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Step 1: View the State of Oregon jobs page by going to https://www.oregon.gov/jobs/Pages/index.aspx.  
Under Careers with the state, select Look for jobs – external applicants. 

 

 

 

 

 

 

 

 

 

Step 2: There are multiple ways to search for jobs. Use the search bar at the top of the page (1), use the 
search parameters listed on the left hand side of the page (2), or scroll through the postings list (3). 

 

Search for Jobs and Apply: External Candidate 
This job aid will provide step by step instructions on how to search for and apply to a position as 
an external candidate. 

https://www.oregon.gov/jobs/Pages/index.aspx
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Step 3: To view the job posting details, click on the job posting title. This will open the complete job 
posting for you to review. 

 
Tip: If you right click and select See in New 
Tab, when you are done viewing the job 
posting you can close the second window 
and resume searching from where you left 
off. 

 

 

 

 

 

 

Step 4: When you identify a position you’d like to apply to, click Apply. 

 
Step 5: The system will prompt you to Sign In or Create Account. If you do not already have a 
Workday account, click Create Account and follow the steps to create an account. 
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Step 6: On the Quick Apply screen, click Select Files to upload your resume or curriculum vitae (CV), or 
drag and Drop the file. Click Next. 

If you do not have a resume or CV, click Next to manually complete your application. You will 
need to manually complete the following steps, they will not pre-populate. 

 

Step 7: Information from your resume or CV will populate into the fields on the My Information screen. 
Insert information into any remaining fields notated by a red asterisk (*). Click Next to continue. 

 
Step 8: On the My Experience screen, the experience from your resume or CV will pre-populate. You 
will want to review this information for accuracy. Additionally, you can upload additional supporting 
documents, such as a cover letter, in the Resume/CV field near the bottom of the screen. Click Next to 
continue.  
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Step 9: On the Application Questions screen, answer all questions notated by a red asterisk (*). Click 
Next to continue. 

 

 

 

 

 

 

Step 10: On the Voluntary Disclosures screen, read the Voluntary Disclosures and answer all questions. 
Questions notated by a red asterisk (*) are required. Review the Terms and Conditions and click the 
checkbox. Click Next. 

 



 
Recruiting               Search for Jobs and Apply: External Candidate 

 5 | Page 
                                               Document Revised on 6/15/2020 

Step 11: Review the application. You can utilize the Back button to review any previous screens and the 
Next button to move forward. When you are ready to submit, click Submit to continue. 

 
Step 12: You will receive notification that your application has been successfully submitted, and that 
there are additional tasks that require your attention. 

 
Step 13: When you close the Congratulations message, an additional task will be on your screen to 
complete. Please review the question, select your answer, and click OK. 



 
Recruiting               Search for Jobs and Apply: External Candidate 

 6 | Page 
                                               Document Revised on 6/15/2020 

Step 14: Once you close the Thank you! message, an additional task will be on your screen to 
complete. Please review the question, select your answer, and click OK. 

 

 

 

 

 

 

 

Step 15: When completed, your candidate profile will reflect that you have completed these tasks. 

 

 

 Once the job posting closes, you will no longer have access to view it. Click 
View Job Posting and print a copy for reference if you’d like to be able to refer 
back to the posting and Contact Information.  
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Step 1: Once a Recruiter verifies that points have not already been awarded, or that you are requesting 
a change in the number of points – the following task will appear in your candidate profile. To complete 
the task, click the task name. 

 

Step 2: In the drop down, indicate the number of points you are requesting. Drop your supporting files or 
use the Select files button to attach the required documents (as indicated in the task). 

 

Veterans requesting Veteran’s Preference Points 
If you requested Veteran’s Preference Points for the first time, or requested a change in the 
number of points – you may receive the additional task(s) below. This task is not immediately 
assigned to you and will only come up if initiated by the Recruiter. 
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Once you have uploaded your documents – this is what your screen will look like. When complete, click 
Ok. 

 

Step 3: You will receive notification that the task is complete. 

 
 


