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Brookhaven National Laboratory  

Careers at Brookhaven 
 
 

 

 
 
Jobs @ BNL       bnl.gov/HR/Careers/ 
 

To search for Job Openings, click on   button  
 
 
The Careers Home Page displays as shown on the next page. 
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Careers Home Page 
 
Register/Login prompt and the Latest Job Postings are displayed on this page along with 
the Help Guide and Frequently Asked Questions hyperlinks.   
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Applicant Home Page (Cont’d) 
 
On the Careers Home Page, you will be able to: 

 Search the “Latest Job Postings” to find jobs before registering. 
 View all jobs by using the outside scroll bar. 
 Click on the column headers to sort data (i.e., Date order). 
 View all jobs under a specific category (i.e., Administrative) by using                        

the drop down list.  
 Click the Checkbox to select job(s) to save and review in “Job Basket” later. 
 Click the Checkbox to select job(s) you are ready to apply for by clicking “Apply 

Now” along with the ability to submit the Resume. 
 Have the latest “Job Opening(s)” sent to you via email. 
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Latest Job Postings 
To view the Latest Job Postings – use the outside scroll bar displayed on previous page  

Or 
Use the drop down list to narrow search and select a specific job category 

 
The Job Category “Engineering” was selected, postings available will display. 
Next, click on the Job Title hyperlink to view the job description, as shown on next page. 

 
At the bottom of the page, the following buttons are displayed 
 

 
Select All or Deselect All 
Save Selected Jobs will save your selections to the Job Basket to review later.  
Apply for Selected Jobs will enable you to apply for selection(s) and attach your 
resume. 
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Latest Job Posting (Cont’d) 
 
Job Title  
 
When you click on the Job Title of a specific job, you will be able to view the Job 
Description as shown in the example below 
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Latest Job Posting (Cont’d) 
 
Job Title (Cont’d) 
 
Job Description (Cont’d) 
________________________________________________________________________

_  
From this page, you can Email to Friend, Save Job for later or Apply Now.   

Remember:  When you are ready to apply or save for later, the system will 
prompt you to register/login. 
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Register to Login  
As stated previously, you can view the latest job postings without registering, but you 
must register if you decide to save a job or apply for a position. 
 
Once you are registered and have returned to the Careers at Home Page, you will be able 
to view saved jobs, apply for other jobs, or update your profile information  
 
To Register – Click on the hyperlink – “Register Here”. 

 
 
 
Create a user name and password.  Then click “Register”. 
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Email Notifications on Job Openings 
To receive email notifications on specific Job Openings, click on the link   

located on the Careers Home Page, make your 
selection(s) and click Submit.  
 
You can stop notifications by unselecting. 
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Job Alert Registration Sequence 
 
The following message will display, if you have not registered.  
“You must login with your username and password to receive email notification on job 
openings”. 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

 

Careers at Brookhaven                                                                                    11 
October 2011 

 
Email Notifications on Job Openings (Cont’d) 
 
Job Alert Registration Sequence (Cont’d) 
 
If you have registered and have not entered your email address in the Profile section, this 
message will display, “You have no email address added in your profile”.  Select My 
Profile below to add your email address. 

 
 
When you have logged in, entered your email address in the profile section, and made 
your selection(s) for job alerts, click on Submit button.   The next message displays, 
“Election updated”, click OK.  
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Email Notifications on Job Openings (Cont’d) 
 
Job Alert Registration Sequence (Cont’d) 
 
 
You are returned to the Careers Home Page.  
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Careers Home Page  
 
Careers Home Page will take you to the main search and information page to view jobs, 
save jobs, apply for jobs, attach add and delete cover letters, resumes, and view 
notifications from Human Resources.    

Navigation Links and Options 
Job Basket – saved jobs stored to review later 
My Career Tools:  

 Applications – applications of saved jobs you applied for or have not yet 
completed 

 Saved Resumes\Attachments – Resumes and/or Cover letters saved to use 
at a later date 

 My Profile – stores your contact information 
Notifications – applicants will be able to view notices from Human Resources 
Latest Job Postings – you can select from the listing of all Job Categories displayed 
Email Notifications on Job Openings – have job openings sent to you via email 
Frequently Asked Questions – questions to help assist you through the process 
Help Guide – instructions on how to navigate and use the system  
Logout – exit system 
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Job Basket  
 
You can save job(s) to the Job Basket for later review by selecting the positions and 
clicking Saved Jobs button.  A notice of success appears when you have saved as shown. 
 
 

            
 
Use the Delete Button when you no longer want jobs displayed. 
 
Please Note:  When you are ready to review saved job(s), you must login.  Go to the 
Careers Home Page and click on the hyperlink “Job Basket”.  You have the option to 
click the checkbox or click on the Job Title hyperlink to review the job description.  If 
you wish to apply for the job, you can click the “Apply Now” button and proceed.  Go to 
the Apply Now section of the document for further instructions. 
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Apply Now 
 
When you have logged in and selected the job you wish to apply for, click Apply Now, 
the Resume option displays as shown below.  The following instructions will explain how 
to apply, upload a new resume/attachment, and how to complete the application process.    

Resume Option 
Select “Upload a new resume/attachment”.  Only TXT, DOC, DOCX, PDF, or RFT files 
are allowed.  This example will explain the upload feature.   
Note:  Cover letter and/or attachment(s) must be uploaded in the same document. 
 
 

 

 
Click “Upload a new resume/attachment”. 
 
 
Then click the Continue button. 
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Upload a New Resume/Attachment 
You will be able to browse and attach your resume/document from the files located on 
your computer. 
 

 
 
Click “Browse” to locate your file.   
 
 
Once you have selected the file you wish to upload, click “Open” from your computer’s  
directory.  
 

 
 
 
The screen appears displaying file that has been uploaded.   
 
Next, click “Upload”. 
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Resume Options (Cont’d) 
Upload a New Resume/Attachment (Cont’d) 
 
 
Next, you will see the screen shown below to “Enter Resume Text” if you wish or you 
can view your document by clicking on the View Attachment hyperlink.  Click 
Continue to proceed, or use Close button or Return to Previous Page.   
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My Profile 
 
This page will display after the Resume Option has been completed.  The “My Profile” 
page is where your name and contact information is entered.  Fields with an Asterisk (*) 
are required.     
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My Profile (Cont’d) 
 
Email Addresses and Phone 
 
Select Primary Type, enter information and “Save”. 
 
Use the Plus sign to add information.  Use the “Remove” hyperlink to delete 
information. 
 

 
 
After completing, click “Save” and Return to Previous Page. 
   
To update your profile, select the My Profile hyperlink from the Careers Home Page or 
Edit Profile hyperlink can also be used for updates. 
 
 
Next, “Complete Application”, page displays. 
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Complete Application 
 
When “My Profile” page has been completed, the “Complete Application” page below 
displays to continue. The example shown is for a Project Engineer position, if you wish 
to view the Job Description, click on the Job Title hyperlink.  Please Note:  Your name 
and address will display from information entered on “My Profile” section.  To 
change, click the Edit Profile link.    
 
Remove Posting Title - Use the Trash Can to remove job(s), no longer needed.   

If you attached a Resume, you can click on the Paper Icon to view it. 
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Completing Application (Cont’d) 
 
 
 
References 
 
Three (3) references are required for all “Postdoctoral/Scientific Staff applications”. 
 

 
 
 
 
Add Reference 
 
Enter reference details.  Asterisk (*) fields are required.  Go to the next page to see how 
to complete the reference information. 
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Completing Application (Cont’d) 
 
References (Cont’d) 
 
The remainder of the reference screen displays as shown to continue entering address 
information.  Once completed, click the Save & Add More button until all three (3) 
references required have been added.  Then use the Save & Return button. 
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Completing Application (Cont’d) 
References (Cont’d) 
 
When your references have been added and saved, the screen will take you back to the 
“Complete Application” page.  The references will appear as shown in the example 
below.  
  
To “edit” a reference, click on the name of the person in the reference column you wish 
to edit. 
 
To “delete” a reference, use the Trash Can Icon or if you wish to add another 
Reference, click on the Plus sign - Add Reference. 
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Completing Applications (Cont’d) 
 
Referral Information 
 
Enter and/or select data pertaining to how you found about the position you are applying 
for. 

 
 
 
Employee Referral  
 
If “Employee” is selected from “How did you find out about this job?” – enter Referral 
Name, Email Address and whether the Referral is a member of your family.  You will not 
have to enter a Specific Referral Source.  The employee will also be notified by email if 
this position is part of the Employee Referral Award Program. 
 

 

 
Once completed, click the Submit button to continue.  The Submit Online Application 
page displays as shown on next page.  If you do not wish to submit, use the Return to My 
Career Tools button or the Careers Home page hyperlink.  
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Completing Applications (Cont’d) 
 

Submit Online Application 
Self Identification Details 
You are required to complete the Self Identification Details and the Terms and 
Agreements section before you can submit your application. 
   

 
 
 Terms and Agreements 

 
 
Note:  If you select the Cancel button, your application will not be saved.  You must 
agree to the Terms and Agreements. 
 
If you need to” Return to Previous Page”, use the hyperlink. 
 
Once completed, click the Submit button  
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My Applications  
 
Submitting Application 
 
The screen below appears message displaying the following message “Successfully 
submitted”, with the status – “Application Under Review”. 
 

 
 
Submittal Email Notification 
You will receive an email notification stating, “Your online job application has been 
successfully submitted”.    If you wish to review you application, click on the job 
description located in the Application column.  There is also display to view a time frame 
of applications you may have submitted.  
 
Click the Refresh button when needed. 
 
Use the hyperlinks at the top of the page to navigate throughout.  
 
How to upload a new or existing Resume/Attachment once you have applied for a 
position, “My Careers Tools” page, and logout instructions follows.   
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Upload a New or Existing Resume/Attachment 
 
A Resume/Attachment is required when applying for a job.  The Resume you selected 
will display with a Paper Icon for you to review.  Note:  If you have already applied 
and have logged on to see if there are any other positions that you may wish to apply  
 
From the Career’s Home Page – select the job and click on the Apply for selected 
jobs button. 
 
Next, the Resume Option displays 

 
 
Next, make your selection from the drop down list and click Continue. 

 
 
Note:  When you wish to upload a new resume/attachment, follow the previous 
instructions in the section “Apply Now – Resume Option”. 
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My Career Tools 
 
The “My Career Tools” hyperlink located at the top of the Career Home Page.  Your 
name and address displays. You can use the “Edit Profile” hyperlink to update your 
name and address, view your selection of applications from a certain time frame and 
status, view resumes, cover letters and attachments saved.   
 

 
 
 
Note:  Use the hyperlink located for the job description in the Application column to 
display the Complete Application page to also view or edit information.  

Logout 
When you have completed the appropriate options, to exit, click the Log Out hyperlink 
located in the upper right hand corner of the screen. 
 


