How to Apply at Jordan School District

Current Employees
1. View current open positions in Employee access under FastTrack Open Positions
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SKYWARD

. Emplayee  Time FastTrack FastTrack
o | Information ~ Off | Open Positions = Screener

4l & Employee Accgfs

New Applicants
Go to: https://skyfin.jordan.k12.ut.us/scripts/wsisa.dll/WService=wsFin/rappljoblst483.w
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All Applicants

2. Click “Click to view current job openings”
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3. Select desired position and click “Apply for selected position”
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4. Log in as existing user or create a new profile.

Existing Users Please Log In

Forgot your username/pasmward

The first time New Users Please Create a Profile You will receive
you apply, you R an email when
must create a o Emal ks b smithipgmalcom you create a new
new log in. et ety — profile.

* Your Usernama: &pple
or seene

ovee

fusterisk (%) denoles a required field

5. Click on the “Add” button for each section of the application.

When no sections are marked ‘Thcomplete’, you may submit your application
to Human Resources with the button at the right.

Your application will not be submitted unless you click the "Submit Application’
button and receive a confirmation email.

Contact Information
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Your educational background including High School Incomplete add
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Em|)|o¥mem History

6. After completing each section, check the “I Have Completed This Information to the Best of My
Abilities” box and click “Save”.
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To add required attachments
7. Select “Add” in the Attachments section of the application.
8. To the left of the required attachment’s name, select “Update”

Antachments

Attachment Type

poate: Resume or Vitae
Lpdatz: Food Handlers Permit

Letber of Reference 1

=

Below are the Attachments for this job isting, Changes wil apply to 4l open appications that wse the same aty

All regquired attachments have been uploaded:

rdan School Disict b an equil opportunity emplover, Applicants ant considered on the bats of emplosment qualicstions sithoul ¢
L ok, rrugkyl 3t o e T o - hoal Ditirict's ot W it

*Means
attachment is
File: Last Lipsidate o
required.
MNOT Enifered
Mot Enfarsg

A Enfaed

+'s [hiriy

9. Select “Choose File” to browse for document on your computer.
10. After you upload all of the required documents, click “Back”
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11. After all sections of the application are showing Completed, click “Submit Application”

Employment History

Your employment history, noudng contacts, sslay  Completed

and dates,

General Duestions

o wil be regured o arswer general gusstions
anout wour gualfications for this postion.

If you do not
click “Submit”,
you will not be
considered for

the position.

Attachmants

sudh &5 wour resume, cover letter and letter(s) of
fl!lll'lll'l!'lillllll.

Lomments

Any comments you may have regarding your
ppication for this position.

Suilsmit Apsplieatien

Cormplebesd

ou can sttach documents relsted to this postion  Completed

You will
receive an
emalil
confirming
your
application
was submitted.

Dptional

&

o

12. After submission, the system will take you back to your profile. This profile will save your information
for future applications and will also show any correspondence that Human Resources may send to you.
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*Please remember that most correspondence is now done through email.*




