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Job Alerts, external candidates 

Setting up Job Alert notifications for external candidates 
External candidates can create Job Alerts in Workday, so they will get notifications when jobs are posted that they are 
interested in. NOTE: Current state employees must apply for jobs through their Career worklet in their internal Workday 
account. 

Sign In 
Sign into your external candidate account and select 
Job Alerts from the menu, then select Create Job 
Alert. 

 
 
 
 
 

Create Job Alert 
Name your alert and select a 
Frequency in which you want to 
receive notifications (daily or weekly). 
Select the notification criteria. In this 
example, we selected Operations and 
Policy Analyst Job Family that are 
posted in Salem. Click OK. 

 
 
 

Edit or Delete Job Alert 
From the Manage Job Alerts page, select the Manage 
button for the job alert you want to update. From the menu 
select the action (edit or delete) you wish to take on the 
job alert. 

 
 

 


