Workopolis has a two step application process for job
seekers. It is designed to:
 Simplify the application process
 Allow job seekers to quickly send resumes as files (i.e.
Word, PDF)
 Allow them to apply without leaving Workopolis.com
Employers will be able to:
 Receive more applications (job seekers can apply faster)
 View the original Word or PDF document (need to adjust
the wording)
 Reduce duplicate applications (job seekers can only
apply once for a job)

Step One Employer Experience:
Activating the two steps Apply option
On Step 7 How to Collect Resumes of the job posting flow
 Select one of these 2 options:
 Workopolis Recruitment Centre Access
applications within your Workopolis account to start
reviewing the candidates resumes.
 Email We will email you the applicants resume.
Applicants won’t see this email address therefore
avoid entering it in the job description.
 Enter the correct Email in the field provided
 Complete the posting
The option you selected will be embedded within the Apply
Now button on your posting.

Note: The French Email field will be
visible only if you post a bilingual job.

OR

Step Two Jobseeker Experience:
The Application Process
Job seekers have a simple and consistent application
process.
 One Apply Now button
 Either Sign In if they are an existing user or Register for
new user
 Ability to apply by either uploading a new document
(PDF, DOC, DOCX, RTF, TXT) or with an existing
Workopolis resume
 A generic cover letter displays in a text field, but the job
seeker can customize their own

 Apply history is saved in the Saved Jobs list
 Apply for a job without leaving the Workopolis interface
 A confirmation email is received when the application is
completed

Step Three Employer Experience:
Viewing The Applications
To view the job seekers application, go to the Applicant
Manager in Workopolis or your email inbox.
Option 1: Applicant Manager
 Access your applicant list from your Workopolis
Employer account. To find out more, check out our
Applicant Manager training document.
Option 2: Email
 Employer receives an email notification that they have
received an application
 Consistent email message: standard subject line (job
title and candidate name) makes it easier to sort and find
applications
 Employer receives the applicant’s resume as an
attachment and the cover letter is in the body of the
email notification

