
  

Application Instructions  
 

�XGO ONLINE �± The UNA Online Employment     
System may be accessed by going to               
http://jobs.una.edu. 
 

�XCREATE APPLICATION/F ACULTY PROFILE 
�± For a staff position, create an application or for a 
faculty position, create a faculty profile.  The       
application/profile can be used to apply for any 
posted position thereafter.  Each applicant will be 
prompted to create a unique username and      
password to apply for postings and to re-access the 
site. 

 

�XSEARCH FOR JOBS - Search all current      
openings for employment.   

 

�XAPPLY �± An applicant may apply for any job for 
which he/she meets the minimum qualifications.  
The applicant may be asked questions regarding 
his/her qualifications and will have the ability to add 
a resume/CV, cover letter, or other supporting       
materials. 

 

�XMANAGE  - Check the status of all jobs for which 
you have applied, add additional documents or with-
draw your application.  Update and edit your profile 
at any time by using your username and password. 

 

�XLOG IN/LOG  OUT - Log in using your user-
name and password.  Log out every time you leave 
the site; if there is no activity after sixty minutes, the 
site will automatically log you out. 

 
Produced By the Office of Human Resources 

and Affirmative Action at the University of North       
Alabama: June 2007 
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