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Welcome to the Maricopa 

Community Colleges

Adjunct FacultyTutorial

2411 W. 14th Street . Tempe, Arizona   85281-6942 . Phone 480.731.8465 

Fax 480.731.8599                   

http://www.maricopa.edu/hrweb/

The Maricopa County Community College District is an EEO/AA institution

http://www.maricopa.edu/hrweb/
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Online Recruiting System Training 

for MCCCD Adjunct Faculty Applicants

This presentation will take approximately 15minutes.

Use you Enter Key to go to the next slide

To go back a slide, use your Backspace Key
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Section 1:

Getting Started

After reviewing this tutorial, you will be able 

to use the system to:

1. Complete an adjunct faculty application 

2. Apply for specific discipline(s)

3. Attach a resume/cover letter and Faculty 

course completion forms to your 

application for each discipline
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Items To Gather Before Beginning Your 

Application

• Your complete education, reference and employment information

• An electronic (such as Word) copy of any document (such as a cover letter/resume) you 
wish to attach to your application. Acceptable format is Rich Text Format (.rtf).

• Instructions to create a Rich Text Format (.rtf):    
http://www.maricopa.edu/employees/divisions/hr/files/jobs/Adjunct_Tutorial.pdf

Requirement:

A COMPLETED COPY OF THE FACULTY COURSE COMPLETION FORM IS USED IN 
LIEU OF TRANSCRIPTS.  NO SEPARATE TRANSCRIPTS WILL BE ACCEPTED.

TRANSCRIPTS FROM NON U.S. INSTITUTION MUST BE TRANSLATED/EVALUATED 
FOREIGN GRADUATES SEE  
http://www.maricopa.edu/employees/divisions/hr/files/jobs/ForeignTranscriptEvaluation.pdf

FOR FURTHER INSTRUCTIONS.   

http://www.maricopa.edu/employees/divisions/hr/files/jobs/Adjunct_Tutorial.pdf
http://www.maricopa.edu/employees/divisions/hr/files/jobs/ForeignTranscriptEvaluation.pdf
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Helpful Hints

• On-Line Adjunct Faculty Application works best on Internet 
Explorer; MAC is not recommended.  Not compatible with 
Internal Explorer 8.0

• Do not use your browser’s “Back”, “Forward” or “Refresh” 
buttons to navigate the site.  This may cause unexpected 
results, including loss of data or being logged out of the 
system.  Please use the navigational buttons within the site

• To protect the security of your data, the system will log you 
out if it detects no activity for 30 minutes.  This will cause 
ALL the data you entered during that session to be lost.  
Please save often and do not leave your computer for more 
than 30 minutes while completing your application for 
employment.
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Careers
New users click here

Existing users, if you forgot your password 

click here
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Register

This will be your new user name 

and password
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Careers Home

What all these links do

Summary of all the 

applications you have 

constructed/submitted 

and all your 

attachments
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Careers Home

If you would like to see the disciplines 

minimum qualifications, click on the 

link.
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My Career Home

To download the Faculty Course Completion Form 

template or Religious Studies Completion Form 

template, click the appropriate link.
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Course Completion Form will down load as a word document.  Complete the 

form and save on your hard drive or disk.  You will attach the completed 

document later in the process.
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Applying for a Job

Choose the job that you would 

like to apply for and click on Apply 

Now
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Resume/Cover Letter Information

We suggest that you combine your 

cover letter/resume into one 

document .  Then click to continue

Important:   See instructions later in 

this tutorial for attaching document
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Attaching A Resume/Cover Letter

Click here to select your document 

file for your resume/cover letter 

attachment .   Click twice on the 

document

Upload your resume/cover 

letter.   Once you have loaded 

your resume/cover letter 

attachment click upload
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My Profile

If you do not currently have an email 

address, you may obtain one from 

companies such as www.yahoo.com, 

www.gmail.com, or www.msn.com to 

create one.  Please make sure to write 

down your user name and password.

Please, it is your responsibility to keep your email current.  Interviews 

are scheduled primarily via phone calls and sometimes confirmed via 

email. 

http://www.yahoo.com/
http://www.gmail.com/
http://www.msn.com/
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My Profile

Required to track applicants.  HR Website is secure.  

Search committees and others will not see Social 

Security Number.  Enter your Social Security Number 

without the dashes.

After entering all of your information , 

click on Save and Continue
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Application

If you click Close 

Application without 

saving, you will lose 

your information

Click here to add your work experience
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Work Experience

Add your work history in 

reverse chronological order, 

starting with your most 

current employer

Click here to add another 

employer

This button will save your work and then 

return you to this page until you have 

completed all the sections on this page.  

Remember to also save at each page.
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Education History

Click on Highest 

Education level to 

select your degree of 

education

Click here to add your 

college information
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Education History

2. Type in your 

College/University, Major, 

1. Click here to find the State 

your college/university.

4. Click here to add another 

school and degree

5. Click here to save return 

to the main application

3. Click here to find the 

Degree.
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Training/Computer/Teaching Experience

Click here to input your 

Training

Click here to input your Computer 

and Teaching Experience
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Training

Click here to add another 

Training Course Title
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Computer/Teaching Experience

Enter Software, Hardware and Courses 

Taught

To add more information  for each area, click on 

the 
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Licenses and Certificates

Click here to input Licenses and 

Certificates
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License or Certificates

Use pull down menu for listed 

Licenses or Certificates.  If one 

is not listed type it in Other 

License.

Click here to add another 

License or Certificate
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References

Click here to input references
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References

We recommend 

professional references

Click here to add 

another professional 

reference

Click here to return 

to the main 

application
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General Information

Click here to attach the Faculty 

Course Completion Form and/or 

Religious Studies Form
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MCCCD General Information

Continued
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Part IV Criminal Background
Please give details including charges, dates and location.
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MCCCD General Information

Continued
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Adjunct Location
Please indicate which location you would like to teach.
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Attachments
As you can see, your resume/vitae was attached at the beginning of the process.  

Now you need to attach a Faculty Course Completion Form (CCF) or Religious 

Studies Form (RSF) click on Add Attachment.

Click here to review your resume/cover 

letter
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Attachments

Faculty Only

3. Click on Browse to find the form 

saved on your computer or disk.

2.  Click on the “Upload Attachment” 

link.

4. Click on “Upload”

5. Save & Return

1.  Pull down menu for Course 

Completion Form or Religious 

Studies Completion Form, then click 

on the “Upload Attachment” link.
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Referral Information

1.  Please tell us where you 

originally heard about the job.

3.  Close Application after you 

save if you want to review your 

application before submitting it.

2.  Click here to Save your 

application before submitting it.

4.  Click here to submit your application.  

Once you submit, you cannot edit/change 

your application.  Human Resources will not 

accept any new materials even if submitted 

before the closing.
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Do you want to submit?

It is important to review your 

application.  Once you have 

submitted your application, you 

cannot make additions, 

corrections, or add new 

materials to your application 

nor will Maricopa Community 

Colleges accept any new 

materials even if your 

application is received before 

closing date.
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Submit Online Application

Please complete this 

section.  This 

information is very 

important for 

statistical 

information.  It is not

use for hiring 

decisions.

Please read and click 

to agree.

Click Here 

to submit 

application
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Careers Home
This is what you’ll see after you have successfully submitted an application

You can change your 

Profile Information at 

any time

You can view the 

applications and 

attachments you 

submitted

This will confirm you 

successfully 

submitted your 

application.  You will 

also receive an email 

confirmation.
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My Career Tools

This is what you applied for.

You can view your resume/cover 

letter and course completion form 

here

This indicates you have attached 

two documents to the designated 

application.
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Careers Home

When you wish to apply for another 

position, simply click the box and “Apply 

Now” and you will be taken to the last 

application you completed.
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Apply for New Positions

• Each time you apply for a new position, 

the system will return you to your last 

completed application to allow you to 

make any changes for the new application.  

If you do not have any changes, simply 

click “Save and Next” until you reach the 

end of the application.


