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How To Apply For A Job On-Line 
 
1. Under Careers (left panel) click on Job Search. 

  
  
  
  
  
  
  
  
  
  
  
  

 

2. In the next window you can: 
 
- Browse Open Jobs (shows all jobs) 
- Search Open Jobs (shows job by category, location or job type) 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

3. Click View Results to see jobs if you are using the category, location and/or job type pick lists. 
 
4. Click on the appropriate job title to view the job details.  

 
  

  
  
  
  
  
  
  
  
  
  
  
  

The search results are displayed in 
the left panel. 
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5. View the job details and click Apply  for This Job  (located in the left panel). 

 

 
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
 
 
� Continue to step #8 if you are a first time applicant and do not already have an account setup. 
� Proceed to Section II if you are not a first time applicant and have forgotten your password. 
 
Note: You must have a valid email address to setup an account. If your email address is invalid or 
incorrect the system will not send you any job notification or confirmation. 
 
6. Under Log In click Click here to create a new account. This will prompt you to submit your resume. 

 
 
  
  
  
  
  
  
 
 

7. If you do not have an electronic resume type in all required information.  
 
If you have an electronic resume you can copy/paste your resume in the Resume box. Once you paste your 
resume in the Resume box click on Parse Resume. Parsing your resume will populate some of the required 
fields.   
 
Short cut keys to copy/paste your resume: 
Ctrl + C = Copy 
Ctrl + V = Paste 
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Note: All field with a red asterisk (*) are required field. You must complete all required fields.  
 
Submit Your Resume   Resume  First Name  Last name 
Required fields included:  Home Phone  E-Mail   Password 
      Confirm Password Secret Question  Secret Answer 
       
 
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
 
 
Required fields are missing:  If any required fields are not complete the system will displayed the missing 
information at the top of the page under (*) Denotes a Required Field. You must complete the missing field 
before you can proceed. 
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8. Select Next to proceed to the next page. 
 
9. If you have an electronic resume to upload click Browse > Upload to upload your resume. 

If you do not have an electronic resume to upload click Skip to proceed to the next page. 
 
  
  
  
  
  
  
  
  
  
  

 

10. Review the Northside Mission & Quality Statement 
 

11. Complete all required questions (in blue fonts). 
 

12. Enter your full legal name and the date you completed the application. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Note: All required questions or fields are in blue fonts. Your application is not complete until you have 
answered all required questions.  Submitting an incomplete application may delay consideration for 
employment.  
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13. Complete and review the following sections on the next page (as applicable): 
    

Personal Employment Information 

Employment Desired 

Education & Training 

Nursing Applicants (applicable to nurses only) 

Nursing Internship Applicants (applicable to nurses only) 

Registration, Certification & Licensure 

Specialized Clerical Training 

Employment History 

Professional References 

Applicant’s Statement 

 
Required Fields under each section (You must answer all required fields to go to the next page.): 
 

Personal Employment Information: 
- Were you referred to Northside Hospital by a current employee? 
- Are you physically or otherwise able to perform the duties of the job for which you 

are applying with or without reasonable accommodation? 
- USA Citizenship Status 
- Are you authorized to work in the U.S.? 
- Will you now or in the future require sponsorship for employment sisa status (e.g. 

H1B visa status)? 
- Are you at least 18 years old? 
- In case of emergency, indicate the person we should notify:  

Name 
Daytime phone number… 
Home Phone number… 

- Have you ever applied for a position at Northside Hospital before? 
- Have you ever worked at Northside Hospital before? 
- Do you have any relatives who are employed by Northside Hospital or who serve as 

members of its medical staff? 
- Have you ever been convicted or entered a plea of guilty or no lo contender for any 

criminal offense (excluding parking tickets) or are charges currently pending? 
 
Employment Desired 

- Will you work on Saturday? 
- Will you work on Sunday? 
- Date available to work 
- Annual Salary expected 

  
Education And Training 

- GED 
- High School Attended 
- City & State 
- Did you graduate? 
- Name of Technical school: Did you graduate?  
- College or University Attended: Did you graduate? 

 
Employment History 

- May we contact this employer? (Answer all 3 and enter previous employer 
information) 

 
Applicant’s Statement 

- Enter Full Legal Name 
- Today’s Date 

 

 
 

14. Click Next to proceed to the next page. 
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15. Answer how did you hear about this position. 
  
  
  
  
  
  
  
  
  
 

16. Click Next to proceed to the next page to submit your application.  
 
Some job postings have an additional assessment at the end of the application that you are required to 
complete. If there is an assessment the system will prompt you to answer the questions.  
Once you complete the assessment the system will submit your application.  
 

17. You should see a “Thank You” message showing that your application/resume has been received.  
  
  
  
  
  
 
You should also receive an email from recruiting-nonattended@northside.com showing that your 
application/resume has been received.  
 
Note: You will not receive an email If you provided an invalid or an incorrect email address. 
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Section II  
 
Your account information is saved in the Northside system.  
  
Logging In 
 
1. Select Edit Your Profile to login. 
2. Enter your email address (make sure that your email address is valid). 
3. Enter your password. 

 
 
 
 
 
 
 
 

 
 
Forget Your Login? 
 
If you should forget your password you have the option to: 
 
  - Email Northside for your password  
  - Answer your secret question 
 
1. To have your password email to you enter your email address in the top E-mail Address field then click         

E-mail My Password. A message is displayed showing that you have requested to have your password 
emailed to you (or) 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
The email sent to you should come from recruiting-nonattended@northside.com with subject showing “Your 
Account Details”. Your password is included in the email.   
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2. You can also login using the  secret question and secret answer (be sure to use the correct question and 

answer): 
 
  -  E-mail Address 
  -  Secret Question 
  -  Secret Answer 
 
Click Log In. This will take you into your account to complete the application. 
 

  
  
  
  
  
  
  
  
  


