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Search and Apply for Jobs 
The Careers website for internal candidates is accessed at the following link: https://careers.wrha.mb.ca/. 

Contents 

• Search for a Job 

• Apply for a Job 

• Save Searches, Jobs, and Applications/Set Up Alerts 

Search for a Job 

1. Click the Careers tile on your SuccessFactors Home page. 

Note: The Careers tile displays the current number of open jobs. You can also access open jobs by clicking the Home menu and selecting Careers from the 
drop-down.  

 

https://careers.wrha.mb.ca/
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In the Career Opportunities page, 

2. Search for job postings by typing keywords in the Keywords field. Filter results further by selecting additional search criteria below. 

3. Click . 

 

Note: As you enter search criteria, the number of available jobs that 
match your search is displayed below the search fields. 
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Your search results appear on the right. 

4. Click: 

• A job title to see details about the posting; or 

•  next to Select Action to choose an option. 
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Note: You can save these search results by clicking Save this search at the bottom-left of the screen. 
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Apply for a Job 

1. Click  then Apply next to Select Action from your job search results or click Apply from the Job Listing page. 
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You are prompted to upload your resume. 
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2. Click: 

•  to locate your resume, then click . 

•  to close the window and begin your applicant profile. You can still upload your resume at any time. 
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Your My Candidate Profile page opens, with some of your information populated from SAP. 

 

See the Maintain Your Candidate Profile How-To for more information about completing and maintaining your Candidate Profile. 

3. Review all auto-populated fields to make sure the information is correct. 

4. Enter the remaining required information: 

• Preferred Contact Method: Click  to select an option. 

http://wrha.mb.ca/professionals/sap-training/SF/InternalProfile.pdf
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• Are you currently or have previously been a volunteer within the WRHA, Shared Health, or a funded site?: Click  to select Yes or No. 
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5. Click  at the bottom-right of the screen. 

The Apply page for the selected position appears. 

6. Complete all mandatory fields (fields marked with a red asterisk *): 

• How did you hear about this job?: Click  to select an option. 

• Acknowledgement: Click . 

Note: The questions asked under the Invitation to Voluntarily Self-Identify heading are related to diversity and completion is voluntary. 

7. Click  at the bottom-right of the screen to save your profile information. 

8. Click  at the bottom-right of the screen to submit your application. 
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The Thank You page opens and your application is sent for review. An email is also sent to your work email address. 

9. Click: 

• the Return to Job search page button to return to your last job search; or 

• the Return to Jobs applied button to see a list of all the jobs you’ve applied for. 
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Save Searches, Jobs, and Applications/Set Up Alerts 

The Career Opportunities page also allows you to maintain your Candidate Profile, save job and job searches, and save and open applications. 

 

Job Applications 

The Job Application page lists all applications you’ve submitted to job postings. 

1. Click Job Applications on the menu. 

The Job Applications > Jobs Applied page appears and shows all your submitted applications. 

 

2. Click a job title to view the job posting. 

3. Click  next to Select, then click an option from the drop-down menu. 

4. View the  requisition ID in the Req ID column  and the date you applied for a position in the Date Applied column. 
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You can also view the status of your application(s) in the Status column, the date of the status in the Status Date column, and other details about the job(s). 

 

Saved Jobs 

The Saved Jobs page lists all jobs you’ve saved. 

1. Click Saved Jobs on the menu. 

The My Saved Jobs > Saved Jobs page appears, and displays a list of jobs you’ve saved. 
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2. Click a job title to view thejob posting. 

3. Click  next to Select, then click an option from the drop-down menu. 

 

Saved Searches/Alerts 

The Job Alerts page lists all job alerts you’ve set up and all saved searches. 

1. Click Saved Searches/Alerts on the menu. 

The Job Alerts page appears. 

2. Click a saved search in the Name column to view thejob posting. 
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3. Click  next to Select, then click an option from the drop-down menu. 

 

Create a New Job Alert 

1. Click . 
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The Create New Job Alert window appears. 

2. Enter the name of the search you want to receive alerts for in the Name of Saved Search/Alert field. 

3. Click  to select how often you’d like to receive email alerts in the Email me field. 

4. Enter additional criteria in the fields below, if you’d like. 

5. Click . 
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Your saved job alert appears in the Job Alerts list, and you’ll begin receiving alerts as you indicated. 



SuccessFactors How-To 

2022-04-28  19 

Saved Applications 

The Saved Applications page lists all applications you’ve been working on and have saved, but haven’t submitted yet. 

1. Click Saved Applications on the menu. 

The Saved Applications page appears. 

 

2. Click a saved application in the Job Title column to view thejob posting. 

3. Click  next to Select, then click an option from the drop-down menu. 

 

Note: All applications listed here are incomplete. You must complete them and click Apply to submit them to job postings. 

 


