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Click 'Me.'
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Click 'Current Staff Jobs.'
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Back



Enter a job title, keyword, or job

number in the Search for

opportunities field, then click the

magnifying glass.

To search all jobs, just click the

magnifying glass.
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Click a job's tile.
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Click 'More Actions' (i.e., the

ellipses).
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Select 'Refer Candidate' from the

menu that appears.
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Enter the candidate's personal email

address in the Email field.

7/12



Click 'Continue.'
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Under the 'Candidate details' section,

fill in the First Name, Last Name,

and, if available, Phone Number for

the person you want to refer.

When you are finished, click 'Next' to

continue.
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It's okay if you do not have the

candidate's resume at this time; they

can upload it with their own

application.

If the resume is readily available,

attach it to the Attachments

section.

Click 'Next' to continue.

10/12

Back Next



If desired, enter a message for the

candidate.

If you would prefer to skip this step, click

'Next' to continue.
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Click 'Submit.'

12/12

Back



Congratulations! You have successfully referred a

candidate for a job at DePaul.

If the referred candidate is hired, you may be eligible for a

bonus from the Employee Referral Program.
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https://offices.depaul.edu/human-resources/careers/Pages/employee-referral-program.aspx

