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Schedule an Interview Time  

• You will be contacted by email if you are selected for an interview  
• Follow the link provided in the email 
• To select an interview time, click “Confirm Availability”  

 
• Select the timeslot that works best for you  
• Click “Confirm”  

  

• If you do not want to interview for the job opportunity, click “…” and select “Decline 
Interview” 
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Cancel an Interview Time 

• Click “My Candidate Profile”  

 
• Sign in to your Candidate Profile 

 

• Click “Options” and select “My Interviews” from the drop-down menu 
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• Click “…” and “Cancel Interview”  

  

• Include your reason for cancelling the interview and click “Cancel”  
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Reschedule an Interview 

• Click “My Candidate Profile”  

 
• Sign in to your Candidate Profile 

 

• Click “Options” and select “My Interviews” from the drop-down menu 
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• If there is another interview time available that works for you, you can click on 
“Reschedule” and book a new time  

• If there is no interview time that works for you, you can click “Contact Organizer” to send an 
email to see if rescheduling your interview is possible  

  

 

Providing References  

• You will be contacted by email in advance of your interview to provide required pre-
interview documentation 

• Click on the link provided in the email to be directed to the appropriate page  
• From there, select the position under “Jobs Applied”   

 

• Under “Job-Specific Information”, go to the “Reference Request Form” section  
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• Complete the required fields and click “Update” to submit

 


