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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. 
 
 

 
 
 

3) Click on the Jobs link. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



ohr.emd.careersection.update11102011 Page 3 

 

 
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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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. 
 

 
 

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.  
 
 

 
 

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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If you want to apply to a job, click on Apply Online. 
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There are 10 steps to the application process. Please note: 
 

 No e-signature = automatic disqualification 

 Not answering the pre-screening questions = automatic disqualification 
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Don’t see a job of interest to you? Create a profile. Only 4 steps: 

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

 Personal Information 

 Attachments 

 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. 
 

 
 

Questions?  
Please call the employment team: 

 
Cheryl Arnold – x75372 

Maria Bedenbaugh – x77138 
Elaine Doong – x75364 

Patricia Holland – x75373 
Joan Howard – x77243 

Lawrence Watson – x75353 


