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Overview of Main Page  
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Latest Job Postings 

 

You can easily browse the most recent job postings at the bottom of the welcome page.  Jobs 
posted within the last 30 days will be listed in this box.  To page through additional jobs, click on 
the First or Last buttons at the top right. 

Browsing Open Jobs 
The main search screen allows you to search for positions, see newly posted positions, and log 
in/register.  You do not need to register to browse the open jobs.   

Basic Job Search 

 

Do a “quick search” for a position using keywords (i.e. chemical engineer, project management).   
You can also search for jobs based on when they were posted.   

NOTE: If a job has been closed or is not longer open to applicants, it will not show in your 
search. 

To do a more detailed search using location or job type, click on the ‘Advanced Search’ link. 
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Advanced Job Search 

 

On the Advanced Search screen, you can search by Job Location, Type, ID#, or posting date.  
You do not need to register to browse the open jobs.   

NOTE: If a job has been closed or is no longer open to applicants, it will not show in your 
search. 
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Log In or Register 

 

Login 

Visitors may browse open jobs without registering.  You will be asked to register and create a 
profile when you decide to apply for a job, save a job, or create a job agent. 

Returning applicants may log in to see saved jobs, apply to new jobs, or update their profiles. 

Let’s walk through the process to register – Click the Register Now link. 

 

Create a user name and password.  We recommend that you use your email address as your User 
Name to make it easy to remember.  Then click Register.   

jobs.pnl.gov Page 4 of 15 10/11/2006 12:32 PM  



 

Main Navigation Links 
From the links at the top of the page, you can navigate to other functions: 

 

• Careers Home will take you to the main search page. 
• Job Search will take you to the Basic or Advanced Job Search.  
• My Saved Jobs will take you to jobs that you’ve saved for later review. 
• My Job Searches will take you to searches that you’ve set to run automatically for you. 
• My Job Applications shows your last 90 days of applications (see top of this page) 
• Logout allows you to log out of the system 
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Save Job for Later Review 
You can save jobs for later review by selecting the positions and clicking Save Jobs.  You must 
be logged in to use this feature. 

 

They’re now stored in My Saved Jobs: 
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Job Agent (Saved Searches) 
You can save your job search and have it deliver matching results to you the minute a job is 
posted that matches your search criteria.  You must be logged in to use this feature.  In this 
example, I’ve chosen to search for all IT jobs in Richland that have “Java” in the job description: 

 

You will need to name your search.  If you want an email to be sent to you when a job matches 
your search criteria, click “Use as Job Agent” and enter an email address: 
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Creating a Profile 
I have not applied for any jobs yet, so I have 0 Applications.  I must have a profile in order to 
apply to any jobs.  You must be logged in to use this feature.   
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Enter information requested: 
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Apply for a Job 
Now that I have a profile, I want to apply for a job.  You must be logged in to use this feature.  I 
select the job I’m interested in and click “Apply Now:” 
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Attach a Resume 
You must be logged in to use this feature.  Choose whether to upload or paste in your resume: 

 

If you decide to upload, you’ll be able to browse and attach your resume document on your 
computer or from a storage device: 

 

If you decide to copy and paste, you will be taken to this screen.   

NOTE: We recommend uploading a resume document, as formatting in the Enter Resume Text 
screen may change during resume processing. 
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Application Questions 
After attaching your resume, you may be asked questions related to the position.  You must 
answer all questions for your application to be considered.  We’ll also ask you how you heard 
about this particular job.  Click Submit after answering all the questions. 
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Equal Employment Opportunity Information 
As a Federal Contractor, PNNL is required to collect and report on data regarding the gender and 
ethnicity of its job applicants.   We invite you to provide this data, which is kept separate from 
your application information and is not used to make an employment decision. 

 

My Applications 
Any jobs to which you’ve successfully applied (over the last 90 days) will be displayed on the 
My Job Applications page.  You must be logged in to use this feature. 

You will also receive an email confirming receipt of your application. 

When a job is filled or cancelled, it will no longer appear on your My Applications page. 
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