
 

 
Quick Help Guide 

 

Apply process 
 
 

• How do internal employees search and apply for vacancies? 
• How do external applicants search and apply for vacancies? 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

 

 

 

 
 



How do internal employees access the internal career portal? 
 
Step 1: Internal employees access the Altoona Regional Heath System Web site  
 
Step 2: Employees then click on the ‘Employment link’ in the top navigation bar 
 

 
 
 
 
Step 3: Employees then select ‘Click here’ in the ‘Current Altoona Regional Employees’ box 
 

 
 
 
Step 4: Employees are then brought to a job search page where they can search for a job by Keyword, 
Category and Location. 
 
 



 
 
 
 
 
 
Step 5: Employees search for a job and a results list is returned - Employees click on the job title to 
review the job description 
 

 
 
 
Step 6: Employees click for an application form to apply 

 
 
 
Step 7: Employees must fill in the internal application form and click on submit 
 



 
 
 
Step 8: Employees are asked to fill in the Equality Monitoring Form, after which they click on submit – The 
application is then processed by the HR team within the Candidate Manager system. 
 

 
 
 



 

 

 

How to external applicants search and apply for vacancies? 
 
 
Step 1: External applicants access the Altoona Regional Heath System Website 
 
Step 2: Applicants then click on the ‘Employment link’ in the top navigation bar 
 

 
 
 
 
Step 3: Applicants then select ‘Click here’ in the ‘External Applicants’ box 
 

 
 
 
Step 4: Applicants are then brought to a job search page where they can search for a job by Keyword, 
Category and Location. 
 
 



  
 
 
 
 
Step 5: Applicants search for a job and a results list is returned - Employees click on the job title to  
review the job description 
 

  
 
 
Step 6: Applicants click for an application form to apply 

 
 
 
Step 7: Applicants must fill in the external application form and click on submit 
 



 
 
 
 
Step 8: Applicants are asked to fill in the Equality Monitoring Form, after which they click on submit – The 
application is then processed by the HR team within the Candidate Manager system. 
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