Letters of Reference as a ‘Required Document’

This process will require your applicants to obtain letters of recommendation from references and upload
them to their application.

1. Create posting using the ‘Creating a Posting’ Quick guide located on the HR Website.

2. Follow the steps of the process as outlined until you reach the ‘Documents Needed to Apply’ section:
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3. Once at that stage you will see a screen similar to the one shown below:
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Select the documents to be required with this item, and those that may up[lonalﬂ[a(hed Document types marked "Not Used" cannot be attached to this item

Order  Name Not Used Optional Required
Resume ®
Cover Letter ®
Transcripts ®
Letter of Recommendation (O]
Curriculum Vitae ®
]  MediaFie ®
Portfolio ®
List of References ®
Teaching Philosophy ®
Other Document @
Letter of Recommendation 1 ®
Letter of Recommendation 2 O]

Letter of Recommendation 3 ®©
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4. On this screen, you will require Letters of Recommendation (along with any other documents you choose)
as shown below:

Letter of Recommendation 1 O

Letter of Recommendation 2 O O

Letter of Recommendation 3 O

5. This will require the applicant to obtain letters of recommendation from their chosen references and
upload with their application.



