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Navigation Icons 

While navigating through the application you will come across icons that will make 

navigation easier and more user-friendly.  The table below provides brief description of some 

of the most common iRecruitment icons and their function. 

ICON Function 

 
Indicates the completion of field is required  

 Provides useful information to the user about task at hand 

 

The search Flashlight indicates that list of values has been 

populated and is available for searching 

 
Indicates drop down list of values is available for selection. 

Click to view the list of values 

 The pencil indicates that you have ability to update a particular 

record 

 
The trash can enables you to delete a particular record 

 
The calendar icon enables you to select a specific date 

 
The quick select icon enables you to select an item with a single 

mouse click 

 
The application icon enables you to create a job application 

 
The application details icon provides quick-link to view details 

associated with a job application 

 
The preview icon provides a quick link to preview a document. 
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Overview 

External users access the iRecruitment site via a unique URL that directs the 

user to an external version of the iRecruitment candidate site.  This site would 

enable users to view job postings, create and manage user accounts, and 

complete and manage job applications.  

Register an account with PBSO; update your account and other actions as it 

relates to PBSO’s recruitment process. 

Note: While former employees should use this site to conduct a job search and 

register as a previous employee, a current employee should access iRecruitment 

through their iRecruitment Employee responsibility.   

 

Register Today 

If you are already registered as an applicant you do not need to register again.  

To register as an applicant with PBSO:  

Open a browser and navigate to www.pbso.org/ 

 

 

 

http://www.pbso.org/jobs
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Click on the “Careers at PBSO” tab.  

 

Add text: Please log into your PBSO applicant account to check status. 
 

Add text: If you are an External Candidate or Ex-employee, please   Click here.  

Add text: If you are a current PBSO Employee, please   Click here. 

CAREERS AT PBSO 
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This will direct you to the following ‘Registration’ page: 
 

 
 

 

Click on ‘Register today’ (Call-Out A) to register to PBSO iRecruitment Site.  

 
 

To register, you need following information listed on page 6. 

 

 

 

 

 

 

A 
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Registration Information 

EMAIL Use a personal email address that you check regularly and 

plan on keeping throughout this process.  

 This will be the email where you will be notified for 

updates and online notifications such as application status, 

offers, password resets, other communication, etc. 

 This email is the username and it is suggested you do not 

modify/update once you registered. 

 If this email is already in use-the system will not allow the 

same email to be used twice. 

 If you need to change your email account, please notify 

Human Resources as soon as possible so they can update 

your account. 

 

    
LAST 

NAME 

Insert your family name here 

 
FIRST 

NAME 

Insert your first name 

 
PASSWORD Recommend using a strong password: 

Minimum of 6 characters long.  

Alpha numeric made of letters and numbers (1 alpha and 

one numeric).  

 
SUBMIT Once the above information is entered click on ‘Submit” 

button to proceed to the next step “Create Account”. 
 



Page 7 of 26 
 

Created by: Paradigm Application Solutions, Inc.  

All Rights Reserved 

 

 
 

Click on ‘Submit’ button once the details are finished.  

Registration Information: Create Account 

At this point you can attach a resume to your profile.  

If you have one, select: ‘Yes, I have a resume’ and click browse (Call-Out B) 

to upload your resume.  The ‘File Path’ will show your document attachment.

 

If you do not, select: ‘No, I do not have a resume’.  

 Click ‘Continue’ button to proceed to next step “Personal Information”. 
 

 

 

B 
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Your progress is indicated on the top of the screen as you update each area of 

Steps 1 of 4.  It is required you complete each step to be considered for a position. 
 

 

 

Register: Personal Information (Step 1 of 4)  
 

 Personal Information (Step 1 of 3) Data Fields 

B
A

S
IC

  

    D
E

T
A

IL
S

 

Basic Details 

 
Last Name 

(last name is 

Required) 

Defaults from registration 

 

First Name  Defaults from registration 

 
Email 

Address 

Defaults from registration 

* Valid email address is required * 

 

 
S

O
U

R
C

E
  

    D
E

T
A

IL
S

 

Source Details  

Source You can click on List of values  

to select predefined sources.  

Source Name Enter Source name 
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Address 

 

A
D

D
R

E
S

S
  

Country Defaults 

 
Address line1  * Required *

 
Address Line 

2 
 

Address Line 

3 
 

City  
County  
State (List of 

values) 

Use the list of values if needed to 

select state.   

Zip Code  

 

Phone 

Numbers 

Times to Call – Specify Best 

 

P
H

O
N

E
 

N
U

M
B

E
R

S
 Home  

Mobile  
Work  
Primary 

Number 
 

First number to call. 

Use this section to attach electronic copies of documents that support your 

application such as, cover letter, Resume/CV, etc. 
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D
O

C
U

M
E

N
T

S
 

Documents 

 
Note: Documents are date stamped, 

once you submit your application you 

cannot add additional documents for 

that application.  
 

 

To Add Additional Documents Click on ‘Add Another Document’.  

 

 

 

 

Click on ‘Browse’ (Call-Out B).  

 

B 
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Select document to be uploaded by highlighting the document name and clicking 

on ‘Open’ (Call-Out C).  Description: i.e. Resume – Administrative Secretary. 

 

C 



Page 12 of 26 
 

Created by: Paradigm Application Solutions, Inc.  

All Rights Reserved 

 

 Select the file type from list of values to categorize the document type being 

uploaded. Click on ‘Upload’ button to upload the selected document.   

You will receive a confirmation message: 

 

 

 

 

Click on “Next” button to proceed to Step 2 of 4. 
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Register: Add Qualifications & Skills (Step 2 of 4) 

In this section, you input your work history, skills and educational history.   

Note: If you click on “Add Another Employer” (Call-Out D) or “Add Another 

Skill” (Call-Out E) and “Add Another Qualification” (Call-Out F) Button you 

will be required to complete the required fields or alternatively you can delete 

record by clicking on icon  for delete.   When you click on Add Employer a 

number of new fields will appear including required fields.   

Employer Detail Fields (enter details of job details starting with most current). 

P
R

IM
A

R
Y

 

E
M

P
L

O
Y

E
M

E
N

T
 

D
A

T
A

 

Details Employer  

Employer name  * Required * 

Start date  * Required * 

End date and year * Required * 

Job Title  * Required * 

Location  * Required * 

Delete (Trash Can) Use this to remove entire 

record 

Description of Job Duties * Required * 

ADD Qualifications- once you click on “Add Qualifications” it opens up the data 

fields for entry.  All required fields must be completed before you can proceed.  

Q
U

A
L

IF
IC

A
T

IO
N

S
 College or University 

(Required) 

Enter Name of 

university 

Location Specify the location of 

institute 

Degree (Required) Select from list of values 

Major Subject  

Date Received  

Delete  Use this to delete the 

entire record. 

Use this section to enter additional awards, certificates or licenses, such as PMP, 

CPA, etc. 

A D D I T I O N A L  A W A R D S
 

Category  Choose from award 
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license or certificate from 

list of values 

Qualification Type  

Qualification  

Grade/Level  

Date received month/year  

Delete  
 

  

 

 

 

Click on “Next” button to proceed to Step 3 of 4 

 

 

Register: Enter Preferences (Step 3 of 4) 
 

D 

E 

F 
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Additional Details (Step 3 of 4) Data Fields 
 

Enter your Work preferences to help PBSO find the 

right job for you.  Job Category, Account Privacy, 

Email Preferences and Accessibility Preferences etc. 

are some of the fields that are essential to create an 

accurate account of your work preferences.  This will 

enable suitability matching against the open positions.  

W
O

R
K

 

P
R

E
F

E
R

E
N

C
E

S
 

Key Words Free Text & Self 

Explanatory 

Job Category  

Location  

Distance from 

Location(Miles) 

 

Country  

Employment Category  

Amount of Travel  

Work from Home  

 Minimum Desired Salary  

A
C

C
O

U
N

T
 

P
R

IV
A

C
Y

 Display Language Defaulted to American 

English 

E
M

A
IL

 

P
R

E
F

E
R

E
N

C
E

S
 Frequency of emails Choose from the list of 

values 

Email Format Choose either HTML or 

Plain Text mail 
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A
C

C
E

S
S

IB
IL

IT
Y

 

P
R

E
F

E
R

E
N

C
E

S
 

 

Key Board 

Screen Reader 

Voice Recognition 

Software 

None 

Choose one of the 

options 

 
 

 

 

 

Provide Job Preferences (Call-Out G), Email Preferences (Call-Out H) and 

Accessibility Information (Call-Out I) details 

Click on “Next” button to proceed to Step 4 of 4 

 

G 

H 

I 
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Register: Enter Preferences (Step 4 of 4) 
 

 

Create Resume by selecting format 

 

 
 

Click on ‘Finish’. You will receive Confirmation message as shown below 
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Apply For a Job 

 

Search for Vacancies 

 

Click on Jobs Tab to search for jobs 

 
 

1. You may conduct a simple job search directly from the home page by 

entering criteria in search fields and clicking ‘Go’ (Call-Out J) 

2. The ‘Advanced Search’ button (Call-Out K) directs you to the advanced job 

search screen. 

 

View Full Job Description 
 

To view full job description click on IRC job name (Call-Out L) that you wish 

to view and its description will pop up in a new window.   

 

J 

K 

L 
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This is the job description view. 

 

 
 

 

Add to Basket 

This is an option to help you find job postings without having to perform 

another search (Call-Out M).  You can short list the jobs that interest you.  You 

can click on job basket to view your short listed jobs. 

M 
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Refer 

If you want to email this job to someone you know who may be interested in this 

vacancy click on the Refer’ button and this will open new page where you can 

input the email  address of the person to whom you want to send a link that a 

recipient can use to navigate to the job description.   

 

 

Apply Now 

If you wish to apply now to the job vacancy you are reviewing - click on ‘Apply 

Now’ button (Call-Out N). Complete all information that is required.  Note that 

the system will log you out for security reasons if you are inactive within a page 

for any significant period (15 mins).  To avoid frustration, it is recommended 

that your account profile is updated prior to submitting an application so that 

you can quickly review and submit application.  
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Click on ‘Next’ to Enter Application Details 
 

 
 

 

N 
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Click on ‘Next’ to enter Disability Information 
 

 
 

Click on ‘Next’ to enter Veteran Information 
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Click on ‘Next’ to enter Assessment 

 

 
 

Click on ‘Continue’ 
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Click on ‘Finish Test’ 

 
 

Click on ‘Submit Test’ 

 

 

Click on ‘Finish’ to submit  
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Confirmation – Thank you for submitting your application  

 


