
Welcome to the UNMJobs 
New Applicant Online Tutorial 
The University of New Mexico’s 
online application system. 
 
 
This online tutorial will take you approximately 20 minutes to complete. 
 
To navigate through this tutorial click on the                arrow buttons at the bottom 
of the screen OR to view this tutorial in slideshow format click on  
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Tutorial Objectives 

After viewing this tutorial you will be able to: 
 
 Search Postings 
 Create a login account 
 Create an application  
 View/withdraw your application status  
 Manage your applications 
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Getting Started on UNMJobs 

Helpful Tips before you create your User Account 
 
Update your resume including education, employment, and 
professional references. (For resources on Resume/Cover Letter/Interview, refer 
to Career Services) 

Locate any necessary electronic documents you may be asked to 
include with your application such as writing sample, licensures, 
certificates, etc. 
Avoid using your browser toolbars when you are logged into 
UNMJobs.  It’s best to navigate from within the UNMJobs site. 
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Search Postings 

There are two ways to Search Postings: 
 
Click on Search Postings from the Menu bar  
 

OR Search by Positions: Faculty, Staff, or Student  
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Search #1 Postings from the Menu 

The first Search can be accessed by clicking on Search Postings from the 
Menu bar.  This type of search is useful if you want to look up a specific 
position title, department, or work location.  This example shows a Search 
by Position Title for Admin Assistant 3. Shortcut: Narrow your search by clicking on the dropdown 
icon        and typing the first letter of the position title, department, or work location for which you are searching. Click on                                                                           
                     to proceed to next page.  
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Search #1 Results  

You can sort various columns by clicking on the       dropdown icon.  Once you have 
narrowed your search for the position you are interested in click on the          link to 
read more about the position and/or Apply for the Posting. 
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Search #2 Postings by Positions  

Use the dropdown icons found under each column to sort your list.  Click on the                
 link to read more about the position and/or to Apply for the Posting. 

 

The second Search can be accessed by clicking on any of the Positions 
Available icons: Faculty, Staff, or Student.  This type of search is useful 
when you want to view all available positions by classification. 
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Search Job Details 

When you are ready to apply for this 
position click on  

After performing either type of Search  and clicking on the         link, you will be 
able to review the Job Details screen.  This screen includes: Posting Number, 
Position Title, Appointment Type,  Department, Salary Grade and Salary, Work 
Location, Position Summary, plus more specific information pertaining to that 
position. 
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Fill Out a New Application: Logging In 

At this point you will begin to fill out the application.   
 

New Applicants: 
Click on the  

Fill out a new Application  
Link (shown above) 
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Create a User Name and Password 

Create a User Name 1 
Create a Password 2 
Re-enter Password 3 

Lobo Louie 

Click on Continue to Page 1 to 
proceed to next page 4 

******** 

******** 
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Creating an Employment Application 

What is my favorite color? 

Cherry-Silver 

Type in your Security 
Question and Answer 

then, click on 
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Filling out the Application: Personal Information  
Page 1 of 7 

On the Personal 
Information page: 

You will provide Personal 
Information such as First 
and Last Name, Address, 
City, Zip, Home Phone, 
Email, Education Level, 

and other application style 
questions on this page. 

Note: Make sure to fill out 
all of the required fields. 

*Required information is 
denoted with an 

asterisk. 
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Filling out the Application: Personal Information  
Page 1 of 7 continued 

 
 

To complete the 
Personal Information 

page: 
 

IPRA Opt-Out of 
Disclosure of Home 

Information 
Choose Yes or No 

 
 

When all fields are filled 
in, click on: 

 

The system will warn you if you have not filled out all the required 
fields necessary to continue with the following error message: 
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Filling out the Application: Voluntary Affirmative Action 
Survey Page 2 of 7 

On the Voluntary 
Affirmative Action 

Survey page: 
We encourage you to fill 

out the voluntary 
information survey, but it 

is an optional form.  
 

To proceed, click on  
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Filling out the Application: Educational History  
Page 3 of 7 

On the Educational History 
page: 

 
To add your educational history 

click on  
Add New Entry.   

 
On this page you will include 

information such as Institution 
name (high school, college, 
etc.), Institution Location, 

Degree/Type of Education, 
Dates of Attendance and any 
Additional Information.  When 

you have entered all of the 
information click on Add Entry. 

 
 *Required information is 
denoted with an asterisk. 

To proceed, click on  
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Filling out the Application: Employment History  
Page 4 of 7 

On the Employment History 
page: 

 
To add your employment history 

click on  
Add New Entry.   

 
On this page you will include 
information such as Job Title, 
Average Hours Worked, Start 

and End dates, Employer, 
Location, Employer’s Name, 

Supervisor information, Reason 
for leaving, and Duties and 
Responsibilities. When you 

have entered all of the 
information click on Add Entry. 

 
 *Required information is 
denoted with an asterisk. 

To proceed, click on  
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Filling out the Application: Licenses, Skills, Certificates, and 
Additional Information Page 5 of 7 

On the Licenses, Skills, 
Certificates, and 

Additional Information 
page: 

 
To add this information 

click on  
Add New Entry.   

 
When you have entered 

all of the information 
click on Add Entry. 

 
To proceed, click on  
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Filling out the Application:  References  
Page 6 of 7 

On the References page: 
 

To add this information click 
on  

Add New Entry.   
On this page you will 

include information about 
your references such as 

Title or Occupation, 
Employer, First and Last 

Name, and Phone. 
 *Required information is 
denoted with an asterisk. 

When you have entered all 
of the information click on 

Add Entry. 
 

To proceed, click on  
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Filling out the Application: Temporary Pool Work Availability 
Page 7 of 7 

On the Temporary Pool 
Work Availability page: 

 
Please note that this page 

applies to UNMTemps 
applicants only. 

 
If this page does not apply 

to you please click on  
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Filling out the Application:  View Staff/UNMTemps 
Employment Application Summary 
 On the this page you will be 

able to view your 
completed application in a 
new window by clicking on 

.  
 

OR you can scroll down the 
page to view the completed 

application. 
 

You can also  
Edit your document to 

make revisions by clicking 
on  
 
 
 

Once you are ready to save 
the application click on 

 
 

next to the certification 
statement. 
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Filling out the Application:  Application Status Confirmation 

On the Application Status 
Confirmation page you will 
Confirm your application by 

clicking on 
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Completing the Application: Supplemental Questions 

Most UNM positions will 
ask you a list of 

supplemental questions.  
On this page of your 

application for 
Administrative Assistant 3, 

you will be required to 
answer questions that the 

hiring department has 
included on this posting.   
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Completing the Application: Certifying Application 

Once you have 
answered the 
supplemental 

questions, check the 
certify statement box 

and click on the Submit 
Answers button.   
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Completing the Application: Attach Documents  

Most positions will 
require that you attach 
a Resume and Cover 

Letter.  Some positions 
will ask that you attach 
other documents such 

as writing samples, 
project plans, 
proposals, etc. 

 
You can attach 

documents by clicking 
on 
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Completing the Application: Attach Resume  Once you click on the  
Documents link you  

 
Upload a new resume f   

computer.   
1. Click on Browse to s   

your document o   
computer.   

 
 

2. Click on 
 

OR 
 

Paste a new Resu   
another docum  

 
1.  Paste your documen    

Text: box. 
2.  Click on  
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Completing the Application: Confirm Resume 

To complete the  
process click on 
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Completing the Application: Attach Cover Letter 

Once you click on the  
Documents link you c  
 
Upload a new Cover   
your computer.   
 
1. Click on Browse    

your document o   
computer.   
 
 

2. Click on 
 

OR 
 

Paste a new Resume   
document. 
 
1. Paste your docum     
 Text: box. 
2. Click on  
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Completing the Application: Confirm Cover Letter 

To complete the  
process click on 
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Completing the Application: Confirm 

To finish attaching 
documents and receive 
a confirmation number 

for your application 
click on 

 
 
 

Once you click Yes you 
will receive a 

confirmation number.  
To exit the screen click 

on  
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Application Status 

Once you click OK from the previous page you will now be able to view your 
application’s status.    
 

On the Application Status screen, you can:  
 

• Click View Staff/UNMTemps Employment Application in the Application 
column 

• View the Status of your application in the Status column or click on Withdraw 
your Application if Status is In Progress 

• View Documents that you have submitted with your application  
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Managing Your Applications 

To Manage your Applications click on Manage Applications on side menu. 
 
On the Choose Application screen, you can:  

 
• View Existing Application(s) by clicking on View Staff/UNMTemps Employment 

Application link 
• Edit Existing Application(s) by clicking on Edit Staff/UNMTemps Employment 

Application 
• Create New Application by selecting the profile/application of your choice 
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Change Password  

To change your password: 
 
1. Click on Change Password on side menu 
2. Type in Current Password, New Password, and Confirm Password  
3. Click on Submit Password Change. 

******** 

******** 

******** 
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