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Search for Jobs 
 
 
Concept 
 
This document explains how an employee of Case Western Reserve University can search for 
open positions at the University through the HCM Careers system.  
 
Procedure 
 
Use these directions to search for internal job postings in HCM. 
 

 
Step Action 

1. Log into HCM. 
 
Click the Self Service link. 

 
2. Click the Recruiting Activities link. 

 
3. Click the Careers link. 
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Step Action 
4. This is the Careers Home screen.  On this screen, you can browse the latest job 

postings, search jobs, and maintain your applications, cover letters, resumes, and 
personal profile. 

 
5. To view jobs in the Latest Job Postings group box, simply click on a job's title.   

 
The navigational arrows at the top of the box enable you to move forward and 
backward through multiple pages of postings. 

 
6. There are several ways to search the entire database of job postings.  One way is to 

narrow the listings by when they were posted. 
 
Click the Posted dropdown list. 

 
7. Select one of the following search parameters: 

 
Anytime 
Last Month 
Last Three Months 
Last Week 
Last Year 
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Step Action 
8. Job listings can also be searched by keywords, such as "assistant" or 

"administrator." 
 
Enter a search word into the Keywords field to search for keywords within job 
listings. 

 
9. To see additional search fields that can be used, click the Advanced Search link. 

 

 
 

Step Action 
10. The Advanced Job Search screen allows you to narrow job listings by helpful 

criteria such as: 
 
Job Families 
Full/Part Time 
Job Opening ID 
Hiring Manager 
Jobs Posted Within (time range) 
 
It also gives you the option of selecting a sort order. 

 



 
 Search for Jobs 

 

Page 4 Published  on: 5/26/2010  
 

Step Action 
11. The job families search list defaults to All Job Families.   

 
To search within a single job family, simply click on it.   
 
To select more than one job family, press the Control [Ctrl] key on your keyboard 
each time you select an additional item. 

12. To save the search criteria you entered on the Advanced Job Search screen, click 
the Save Search button. 

 
13. To search for job listings matching your search criteria, click the Search button. 

 

 
 

Step Action 
14. Job Postings can also be browsed in the Latest Job Postings group box.  The 

navigational arrows at the top of the box enable you to move forward and backward 
through multiple pages of postings. 

 
15. When you locate a job posting that you'd like to investigate, click on its Job Title 

to view it. 
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Step Action 
16. The Job Description screen appears.  It contains the Job Description, Essential 

Functions, and other important information about the job posting. 
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Step Action 
17. At the top and bottom of the page are four buttons: 

 
Email to a Friend - enables you to email a link to the job posting 
Save Job - saves the job posting to the My Saved Jobs screen 
Apply Now - begins the application process 
Refer Friend - enables you to refer a friend to the individuals conducting the 
search 

 
 

Step Action 
18. You can also save jobs from the job posting search results by checking the box to 

the left of each posting under the Select column, and then clicking the Save Jobs 
button. 

 
19. This completes the process of searching for internal job postings in HCM. 

End of Procedure. 
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