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How to Apply to the Joint Fire Recruitment Process Using Workopolis 
 
 
This year, all applications must be received electronically during the recruitment campaign.  To apply, you 
must access our posting via any one of our City websites, or through Workopolis.com.  We have created 
this “how to” brochure to guide you through the process.   
 
Please note that if you encounter technical issues while you apply, please contact the technical support staff 
at Workopolis by email: 
 

comments@support.workopolis.com 
 
 
The following screenshots have been taken from our Joint Fire Recruitment site available on any one of 
the 4 municipalities’ employment website under Firefighter Recruitment.  This site will provide all relevant 
information pertaining to minimum requirements, timelines for the recruitment process and other useful 
links.  You can also access the Frequently Asked Questions (FAQ) page of our website if you would like 
more details. 
 
Step 1:  Preparing yourself to apply: 
 
• Click on the “Apply Now” link when you are ready to apply.  We encourage you to submit your 

resume, cover letter and questionnaire in a timely fashion and to do so prior to the closing date. 
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Step 2:  Accessing the application 
 
• To access the application system, please click on the “Apply for this job” icon found on the left side 

of the job posting screen or at the bottom of this page. 
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Step 3:  Creating A User Name and Password: 
 
• If you are a new applicant to our Joint Recruitment Program, you will be required to register as a 

member with Workopolis.   
 
• If you have applied to Kitchener, Cambridge, Guelph or Waterloo in the past 2 years, you can use your 

existing “user name” and “password”.  However, if you have applied to other Fire departments, using a 
similar online application tool within Workopolis or CorporateWorks, you will be required to create a 
unique “user name” and “password” specific to our Joint Recruitment. 

 
• You will need to record your user name and password for future reference.  You will also need to 

provide an email address when you join.  The invitation to attend our aptitude test and other important 
correspondence will be sent to this email address provided in the months to come.  

 
 

 
 
Step 4:  Submitting Your Resume and Cover Letter 
 
• Once you login to Workopolis, you will be prompted to provide your resume.  You will be provided 

with two options as to how to create an online resume. 
 
• Although you can choose either Resume Expert or Resume Basic, for ease of use, we recommend 

cutting and pasting your resume into the Resume Basic tool. 
 
• To do so, click on Resume Basic, you will be taken to a screen which will ask you to fill in your name, 

address and relevant information.  You will then be provided with an option to copy and paste from an 
existing resume. 

 
• Please note, you may find the formatting of your resume may change, keep in mind it is your skills and 

experience we are assessing, not the format. 
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• Once you have completed the resume portion, the next screen will allow you to create a cover page to 

accompany your resume. 
 

 
 
 
 
• Although your resume and cover letter is a critical step to completing your application, please ensure 

that you click on the “Next:” box to complete the questionnaire.   
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Step 5:  Completing the Questionnaire 
 

• The questionnaire has been designed to capture a snapshot of your qualifications and will allow us to 
compare your qualifications to our minimum requirements. Please note that any false information 
given during the application process, either on your resume or on the questionnaire, will be grounds for 
suspending your application from further consideration.  Also, you will want to ensure you complete 
the questionnaire within 20 minutes as the system may time out.  Below is an example of what to 
expect in the questionnaire portion. 

 

 
• Upon completion of the first page of questions, click the next button and complete all of the questions.  

Many of the questions are mandatory and the system will not let you complete the survey until these 
questions are answered.  There are also a few optional questions, such as open text fields to provide 
more detail if applicable.  When finished all questions, click “Done” 
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Step 6:  Confirmation that Your Application has been received: 
 
• Once you have completed the questionnaire, the next screen will confirm that your application has 

been submitted. 
 
 

 
 
 
 
• You should also receive an email acknowledgment as illustrated below confirming your application to 

Workopolis.  Please print and keep a copy of this email as proof of your submission to the Joint Fire 
Recruitment. 
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Step 7:  Updating Your Resume and Cover Letter In the Future 
 

• Although your questionnaire cannot be updated once submitted, you can revise your resume or 
cover letter to add new information or qualifications.  Here are the steps to do so: 

 
• Access the Joint Firefighter Recruitment Page -   Click on the “My Resumes” option 

 

 
 

• The next screen will walk you through the steps to access your existing resume & cover letter 
 

 
If you have further questions, please refer to our Frequently Asked Questions (FAQ) page on our web. 

 
 If experience any technical issues, please email your questions to: 

 
comments@support.workopolis.com 


