agreements, select whatinet you agree or to these

terms, then clickm.

NOTE: The submit button will only be enabled if you agrmethese terms.
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» The My Applications page appears.
My Applications

4 You have successfully submitted your job application.

Display applications from: w Refresh

First [4] Previous | Mesxt [] Last

Application Status Application Date
Transit Operator Trainee Applied 2006M 030 10:13AM

Congratulations! You have completed applying jobaopening.
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