
ESS – Setting a Job Alert

1. Select Me to display your 
employee functions

2. Click Current Jobs
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3. Click the Job Alerts tile
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4. Select “I want to receive news 
about new job opportunities”

5. Enter the organization, locations, 
and job families you want to be 
notified about
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6. To add criteria to your alerts, click 
the applicable Add function
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7. To delete criteria from your alerts, 
click the applicable “X”

8. Click Save & Close when you are 
done

End of Procedure


