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Candidate Profile Instructions: Create, Delete, Manage Password 

Create Your Candidate Profile - External Candidates  

Note: If you are already a County of Wellington Employee, follow the instructions for Internal 
Candidates only (not External Candidates)  

• Click “My Candidate Profile” 

 
 

• Click “Create an account” 
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• Complete the required fields   
• Click “Read and accept the data privacy statement” 
• You will be prompted to click “Accept” or “Decline” on the privacy statement  
• Click “Create Account” 
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• Complete your profile by uploading your resume, cover letter and additional documents (if 
required) in the “My Documents” section 

• Complete the “Profile Information”, “Work Experience” and “Formal Education” sections   
• When you are finished, click “Save”  

 

• Once your “My Candidate Profile” is saved you will be able to apply to employment 
opportunities listed under the “Current Opportunities” section of the website   
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Create Your Candidate Profile - Internal Candidates  
Note: Only follow these instructions if you are currently a County of Wellington Employee  
• Go to The Well and click on “Employment Opportunities”  

 
• You will be directed to our recruitment website  
• You may need to click on one of the two options to verify your identify  

 

 
 

• Enter the code you received by text or phone call and click “Verify” 
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• If you have not previously configured your multi-factor authentication, you will be 

prompted to set it up 
o IT has instructions to assist with this on The Well 

 
 

• Click “My Account” and select “My Candidate Profile” to create your Candidate Profile  

 
 
 
 

• Complete your profile by uploading your resume, cover letter and additional documents (if 
required) in the “My Documents” section 

https://thewell.wellington.ca/en/tools-and-resources/it-helpdesk.aspx#MFA-and-Password-Reset


 
 

6 
 

• Complete the “Profile Information”, “Work Experience” and “Formal Education” sections   
• When you are finished, click “Save”  

 

Delete Your Candidate Profile – External Candidates  

• Click “My Candidate Profile”  

 
• Sign in to your Candidate Profile
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• Click “Options” and select “Settings” from the drop-down menu 

 
 

• Click “Delete Profile” 

 

 

 

Change Your Candidate Profile Password – External Candidates 

• Click “My Candidate Profile”  

 
• Sign in to your Candidate Profile 
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• Click “Options” and select “Settings” from the drop-down menu 

 

 
• Enter the required fields and select “Change Password” 

 

 

Reset Your Candidate Profile Password – External Candidates 

• Click “My Candidate Profile”  
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• Click “Forgot Your Password”  

 
 

• Enter your email address and click “Submit” 

 

• Check your email for further instructions to reset your password 


