
Applying for a position at SJRA 
 
This document is intended to help an external candidate apply for a posted position at SJRA.  

 

1. On SJRA Career locate the Candidate Self-Service and Click on “Job Openings”. 

 

 

2. Click the “Search” button in the bottom right hand corner of the screen. If you like, you can first 
limit your search using the selection filter on the left side of the screen. 

 

 

 

3. After locating the position for which you want to apply, there are two ways to begin the 
application process. 
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A. Click on the “ i “in the details column, this will show the job description for this 
position. Click the “Apply” button in the upper left hand corner of the Job Opening 
Details screen. 

 

 

Or 

B. Click the pencil in the “Apply” column 

 

4. If you are a first time user, click on the “Apply for the first time” button. If not, enter your 
previously selected user name and password and then click on the “Log On” button. 

 

 

 

5. Enter your user name and password. The password must have a minimum of 8 characters with 
at least one uppercase letter, one lower case letter, one number, and one symbol.  
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Note: Please enter a current email. We may use this email address to contact you. 

6. Use the buttons in the upper right hand corner to move the application to the next page or to 
the previous page or to cancel. 

 

 

 

7. Fill in all contact information as indicated on the screen. Click the “Submit“ button in the upper 
right hand corner of the screen. 
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8. Click “Yes” to indicate you are finished with this task. If not, click “No” to return to the previous 
screen. 

 

 

 

a. If you have entered invalid data or the format of your information is not the same 
format the system is using you will get the following error. Click “OK.” 

 

 

b. The invalid format will show as a “!.” If you roll your cursor over the “!”, the system will 
indicate the field format need for that field. 

 

 

9. Fill in the requested information using the below format for all phone numbers. 
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10. Fill out each field request, then click the “Next” button to progress through the application. 

 

 

 

11. Fill out the form as indicated using the drop down fields where required. 
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a. If additional fields for education are needed, click the “New” button to get another field 
to fill out.  

  

12. Fill in your most current job history then click the “New” button. Repeat to enter as many 
previous employers as necessary. 

 

 

13. Enter your certifications and licenses that are applicable to the position for which you are 
applying. Upload a copy of your certificate if desired. After you have selected a file, click the 
“Upload” button. 
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14. The last page is “Your Application.” Many of these fields are mandatory; the application will not 
be complete until all fields have been filled out. 

 

 

 

15. Please read carefully and use the drop down feature to indicate you agree with the statement. 
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16. Your resume or other applicable attachments may be uploaded by following the instructions 
below. Click “Select a file”. 

 

a. You will then be able to find a file on your computer such as a resume or cover letter. 
After you have selected the file you want up upload, click the “Upload” button indicated 
above. 

 

 

 

b. If you have successfully uploaded a file, it will be indicated and labeled on the left side of 
your screen. One or more files may be uploaded. 
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17. After you have filled out all information requested and uploaded all desired attachments, click 
the “Submit” button in the upper right hand corner of the screen. The following window will 
appear. 

 

 

 

End of task 


