I'u Montgomery College

Office of Human Resources
Your Resource to Excellence

Accessing Montgomery College’s Internal Career Section

1) Visit the College’s home page
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2) Using the right hand side scroll bar, scroll to the bottom of the home page.
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May 26, 2011

MC Citizenship Program Director Mancy Mewton has been
named one of President Obama’s White House Champion's
of Change for her work on Immigrant Integration

* More News

Press Releases
* Montgomery College Earns Excellence in Recvcling Award

* Montgomery College Mames Head Men's Basketball Coaches at Takoma
ParkiSilver Spring, Rockville Campuses

* MC Partners with Montgomery County Public Schools to Facilitate Record Nurmber
of STAR Scholarships
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3) Click on the Jobs link.
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4) You are now in the Career Section. Using the right hand scroll bar, scroll down
until you see Open Opportunities.
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Working at MC...Endless Possibilities

* About MC
* Mission, Vision, & Core Values

Why is MC a Great Place to Work? Fo
* History
* Leadership

* Departments » Muhammad Kehnemouyi

* Majors & Classes Professor

* News & Events “I like working at MC because | love

* Contact Us teaching and that is the focus at

* HEOA - Student Consumer MC- enriching the more...
Information

* Employment » Bernice Grossman

* Overview Alumni Assistant
* Testimonials “Working at Montgomery College
* Benefits has truly been one of the highlights

* Job Postings « of my life. more...

* Student Employment

» Margaret Latimer
Associate Dean

* Maps & Directions

* Area Ma :
: i : ; Office of Human Resources “Students, faculty, staff, and
Tran.sportahon .OptlonS 900 Hungerford Drive, Suite 130 administrators create a culture that
* Parking Operations Rockville, MD 20850 - is rich in diversity by any definition. _'_]
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Employment | Montgomery College - Microsoft Internet Explorer provided by Montgomery College
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Y Germantown
' Rockville
* Takoma Park/Silver Spring

* Workforce Development &
Continuing Education

* All Continuing Education
Locations

Y MCPS Adult Education
Classroom Locations

* Gaithersburg Business
Training Center
(Gaithersburg, MD)

* Westfield South Center
(Wheaton, MD)

Upcoming Events

r Assessment of Prior Learning
Information Seminar

+ Admissions Application Deadline for
Fall

* F-1 Transfer Application Deadline for
Fall

+ Academic Calendar

* Event Calendar

Follow Us

Bicarahnnt . VeauTuha

* More Testimonials
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Benefits pen Opportunities

+ MC Employees Enjoy these Benefits

Wellness Coaching: Personalized wellness and fitness
programming by certified personal trainers on staff

» Lunch and Learns: Weekly seminars on wellness topics
v Weight Watchers at Work: weekly meetings at MC

v Early morning gym hours

+ Moon time fitness classes

v After work yoga and aqua aerobics

Professional and Career Development Opportunities
+ Educational Assistance Program

+ Tuition Waiver

» Technology Classes

v Sabbatical & Professional Development Leave

We are pleased to provide applicants with a new quick and
easy method for applying for positions at Montgomery
College through the use of Taleo 10. To ensure that you are
notified of open opportunities, a working email address is
strongly encouraged. Note: For security reasons, the
system will log you off after 30 minutes of inactivity.

Montgomery College Open Opportunities
Please select from the options below to get started:

Potential Employees

Faculty Careers

Administrative 8 Staff Careers

Current Employees

All college employees should leg-on using their My MC user
name and password

Faculty Careers

Administrative & Staff Careers
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The Office of Human Resources has a dedicated computer
that applicants may use to apply for a position atthe
college.

T4

5) Under Current Employee, click on the Faculty Careers button to view open
opportunities; or click on Administrative & Staff Careers button to view open

opportunities.
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6) A LOG-IN screen comes up.
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7) Type in My MC username and password.
8) Click on Log-in.
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9) You have entered the page listing current open opportunities.
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* News & Events
» Contact Us Search Criteria

* Employment

Y Testimonials
* Benefits
* Job Postings

* Student Employment Show Criteria | Clear |

* Maps & Directions

v Area Wap Search Results (17 jobs found)
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Y Parking Operations Results per page
* Motor Vehicle Regulations |1[] vI
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T My Job Cart (0 items)  Sign Out

Show Search
Criteria | Save this
Search

Candidate Profile

Take a few minutes to create or modify
wyour employment profile and to specify
vour preferred working criteria for
future openings matching yvour
interests

MNew User/Returning User _I
-
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10) You can now view jobs.
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Click on the Job Title to view the full description of the job announcement.
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¥ Contact Us

* Employment
* Overview
* Testimonials
* Benefits
* Job Postings
* Student Employment

* Maps & Directions
* Area Map
* Transportation Options
¥ Parking Operations
* Motor Vehicle Regulations
(FOF)
* Campuses
¥ Germantown
* Rockville
* Takoma Park/Silver
Spring
* Workforce Development &
Continuing Education
* All Continuing Education
Locations
* MCPS Adult Education
Classroom Locations
* Gaithersburg Business
Training Center
(Gaithersburg, MD)
* Westfield South Center
(Wheaton, MD)

Search Criteria ™~

Specify your job search criteria, then click "Search for Jobs".

Show Criteria | Clear |

Search Results (17 jobs found)

Results per page
|10 'I

Sort by
| Posting Date (Descending Order) x|

* Community Use Scheduler #3153~

US-MD-Takoma Park/Silver Spring
Job Posting:Jul 22, 2011-Requisition 1D 0017W
Apply | Add to My Job Cart

- Building Service Worker, #3044 & #3387

US-MD-Rockville
Job Posting:jul 21, 2011-Requisition 1D 0017P
Apply | Add to My Job Cart

* Grounds Maintenance Worker -~

US-MD-Rockville
Job Posting-Jul 20, 2011-Requisition |D 00179

Full-time

=]

Show Search
Criteria | Save this
Search

Candidate Profile

Take a few minutes to create or modify
your employment profile and to specify
your preferred working criteria for
future openings matching your
interests.

New User/Returning User

Refer a friend

Tellus about a friend who might be
interested in working for our
organization. All privacy rights will be
protected.

Submit a friend’s profile

lcon legend
3 More information
l Urgent need job
Added to the job cart
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If you want to apply to a job, click on Apply Online.

ob Description - Community Use Scheduler #3153 (0017W) - Microsoft Internet Explorer provided by Montgomery College ===l
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= Receipt of an official transcript of highest degree or high school diploma or
G.E.D

= Participation in a retirement plan

Mote: This recruitment effort can take 6-12 weeks (from the deadline date) to
fill.

Maontgomery College is a tobacco-free workplace.

For disability related accommodations please call 240-567-5353 or send an

email to- shr@montgomerycollege edu at least two weeks in advance.
Maontgomery College is an academic institution that is committed to equal
opportunity and fostering diversity among its student body, faculty, and staff.

Job Secretarial/ Clerical

Primary LocationUS-MD-Takoma Park/Silver Spring
Organization Facilities

Schedule Full-time

Job Posting Jul 22, 2011

Apply Online Add to My Job Cart

Job 1 out of 17 Previous |12 245 | Next

Powered by Taleo H¢

=

=l

[pone [T [ [ | |&mtemet

[® 100 - 4

J 2} Startl @4 Internet Expl.. = |~ Inbox - Microsoft O... | E 3 Microsoft Office. .. v| [f__x_', 2 Microsoft Office. .. v| | £:| Oracle Developer F... | | Seaich Desktop

£ el pIigh asnm

ohr.emd.careersection.update11102011

Page 8



There are 10 steps to the application process. Please note:

e No e-signature = automatic disqualification
e Not answering the pre-screening questions = automatic disqualification
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* About MC

»
* History I Job Search j§ My Jobpage

* Leadership

* Departments Applying for: Step 3 out o_f
* Majors & Classes 11 PrintEmail
* News & Events
* Contact Us
Resume Personal Basic Profile  Job Specific Basic
Upload Information Information Questions. Questions
* Employment
¥ Overview
» Testimonials Save and Continue Save as Dratft
¥ Benefits
* Job Postings
* Student Employment The field "Are you 18 or older?" is mandatory.
» Maps & Directions The field "Are you a Former Montgomery College Employee?" is mandatory.
* Area Map The field "Select the Highest Degree you have Earned:" is mandatory.
* Transportation Options _JLI
4« | »
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Don’t see a job of interest to you? Create a profile. Only 4 steps:

e Resume Upload (extracts data from resume and populate fields in the application
such as work history, education, etc.)

e Personal Information
Attachments
e Summary

Advantage: When you are ready to apply to a specific position, you have completed 4

of the 10 steps in the application process! You will still want to review the information for
accuracy and currency.

[j Resume Upload - Windows Internet Explorer provided by Montgometry College
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Welcome. You are signed in. Mv Account Ootions
+ About MC s

* History Job Search My Jobpage
* Leadership
¥ Departments
* Majors & Classes General Profile
* News & Events
¥ Contact Us

Step 1 out of 4

* Employment

¥ Overview

¥ Testimonials Save and Continue Save as Draft

* Benefits

* Job Postings Uploading a resume

* Student Employment Resume Upload ise

* Maps & Directions
v Area Map Resume Upload

must verify th containing values
autcmatic\:all}f extracted from the
* Transportation Options You can submit personal and professional information by uploading a et or T E"L,at’;'c]?;:ctfct?:n:}'ﬂ""
¥ Parking Operations resume. The system will automatically extract the relevant information
gup : K ! !
. o . included in the resume and fill out part of the online submission. You can
Motor Vehicle Regulations review the extracted information and make the appropriate changes in
(PDF) the next steps.

'
Campuses If you do not upload a resume, you will need to fill out the online

¥ Germantown application manually.
¥ Rockville
» Tak : Pkl fol | do notwantto upload aresume.
akoma Park/Silver
X ’ fl | want to upload a resume.
Spring

* Workforce Development & Select the resume file to upload
Continuing Education [

Browse... | LI
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Questions?
Please call the employment team:

Cheryl Arnold — x75372
Maria Bedenbaugh — x77138
Elaine Doong — x75364
Patricia Holland — x75373
Joan Howard — x77243
Lawrence Watson — x75353
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