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Applying for a Job  

 

 

 
 
Go to www.epl.ca/jobs. 

 

 

 
 
 
 
 
Click on External or 
Internal Job 
opportunities.  

 

 

 
 
 
 
 
 
 
 
 
 
 
Search through all the 
postings available. 
 
Click on the posting that 
you are interested in to 
view the Description and 
Qualifications of the 
position. 
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Click Apply Online to 
start the application 
process. 
 

 
Enter your username and password.  
 
Click Login. 
If this is your first time applying with the Edmonton Public Library or City of Edmonton, you will need to click on 
New User and set up an account. 
 
If you forget your password or get locked out (this occurs after you enter an incorrect password 3 times), 
contact ESS at hrshelp@epl.ca. 
 

 
 

mailto:hrshelp@epl.ca
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Uploading a resume 
To upload a resume, click Browse and select the relevant file. The system uploads the file and extracts some 
data included in the resume. Once the uploading process is complete, you must verify the fields containing 
values automatically extracted from the resume. You may have to manually correct or fill out some of them. 
 

 
 

 
Once the uploading process is complete, you must verify the fields containing values automatically extracted 
from the resume. You may have to manually correct or fill out some of them. 
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Once you have reviewed 
your personal information, 
Click Save and Continue. 

  
You will need to answer three screening questions. There may be more screening questions after these three 
depending on the position. 
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Adding education 
entries 
To create one education, 
click "Add Education". A 
new section including 
blank fields appears. 
Enter any relevant 
information.  
Removing education 
entries 
To remove an education 
from the list, identify it, 
and then click "Remove 
Education".  
Reordering education 
entries 
To reorder education 
entries, click "Move Up" or 
"Move Down" next to each 
entry until the relevant 
education reaches the 
desired position. 

 

 
 

 
Adding certifications and/or 
designations 
To add a certification and/or 
designation, click "Add 
Certification and/or 
Designations". A new section 
including blank fields appears. 
Enter any relevant information.  
Removing certifications 
and/or designations 
To remove a certification 
and/or designation from the 
list, identify it, then click 
"Remove Certification and/or 
Designation".  
Reordering certifications 
and/or designations 
To reorder certification and/or 
designation entries, click 
"Move Up" or "Move Down" 
next to each entry until the 
relevant certification and/or 
designation reaches the 
desired position. 
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Adding work experience 
entries 
To create one work 
experience, click "Add 
Work Experience". A new 
section including blank 
fields appears. Enter any 
relevant information.  
Removing work 
experience entries 
To remove a work 
experience from the list, 
identify it, then click 
"Remove Work 
Experience".  
Reordering work 
experience entries 
To reorder work 
experience entries, click 
"Move Up" or "Move 
Down" next to each entry 
until the relevant work 
experience reaches the 
desired position. 
 

 
 
Attaching files 
To attach a file, click Browse and select the file you want to attach. Then, click Attach. Please do not delete any attachments that 

pertain to open competitions that you are applying on. Also, note, that if your document has the same name as another document you 
have already attached, the system will overwrite the old version and replace it with the new version. Note: We cannot accept .wps 

formatting.  
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Fill out your full name, click save and continue. 

 
 

 

 
 
 
Note: After you save and continue the next page will be a summary of all the information you just provided.              
This is where you can edit each section, if necessary. 
 
Then click Submit. 

 

 
 
You are now finished the application process. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



Taleo Quick Reference   

 

Page 8 of 11    www.epl.ca/jobs 

Maintaining Your Account  

 

 

 
 
Go to www.epl.ca/jobs. 

 

 

 
 
 
 
 
Click on External or 
Internal Job 
opportunities.  

 

 
 
Go to My Account Options or Sign In. 
 

 
Enter your username and password.  
 
Login. 
 
If you forget your password or get locked out (this occurs after you enter an incorrect password 3 times), 
contact HRSHelp at hrshelp@epl.ca. 
 

 
 
 
 

mailto:hrshelp@epl.ca


Taleo Quick Reference   

 

Page 9 of 11    www.epl.ca/jobs 

 
This page displays your account options. To set or modify preferences, click "Edit" next to the relevant section. 
 

 

 
 
 

 
 

Deleting file 
attachments 
Send your request by 
filling out this Taleo 
Inquiry Form and refer to 
the specific file document 
name(s) that you would 
like removed from your 
profile account.   
 
The Taleo Inquiry Form 
can be found under Job 
Seeker FAQ’s at 
www.epl.ca/jobs. 
 
 

http://www.epl.ca/taleo-job-application-questions
http://www.epl.ca/taleo-job-application-questions
http://www.epl.ca/jobs
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Maintaining Your Profile  

 

 
 

 
 
 
 
Click on My Jobpage. 
 
 
 

 

 

 
 
 
On the right hand side of 
My Jobpage is where you 
can click to access your 
profile. 
 
 

 

 
 
 

 
 
 
If you are not applying on 
a posting but want to 
update your Education, 
Certification, Work 
Experience, Access my 
profile is where you 
would do this. 

Checking Your Status  

 

 
 

 
 
 
 
 

 
 
If you want to check on 
the status of your 
applications, Click on My 
Jobpage, My 
Submissions, and under 
the Job Posting the 
status will be stated under 
Submission Status. 
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Job Posting Notifications 
 

 
 

 
 
Make sure you check off 
the Send an email 
notification whenever a 
new position matching 
this profile is posted. 

 

 
 

 
 
 
 
 
If you want to be notified 
every time a specific type 
of Job is posted you can 
set up your Job Posting 
Notification. Click Edit. 
Choose Job Family, 
Function and Location. 
 
This is found when you 
Access your profile (see 
Maintain your profile on 
how to get there). 

 


