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INTRODUCTION
Welcome to the PeopleAdmin, Capilano University’s Talent Management System.
The purpose of this online hiring tool is to enhance the recruitment process of Capilano University for the benefit of
management, staff, Human Resources and job applicants.

Why PeopleAdmin?
•
•
•
•

•

Less Paper/Increased Sustainability: This system will reduce paper use, which continues to move us towards
increased sustainability and lower environmental impact.
Increased Efficiency: PeopleAdmin has the ability to pre-screen applicants to increase efficiency when recruiting.
This also ensures that applicants do not miss important information on their resumes and allows us to better
understand their skills.
Improved Security and Confidentiality: Less paper and email communication, and controlled access to
competitions will enhance security and confidentiality.
Better Communication: Applicants receive an email confirmation once their application is received. Candidates
can also view the status of postings they have applied to, withdraw applications, and review the documents
submitted for each competition. In addition, an internal applicant only needs to enter their employee ID number
once. HR continues to follow up with all internal Staff candidates as per our Collective Agreement.
Accessibility: PeopleAdmin can be accessed from anywhere that has Internet access. It also stores copies of
previously used resumes.

System Access Overview
•
•
•
•
•

Internal and External Applicants create an “Application” (profile) that includes details such as address, contact
information and employee ID number. The applicants can then apply to specific positions once they have
completed an Application.
HR manages the system, reviews applications and ensures all university users have appropriate access. HR has
the ability to allow managers access to certain candidates or not, depending on the competition. We continue
to follow the Collective Agreement with regard to Staff recruitment.
Managers will be provided with an internal user login, with appropriate access based on their specific needs.
Department members or Coordinators who are involved in recruitment may be set up with a guest user login if
they are involved in completing posting requests, with appropriate access based on their level of involvement in
the recruitment process.
Employees involved in a hiring committee may be set up with a guest user login for that specific competition.

Web and Technical Information
•
•
•
•

Your Web Browser: This system is designed to run in a web browser over the internet. The system supports
browser versions of Mozilla Firefox and Internet Explorer 7.0 and above. The site also requires the use of popup windows. Be sure to check your browser settings and disable pop-up blockers.
Mobile: This system is compatible with mobile phones.
Adobe: The site requires you to have Adobe Acrobat Reader installed. This is a free download available
at www.Adobe.com.
Security of Applicant Data: To ensure the security of the data provided by applicants, the system will
automatically log you out after 60 minutes if it detects no activity. However, anytime you leave your computer
we strongly recommend that you save any work in progress and logout of the system.
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STAFF RECRUITMENT PROCESS OVERVIEW
Capilano University continues to abide by the MoveUP Collective Agreement in our posting and selection process.

HR works with department managers and employees to develop
classifications (job descriptions) that accurately represent the work
required in the position, and reflect reasonable knowledge, skills,
abilities, education and experience requirements for that position.

When a position becomes available, the department contacts HR to
post the available position. All postings are sent to the union for
review prior to posting. The position is posted on our website as well
as on internal job boards, for a minimum of 5 business days.

When the posting closes, HR, in collaboration with the department’s
management, will assess internal candidates, in order of seniority,
based on the qualifications required for the positions.

If a qualified internal applicant is found, HR will contact the candidate
to move ahead with testing and if that is successful, an interview.
After the testing and interview, if the candidate is determined to
have the required knowledge, skills and abilities, they are offered
the position. Once the offer is accepted, the other internals are
informed by HR that the position is filled by a qualified senior
internal. If the candidate is not determined to have the required
knowledge, skills and abilities, HR will inform the candidate, and
then move on to assess the next most senior internal.

If there are no qualified internal candidates,
external applicants are reviewed.
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APPLICATION PROCESS OVERVIEW
Internal and external candidates are both required to apply through the system in the same way. This also applies to
Admin, Exempt Staff, MoveUP Staff and Faculty. The steps for applicants are as follows:
Visit our candidate home page
https://jobscapilanou.peopleadmin.com

Browse available positions
by clicking on the employee group on
the top menu or "Search Jobs" on the
side menu

Select and view any job(s) of interest

Apply to position(s)
This involves completing an
application form, answering screening
questions if applicable and attaching
documents

Receive an email confirmation
of their application to a specified
position

View the posting status and application
documents online
of any positions applied to

Internal candidates
will continue to be followed up with
as per previous HR practices

External Candidates will be contacted
by HR for interview/testing OR
if not hired, receive a regret email
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GETTING STARTED
1.

Go to Capilano University’s applicant home page - https://jobs-capilanou.peopleadmin.com. Click on the
employee group you are interested in. (e.g. Administration, Staff, Exempt Staff or Faculty). The succeeding
steps are for Administration, Staff and Exempt Staff positions. Faculty positions follow a different application
process. Please refer to the Faculty posting page for more information.

2. Search available postings. This screen will display all the available positions at Capilano University. This page
will default to displaying postings by job closing date. To view postings by posting number, department, or
position type, click on the heading in the appropriate column. To view the full posting details, click on “View
Details” under the position title. To bookmark the posting, click “Bookmark”.

6

APPLYING TO A POSTING
1. View the posting you are interested in. Click “Apply for this job” at the top of the page.

2. This will take you to the page where you can login or create an account. You only have to create an account
once and, thereafter, can simply apply to positions by logging in. The steps for creating an account are outlined
next.
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CREATING AN ACCOUNT
1. Fill in all the required information in the form.
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2.

You will be notified that your account has been created. Click “Apply for this job”.

3. Update your personal information. Make sure to complete all required fields. The form is similar to the account
creation form, but with additional information such as your work eligibility status and if you are a current
employee of Capilano University. Once completed, click “Next”.
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4. If applicable, answer all supplemental questions related to the posting. Click “Next”.

5. Attach all required documents. Click “Next”.
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6. Review your application and click “Certify and Submit”.

7. Tick the checkbox once you have read the certification statement and enter your initials. Click “Submit this
Application” once done. If you wish to edit your application, click “Return to Application”.

8. You will receive a confirmation code. Please record this. You will also have the option to view your completed
application or to continue searching for other postings.
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FOLLOW-UP FROM HR
1. After applying to a position, you will receive an email confirmation as a record of your application to that
specific position. For internal candidates applying to staff positions, HR will continue to follow up as we have
previously, by phone or email. We will contact each internal candidate in writing about the outcome of the
application.

2. For shortlisted candidates, the remainder of our recruitment process will remain the same, and this involves
testing, interviews and reference checks. HR contacts candidates to coordinate these activities, and answers
any questions along the way. If you are not shortlisted, you will receive a standard regret email after being
contacted by HR about the competition. This is the standard email unsuccessful external candidates receive.
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ONGOING USE OF PEOPLEADMIN
Moving forward, you can use PeopleAdmin to:
1. Search for other job postings

2. View postings you have bookmarked.

3. View all your job applications and their statuses. You also have the option to withdraw a job application.
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4. Manage documents you have uploaded such as resume, cover letter, etc.

5. Edit your account settings including login and contact information.
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FAQ’S
Q: How will HR know that I am an internal candidate?
There will be a question for all staff positions, “are you a
current employee of Capilano University?” Also you will
be asked to include your employee ID# in the application,
so that you only have to add it once. In addition, as per
previously, we check all candidates to verify who is
internal and who is not.

Q: What if I forget my Password and/or User Name?
Click on the “Login” link, and then the link “forgot your
username or password” at the bottom of the Login page.
Once you complete the required information, your
password will be emailed to you. If you continue to have
problems with this, you can contact HR.
Q: If I have applied to the same type of position
previously, do I have to submit my resume again?
Yes – all candidates, external or internal do have to apply
to the specific posting they are interested in. However,
once you have an employee profile and a resume
created, this is a very quick process as the system keeps
the resumes on file, so you can simply re-attach it.

Q: Can I still apply to postings in-person?
We would like all candidates to apply through our online
system. However, if you are not comfortable with the
system, please contact our HR Assistant, and we can
schedule an appointment to go through the process with
you, and submit an application together through our
online system. We are here to help!

Q: If there are two of the same positions posted with
varying hours or details, do I have to apply to both of
them?
Yes – please apply to all postings/competitions you are
interested in.

Q: Doesn’t HR have my resume already on file, from a
previous competition?
Although we still have all our previous files, you will be
required to apply for each posting you are interested in,
and submit a resume for the specific competition.

Q: What format can I submit my documents in?
PDF, .doc and .docx are accepted. You can also copy and
paste or type the information into the text-box provided.

Q: Do I need to attach transcripts or copies of
certifications to my application, if HR has them already
from a previous competition?
If specific education or certifications are a requirement of
the position you are applying to, please attach a scanned
copy of your transcripts – for application purposes. It
does not have to be an official copy. If you will not be
able to access these prior to the closing date, please
apply anyway.

Q: What time do postings close?
All postings close at midnight of the closing date, so you
will be able to apply until 11:59 p.m. After that time, the
posting will be removed from our website and you will no
longer be able to access the posting. If you need to
submit a late application due to extenuating
circumstances, please contact our HR department.

Q: Can I access the classification/full job description for
the posting I am interested in?
Yes – As a MoveUP employee, you are welcome to
access a copy of the classification for any MoveUP
position. Please ask an HR Advisor or Assistant and we
will happily provide it.

Q: Can I apply to multiple positions?
Yes – once an application profile has been created, there
is no limit to the number of positions an individual can
apply to. However, keep in mind that each position is
viewed and assessed independently, so be sure that your
resume includes the relevant information for that specific
position/posting.

Q: How will I know about new postings that are
available?
HR will continue to post positions on our internal notice
boards, and our website is available 24/7.
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How can I better design my Application to increase the
chances of being shortlisted for a position?
While each position is different, here are some basic tips
which make it easier for us to understand how your skills,
experience and education match those required for the
position:

Q: Can I use different resumes, cover letters, etc. for
different positions?
Yes – you will attach a resume and cover letter for each
posting applied to.
Q: I have a new phone number/email/address, how do I
update my profile?
“Login” using your User Name and Password, and click on
“Account Settings” to update and edit your profile.

Target your Resume and Cover Letter
Make note of the specific requirements requested for
each specific posting, including education, experience, as
well as the key responsibilities, and the knowledge, skills
and abilities listed. If you do have these skills and
qualifications, and have done similar work please indicate
this clearly in your resume and cover letter, so that we
can accurately assess your skills and qualifications.

Q: If I have already applied to a position but need to
update my application, can I do so?
No – once an application is submitted for a specific
posting, you cannot re-apply, or make changes such as
adding attachments/documents. Any changes to your
profile will only take affect moving forward. However,
feel free to call or email HR if you need to share any
relevant new information about your application.

Include important details to enhance clarity
We want to understand your employment history as
clearly as possible – it is helpful if you provide details
such as:
•
•
•

•
•
•

Q: How will this new system impact confidentiality?
Our standards for confidentiality will not only be
maintained, but enhanced – HR will assign the
appropriate internal users to competitions. Internal users
are not able to view any competitions or applications
other than those directly relevant to them. This system
will also decrease the emailing and transmitting of paper
files back and forth, to maximize confidentiality.

Months and years that positions were held (i.e.
Sept 2009 – May 2011) instead of just years.
Specific titles of the positions held, as well as the
company names and location.
What your main responsibilities were in each
position, specifically those that related to the
position you are applying to. It is good to include
these details under the specific positions, in a
standard chronological resume format.
Details about if the work was full-time, parttime, casual, contract, etc.
Related volunteer work or extracurricular
activities that you feel comfortable including.
All positions held within recent years of
employment, to eliminate gaps or confusion
about your work history.

Q. Can I still access my historical applications in the old
system?
Yes you can. You just have to log
into https://pa815.peopleadmin.com using your old
username and password.

We hope you find PeopleAdmin to be a user-friendly and improved system. If, at any
time, you have questions about PeopleAdmin, feel free to contact HR directly at
604.986.1911 ext. 2098 or hr@capilanou.ca.
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