W Boulder Valley School District  ——

Excellence and Equity

HOW TO APPLY FOR AN IN-DISTRICT TRANSFER:

To be considered for a position, transfer candidates need to apply online at http://bvsd.org/jobs. Candidates apply to a specific posting by
clicking on the box to the left of an opening on the BVSD Employment page. On the Contact Information page, include your BVSD
employee number and select that you are a current BVSD employee. Transfer applicants either attach a resume and cover letter to the
online application or complete the sections for education, experience, licenses (if applicable), and the interviews. Itis in the transfer
applicant’s best interest to provide complete information.

Transfer process:
e Apply to a specific posting
e Include BVSD employee number
o Select you are a current BVSD employee
e Attach a resume and cover letter OR complete the education, experience, licenses (if applicable), and interview sections of the
application

STEP-BY-STEP INSTRUCTIONS:

» Goto bvsd.org/jobs. The following webpage will appear:
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»  Click on the “Apply for a Job/Browse Job Openings” link

» On the Career Center screen, please click on the “First Time Users” button if you wish to browse openings without applying and/or if you are a
new applicant.

» If you are a returning user (you have filled out an online application with BVSD in the past) please enter your username and password. You
created your username and password when you first filled out the online application. If you cannot remember your username or password,
please do not fill out another application. Call Human Resources at 720.561.5031 and we will temporarily reset your password.



»  You may use as many or as few of the search conditions that will help you find the best job openings in the easiest possible way. You must
select at least one search field in order to see any job openings. You may return to this page and change your conditions at any time. As to
not limit your search, you may want to select a category (i.e. licensed) and then hit the “continue” button. The system will then show you all
licensed positions in the district. You can also search by job title. To see a list of all job openings containing the word "Account”, enter the text
"account” or "Account" in the box next to "Job Title Containing The Text:". This allows you to see jobs like "Senior Accountant”, "Accounts
Payable Manager", and "Account Manager".

» The BVSD Employment page displays a list of job openings that match the conditions you entered on the previous page. You may return to the
previous page to modify your search criteria at any time by clicking "back". Click on a job title link to view the job details. Click in a checkbox to
the left of the job title to apply for that job. Click on the checkmark to remove it (indicating that you no longer wish to apply for that job). You
may select more than one. Click "continue" to proceed to the next page. If your search conditions did not result in any job openings, the next
page will provide you the opportunity to select more general job types for future openings. This means you can select the type of job that
interests you rather than a specific job opening name.



»  If you choose to apply to a position, you will then proceed into the online application. The first page is the Consent Agreement form:

» The Contact Information page allows you to provide us with information necessary to contact you. Questions followed by an asterisk require
an answer, and you cannot proceed to the next page until all required information is entered. This is where you will create and username and
password for your online application with BVSD. This will allow you to login at a later date and update your application. Work Eligibility tells us
about your work status for the United States. Registration Expiration tells us how long you want your employment profile to be available to us
for hiring purposes. During that time, you may be considered for jobs you select on the Job Selection page. If you entered an e-mail address,
we will notify you when your registration is about to expire. Your registration is extended each time you log in to your employment profile. We
are interested in knowing how you learned about the job(s) we have listed, so we ask you to provide a referral type. Some referral types may
also require a referral name. Select the referral type that best fits your situation.

» ltis important that you enter your BVSD employee number on this page and indicate you are a current BVSD employee. This information is
critical in helping Human Resources identify you as a transfer.




» The below page asks for your preferences, education, certification, and experience. You may leave the minimum salary field empty if you
select "negotiable”. If you enter a salary amount, be sure to use numbers only (no dollar signs or commas). Check as many of the boxes as
you would like to indicate your preferences and expertise. Accurate and complete information helps us to better match you to the right job.

» ltisimportant that you attach a resume and cover letter at the bottom of this page unless you plan to complete all other sections of the
application.

» The Experience page asks for your work experience by employer. Enter the information for one employer; then click "Add or Update". The
work experience you entered will appear on the left under the List of Employers box. Add as many employers as you wish, and in any order
you wish (it does not matter which employer you list first). If you enter a company name, you must provide the company’s city and state and
your job title at that company. "Experiences Related to Your Job Preference” lists work experiences that are associated with your job
selection. For full school year assignments, please select the same month as the "from" date (for example, if you started in August and
completed the school year, select August as the "through” date). For each experience, enter the number of years of experience you had with
this employer. You may enter parts of a year by using a decimal point (3.5 means three years and six months). You may update this
information at any time by logging in to your employment profile using the user ID and password you have created. To review and/or update
information about your work with an employer, click on the Employer name in the List of Employers box. If you make changes to the
information, click "Add or Update" to save your changes.



» The Education page asks for your education experience by school or institution. Enter information in the appropriate fields and make
selections from the drop down lists. We have provided a text box in which you may enter any details you want us to know about your
education. Click "Add or Update" when all information is complete. You may update this information at any time by logging in to your
employment profile using the user ID and password you have created. To review and/or update information about your education, click on the
Institution name in the List of Institutions box. If you make changes to the information, click "Add or Update" to save your changes.

» The Certification/Licenses page asks for your certifications and/or licenses. Enter information in the appropriate fields and make selections
from the drop down lists. We have provided a text box in which you may enter any details you want us to know about your licenses or
certifications. Click "Add or Update" when all information is complete. You may update this information at any time by logging in to your
employment profile using the user ID and password you have created. To review and/or update information about a certificate or license, click
on the License or Certificate name in the List of Certifications box. If you make changes to the information, click "Add or Update" to save your
changes.



» The Interview section helps the hiring administrator learn more facts about your work history and experiences and the way you might respond
in work-related situations. Click the "Take Interview" button next to the interview name to begin. You may stop at any time by clicking "stop
interview". When you return to the interview, it will begin with the question where you left off. As you answer the interview questions, you
cannot go back and change your answers once you submit a page or exit the application. If an interview is required, you must answer all of
the questions before you can proceed to another application section. If you exit the application before you answer all of the interview questions,
you will return to the place you left off each time you log in to your employment profile until the interview is complete. If you need to reset your
answers, please call Human Resources at 720.561.5031.

» The interview page allows you to view a summary of your application.

»  The interview page will list any additional documents needed. These documents are optional for transfers



