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Create a Job Alert 

• Click “My Candidate Profile”

 
 

• Sign in to your Candidate Profile 

 

• Click “Options” and select “Job Alerts”  
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• Click “Create New Job Alert”  

 
• Enter the keyword(s) for your job alert in the “Search all Employment Opportunities” field 

(e.g. Human Resources) and enter how often (in days) to receive an alert 
• Click “Create Alert”  
• You will receive an email when a new position matches your keyword     
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Delete a Job Alert 

• Click “My Candidate Profile”

 
 

• Sign in to your Candidate Profile 

 

• Click “Options” and select “Job Alerts”  
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• Click the trash can icon for the job alert you wish to delete 

 
 

 

 

 

 


