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Begin a search for a job at the WCB by using the search feature found on the landing 
page. 

   
 
You can search using a job title, skill, keyword or location. You can also see a 
listing of all the available jobs by clicking on the magnifying glass at the end of the 
search box.    
 
Accept the cookies prompt at the bottom of the screen.    
 
Once you have refined your search and viewed the list of jobs available, click on the job 
title in the listing to see a job description.    
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View the complete job description. Read the job description carefully, noting the 
requirements of the job. If interested and qualified, click on “Apply Now.”   

  
 
You can begin the process without an account. You will need to enter an email 
address, agree to the terms and conditions and click “Next.”   
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The application will open. When completing the application, note the required fields 
(with a red asterisk). You must complete these fields before moving to the next area 
of the form.    

   
  
The section “Application Questions” includes questions relevant to the position 
needing completion. An important question to answer in this section is whether your 
education is relevant to the position posted. Once this section is complete, click 
“Next” to continue.   
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The “Education and Experience” section of the application is now displayed. Click on “Add 
Education” to add more details about your education.   

 
 

  
The “Add Education” portion of the form is now displayed. Red asterisks indicate the 
required fields. When you have filled out the education fields, click “Done.” Next, click 
“Add Education” to add multiple degrees or certificates you have obtained and enter 
the details for each educational addition. Click “Done” when you have documented all 
your education.   
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You will be returned to the “Education and Experience” opening screen. Click “Add 
Experience” to add more details about your work experience.   
  

 
 
The “Add Work History” portion of the form is now displayed. Red asterisks indicate 
the required fields. You can add multiple work histories by entering the required 
information, clicking “Done,” and then clicking “Add Experience” for each experience 
you want to add. Click “Done” when you have documented all your experiences.   
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The “Supporting Documents and URLs” section of the application is now displayed. 
You may add further documentation to support your application. Please note that an 
updated resume is required. You may also submit documentation providing evidence 
of relevant licenses and certificates to the “Licenses and Certificates” area and 
upload documents such as transcripts, educational equivalency verification or writing 
samples in the “Miscellaneous Documents” area.    
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Once you submit your supporting documents and URLs, a “Workplace Profile” is 
displayed. This section is completely voluntary and the response is stored separately 
from your application profile. If you choose not to complete this section, scroll down to 
continue.   
  

  
  
If you select “I agree to receive updates about new job opportunities” or “I agree to 
receive marketing communications,” the system will notify you by email of other 
competitions when they are posted that match your preferences. The system will not 
notify you of future opportunities if you do not select these boxes.    
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Enter your e-signature by typing in your full name. Click “Submit” for the application to 
be completed and considered.     

  
   
Once you submit, the system will prompt you to confirm your identity. The system 
checks the email address you used to initiate the application process for a verification 
code to complete your application. Please note that the system can only receive 
your application once you verify your identity. The email to confirm your identity will 
look like this:  
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Enter the verification code from your email and click “Verify.”      

  
After verifying your identity, you will receive an email confirmation that your application 
has been received.   
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You will also be able to go into your account and see your profile page, which displays a 
list of active job applications you have submitted and the status of each application.  
   
 

  
 
You are able to apply for more positions that are of interest. If you review the list of 
available positions, it will show you opportunities you have already applied to. You 
cannot apply more than once for the same vacancy.  

  
  
  
 


