How to Setup a Profile and
Apply for a Positions in the
Scotland County School System

Scotland County School System has launched a new
employment application system.

The new North Carolina School Jobs powered by

People Admin (TeacherMatch), provides an innovative
way to streamline the hiring process. Applicants will

. experience an enhanced, user friendly system when
! applying for positions.

PeopleAdmin support 1-855-980-0511(7:00am — 8:00pm EST)
or email applicants@teachermatch.org



Presenter
Presentation Notes
This template can be used as a starter file for presenting training materials in a group setting.

Sections
Right-click on a slide to add sections. Sections can help to organize your slides or facilitate collaboration between multiple authors.

Notes
Use the Notes section for delivery notes or to provide additional details for the audience. View these notes in Presentation View during your presentation. 
Keep in mind the font size (important for accessibility, visibility, videotaping, and online production)

Coordinated colors 
Pay particular attention to the graphs, charts, and text boxes. 
Consider that attendees will print in black and white or grayscale. Run a test print to make sure your colors work when printed in pure black and white and grayscale.

Graphics, tables, and graphs
Keep it simple: If possible, use consistent, non-distracting styles and colors.
Label all graphs and tables.
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B
Before you get started you will need the

following:

* A personal email address — do not use a work email.

* References —a minimum of three (3). Will need their name, title,
contact information - One reference must be current or most recent
supervisor.

» List of work experience with company name and dates of employment.

Some positions may also require
* Transcripts (unofficial are acceptable)



Presenter
Presentation Notes
This is another option for an Overview slides using transitions.



**Visit Scotland County School Systems website,
www.Scotland.k12.nc.us, and access the
Employment section, located on the banner near the
top of the screen. (coogte chrome is the recommended internet browser)
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Presenter
Presentation Notes
Give a brief overview of the presentation. Describe the major focus of the presentation and why it is important.
Introduce each of the major topics.
To provide a road map for the audience, you can repeat this Overview slide throughout the presentation, highlighting the particular topic you will discuss next.
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Presenter
Presentation Notes
This is another option for an Overview slides using transitions.
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+* Current Users - simply enter your email address, password, and click on login.
(Once logged in, Skip to page 12 of this handout if you need help setting up your profile - Skip to
page 21 of this handout if you need help applying for positions)

+* First Time Users - click on the green Sign up button.

\

ﬁn NE e Joke \
ﬂr‘ —

For anopfimal experience, plegse use Chuome,

o o Frelox, or Sofari. Some images and ftem: may
I ordzrio confinus with fne dfelication
ot dispiay prapey using infemst Eiploner
process. please logn below

PLEASE NOTE

Do NOT use a work email
address. Use your personal email.

By bopga info thissite, you ogres fo TeacherMalch's Terms of Lse



Presenter
Presentation Notes
This is another option for an Overview slide.



First Time Users: How to Sign Up

** Enter first and last name. | el
~ . . Sign up Arency FeavErens Loar
*%* Enter email address which
is required.
+* Select a password. =
%+ Click on box next to

“I'm not a robot”

¢ Then click Sign Up. —

PLEASE NOTE

The name you enter here

MUST match your legal name -8 00000

as it appears on your Social
Security Card.



Presenter
Presentation Notes
What will the audience be able to do after this training is complete? Briefly describe each objective how the audience will benefit from this presentation.


First Time Users: How to Sign Up

s After you click on Sign Up you will see the
following message:

You have been successfully registered with TeacharMatch.
We have sent you an email with login details and an authenticafion link.
Flease chack your email to quthenticate.
If you did not receive the authentication email, pleose check your spam box

or please send an email fo us at

s*Check inbox for email with login and
authentication link. (It may be up to 10
minutes before you receive this email)



Presenter
Presentation Notes
Add slides to each topic section as necessary, including slides with tables, graphs, and images. 
See next section for sample table, graph, image, and video layouts. 


First Time Users: How to Sign

**Click on link in email to verify your email
address.

To: SuoMmIimorris | textshtml

From: noreply@teachermatch.net

Meszage |d: 1484482387-100056231 184-suomimarris ——
Subject: Welcome to NC School Jobs powered by PeapleAdmin, please confirm your account

Recelved: Tue Jan 17 2017 14:46:27 GMT-0500 (Eastern Standard Time)

Dear Suomi Morris:

Welcome! You have now com registration process for NC Schoal Jobs powered YT dmin.
Click here to verlfy your all: hitps://necloud.teachermatch.org:443 verlly do2key=436423& id=1298

Your Login Emailis: sucmimorris@mailinator, SOt

Your password is the one you chose during the sign vp procsss. If you forget vour password, simply click the "Forgot
Passworde” ink on the Login Page. If you want fo change your password, click on the Settings link under your name in
the upper right of yvour screen after vou login.

Welcomel

Client Senvces Team

You are receiving this emall from an automoted system. Pisase do not reply to fhis ermnail. If you need assistance, please emal us af
clientaricec@tsachermateh net or call (355) SRC-0511.

**You will be directed back to the login screen.
Simply enter your email address, password,
and click on login.


Presenter
Presentation Notes
Add slides to each topic section as necessary, including slides with tables, graphs, and images. 
See next section for sample table, graph, image, and video layouts. 


| FIRST TIME USERS:

e

___.__.__'_“-__ﬁ

OW TO SIGN UP

\

@ Set Preferences

Plense select your preferences for all of the types of places where you are interssted and wiling to work Seiect all that apply:

[Bosed on the preferences selectad by you, Teacheiviaich configures the Jobs of hierest secfion for you on your Cashboord. Don't wemy, you con always change thenr later)

Geography * @) Trpe* @
) @ Pubiic
|| Lorge urban
. [ Private
|##| Urkan

[E Charter

@ Suburban
(¥ Rural

¥ R=mote

Keywords @I
Please enter up to five keywords/phioses

Peass enter up fo Skeywords/phroses that describe yourjch inferess, separafed by

commas.

Resume @

| Choose File | Mo file chosen

Recent resume on file: None
Profile Sharing *
@ | ogres to allow my profie fo be viewed by cther distict adminisiraton bosed

onmy et job preferarces.

) Ido nof wani my profile fo be viewed by other distict admirisfrator:.

th Caroline, Fyou have interest in specific

Regions * @
Clicking blue links will exoand and coniract Fegions. Use the chackboxes fo ssisct

your Regicn is) of Prefersnce.

[E) A8 Uk Regiors
[E Mmid west

[E Newheast

[ South

[E L Terriories

[E] West

+* Select your preferences.

(Select all that apply).
Geography: Choose all
Type: Choose at least PUBLIC
Regions: Choose at least SOUTH

% Upload your resume

(if applicable for position applying for).
** Click if you would like to
allow your profile to be
viewed by other district
administrators based on your
preferences. (by not selecting agree, you

may limit the ability of your application being
seen by potential employers)

** Click green Save Preferences
i il e button.
Red * means required



Presenter
Presentation Notes
Keep it brief. Make your text as brief as possible to maintain a larger font size.



PeopleAdmin support 1-855-980-0511(7:00am — 8:00pm EST)
or email applicants@teachermatch.org



Presenter
Presentation Notes
This template can be used as a starter file for presenting training materials in a group setting.

Sections
Right-click on a slide to add sections. Sections can help to organize your slides or facilitate collaboration between multiple authors.

Notes
Use the Notes section for delivery notes or to provide additional details for the audience. View these notes in Presentation View during your presentation. 
Keep in mind the font size (important for accessibility, visibility, videotaping, and online production)

Coordinated colors 
Pay particular attention to the graphs, charts, and text boxes. 
Consider that attendees will print in black and white or grayscale. Run a test print to make sure your colors work when printed in pure black and white and grayscale.

Graphics, tables, and graphs
Keep it simple: If possible, use consistent, non-distracting styles and colors.
Label all graphs and tables.
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The profile setup is
organized by sections, seen
across the top of screen:

e Personal

e Academics

¥ Dazhboard & Positolio B Job: Cpps B Job Preferences B Power Profie

Personal Academics Credentials Experiences Affidavit

e (Credentials o _

* Experiences
o Affidavit e 3 ([

% Complete application F
. . @ Maois
requirements, which are B e
indicated by a red asterisk *. E
_ _’;:{—:@a i ot fic
% Be sure to save section e oD
before moving to the next. - e
The name you enter here e 2

MUST match your legal name \
as it appears on your Social
Security Card.




+* Add information to each
section by clicking the
+Add on the right hand
side of each section.
(Enter at least high school)

Profile Setup — Academic Screen

Jucmi Moms

ﬂ; NC &zhaal Jabs
b

il

B Dashboard @ Poiclic  WJobOpps B JobPreferences [ Power Profile
% Enter your information by
typing and then selecting
best fit from the list, if
Persanal Academics Credentials Experiences Affidavit
presented. If you do not
Acodemics .
9 see what you are looking

for try “Other”.

school/Degt & Dafes Aftended v Degree & o Field o shudy Toscipts Ao

%* Once you have completed
typing click on the blue
Save Section button. Then
click on the +Add again to
add additional
information. Be sure to
save each section before
moving to the next.

Nerecord found;

Oegeer ko Degree Zohoolf Dept Iy BChiod| & Mot LSied Fisld of Study® Iy Fiaid iz Mot Listed

fher General Suiss

i3

High izhoal Dip

| Chopse File | Nofile cnosen
Clemr

2004

¢ When finished on a page,
click on the green Save &
Continue button.

)



Presenter
Presentation Notes
Add a case study or class simulation to encourage discussion and apply lessons. 


\/
0‘0

Profile Setup — Credential Screen

ﬂ; WC Schood ot
ar

Add information to each

section by clicking the +Add on ) @) @ P @
the right hand side of each 9 M‘“;‘I” pestemes S ERE Sk
section.

Enter your information by
typing and then selecting best
fit from the list. ) o v
= |fyou DO NOT hold a e
teachers license, you will
click add, then under Certification/Licensure
Certification/Licensure
Status, select Don’t Have
Any Certifications.

Once you have completed
typing click on the blue Save
Section button. Then click on
the +Add again to add
additional information. Be sure
to save each section before
moving to the next.



Presenter
Presentation Notes
Discuss outcomes of the case study or class simulation.
Cover best practices. 


Profile Setup — Credential Screen

% Add information to each
' section by clicking the +Add on
the right hand side of each @ v v @ v

Persanal Academics Creden tials Expeniences attidavit

section. o
Credenfials

%* Once you have completed
| typing click on the blue Save
Section button. Then click on
the +Add again to add
additional information. Be sure
to save each section before
moving to the next.

% When finished on a page, click
' on the green Save & Continue
button.

PLEASE NOTE

You MUST enter at least three

(3) references and one (1)
MUST be a current supervisor
or your most recent supervisor.



Presenter
Presentation Notes
Discuss outcomes of the case study or class simulation.
Cover best practices. 


If applicable for the position
you are applying — You will
need to upload your resume
here.

= Profile Setup — Experience Screen

Add information to other
sections by clicking the +Add
on the right hand side of each
Affdavit section.

B Dashboord I Porifolic B Job Opps B Job Preferences B Powver Profile

Personal Academics Credentials

o Experiences

After you ugioad yourreume. it

% Enter your information by
typing and then selecting best
fit from the list, if presented. If
you do not see what you are
looking for try “Other”.

5 critical to populate ol opplicable Emplayment, ingg@®ment and Honors information betow.

Resume

\ G % Once you have completed
[CiomeFik | o e cnasen typing click on the blue Save

Section button. Then click on
the +Add again to add
additional information. Be sure
to save each section before
moving to the next.

Recent resuma an fis: Nons

Employment History

< When finished on a page, click
on the green Save & Continue
button.

PLEASE NOTE

When entering employment history.

o recerd founa

Invalvement/Volunteer Work

Start with your most current position
and enter in chronological order.



Presenter
Presentation Notes
Summarize presentation content by restating the important points from the lessons.
What do you want the audience to remember when they leave your presentation?

Save your presentation to a video for easy distribution (To create a video, click the File tab, and then click Share.  Under File Types, click Create a Video.)


Profile Setup — Affidavit Screen

-ﬂn HC Schaal Jabs
ﬁ;"' ol 1t rophohirin

| Dashboard Portfolio B Job Preferences WMl Power Profile

0:0 Re a d Te rms an d Pereatd Wi Credentials TIRE Affidavit

Conditions of Use.

TeacherMatch.com Candidate Portal
TERMS AND CONDITIONS OF USE

PLEASE PEADITHESE TERIME AND CONDIICONS OF LIE CAREFULLY BEFORE LSING the Teocherfiatch.com Candidale Porfal [ris “Portal). Youhave been osked to occessthe &

‘ .
¢ Click on the
* |
f- Porial oy o potential emplover in connection Wi the patentia emoloyer's decizion of whether fo Aire you. Your use of this Porral & expressy cond
C O n I r l I l u tto n . ocoeptance of ine ferms and condifions ihat foilow, By using nis Bortal, you signify your agreement ta th

fhese fermu ond condifions. o0 nof use This Portal. This Porfol i not directed toand s not open for use by anyone younger man e legal age fo won i the sioe or

ioned of your

herms ond cendfions, if you do not Tigrea wilh amy oo of

province in which emgoloyment i soLgnt. Furner, ony petson wno provioss persanal information through this Poriol represents 1o eiiner (o] oeing eignteen (18] yeors of oge

oroider. o (o] if under eighteen (18| yeors of age, naving infarmed your iegal guardion of the content of tis Afiigavit ond naving cbtained nis or ner consent 1o fnese

RS and canaifions..

*Th lick h
«* Then click on the
L Naone of fe content or data found on this Portad may be reprodused, reputisned, disrbuted, sold, ronsfemed, or modified without the express witten pemmission of
b u tt O n . YO u W I I I TEACHERMATCH. In oddificn, the frademarts, logos and :anice marks dzplayed on this Poral [collectively, the Trodemaris’] ore the regiitersd ond common faw

fragemark: of TEACHERMATCH and various third porfies. Nofming contained on this Portal should e constued as granting, by implication. estoppel, of ofhenwite, any

NOW b e d | re Ct e d cense arfigntfo use ony af e Trademaris uihout e writen e

2. AGE AND RESFOMSIBILITY.. You reprasent thot you are af leqir the legal oge towok nihe stdte or p"G‘.:I'CE ewhech you seek empioyment. You ocincwiedge that.

back to your e

@c' hanve read the offidavit of inregrity ond agres to ubicenf'ﬂ;)
dashboard.

CopyTight © 2012 - 2018 TEACHERMATCH, LG

ALL RIGHTE

1. OWMERSHIP.. This Portal, and each of i components, i the copyrignied property of TEACHERMATCH, LLC, o Deimwore imited liooiity company [ TEACHERMATCH

izsion of TEACHERNATCH or such other parfy that may own tha Trademars

forany fiabifty you may incur as a resutt of the use of this Portol; and {ol you understand that you ore




. | Congratulations!
Yeur profile is complete.

+* Click on Job Opps
to get started on
your job search.

From your dashboard you will also
be able to see at a glance the jobs
you have completed an application
for as well as any incomplete
applications.




f

~ Applying for a Position

PeopleAdmin support 1-855-980-0511(7:00am — 8:00pm EST)
or email applicants@teachermatch.org



Presenter
Presentation Notes
This template can be used as a starter file for presenting training materials in a group setting.

Sections
Right-click on a slide to add sections. Sections can help to organize your slides or facilitate collaboration between multiple authors.

Notes
Use the Notes section for delivery notes or to provide additional details for the audience. View these notes in Presentation View during your presentation. 
Keep in mind the font size (important for accessibility, visibility, videotaping, and online production)

Coordinated colors 
Pay particular attention to the graphs, charts, and text boxes. 
Consider that attendees will print in black and white or grayscale. Run a test print to make sure your colors work when printed in pure black and white and grayscale.

Graphics, tables, and graphs
Keep it simple: If possible, use consistent, non-distracting styles and colors.
Label all graphs and tables.
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¢ Type in Scotland s
County School System A
under District and click

on the green Search ’
button to narrow your :
search. e

+* Review the list of
available positions and e 4 Ackes ooy
identify the position(s) W s
to which you would s @
like to apply. Wt Chuns:

!H.
IFlE Qe fuppod Ioifiand High Schao Lonsenbug, Worth Coming, - Ukl Bled f

¢ Click the Apply icon (4
to begin the asomn o
application process — o



**The next screen you see will be the job posting.
~ Click on one of the green Apply buttons to enter
the application.

TOraT
T Y

:: 24
q&ﬁ

. v

S i

*

Faryettasila ond Finshurst

O dssinichwall inchoces o fodal of 12 schooks | high schood, 2 middle schoos, ©elemeniony schook. | alemofve schaol arnd | ey colege high schoal

SC5 B im0 perma IcGhon, af you Ong wiiin 1 houn Siing delance of Bolesch/Daharn. Chovlolie omd Myl Baoch, SO Addllionolly, Scollaond Counly & wifhin on hows ol

lak Tithe ]@ Fancal

Physcal Edwcoton (Grodes £:17) Teit

District Name e/ Deportment Hame

Seodiand Coundy Schook Scotland High School

Porhed an

Sop 13 2004, TE0) AMEST

Expkoticn Dole

it Riad

Iob Deicripion

vokeybol Cooch- TESTING

Job Guolficalion




** Once you click on apply, you will see the following screen.

** The cover letter is optional. If you choose to type in your cover letter
make sure you check the appropriate circle.

%, Then click green continue.

Cove \etter




This is required information for all
Scotland County School System
applicants.

X/

**  You MUST submit your social

security number.
(If you are licensed it will potentially auto-
populate licensure information, education, and
other key information)

+* Confirm all information and
complete all information with a
red asterisk *.

** Then click the green Save &
Continue button. \
PLEASE NOTE

The name you enter here

MUST match your legal name
as it appears on your Social

Security Card.

Required Application items for Randalph County School System

Al gpplicants ars regured fo provide the foliowing inlomation. f you have dready providad this nformation previously and there is ne change ondfor updaiss, pleose feelfres

to continue by clicking on "Save ond Continue’ button below . However if this informofion hos changed. then pleose updote the relevant details balow and then click on "Save

and Condinus".
Persenal Information®

Salutction @ First Nams* Middle Namre Last Name*

Mrs. T Suomi Maorris

Submit SSN ©

Last 4ot 538 ()
4789 o A Sociol Secunty numbsar is optional but requesisd for the folowing recsons: verification of employment eligicility.
integraficn with existing systems {ie.. Licensure, Payrol), dstingushing between individuals with the same name. and
conducting investigations of personal and employment history. and other tasks requred fo complete the staffing
process.

NOTE: When applying for o new job, if your opplication aready has the 354 present, you must click Subrrif 35H fo

locd your NC Licensure dota on fne new applicafion.
Address*
Address Line 1*
123 Any Street

Address Ln=2

Counfry*
United §tates v
Iip Code’ Itats* Coy*
Mearth Caroling v ASHEBCRO b

Phone Numbel
’h-:r.e'@

334 555

Expected Salary $

30000

Close


Presenter
Presentation Notes
Use a section header for each of the topics, so there is a clear transition to the audience. 



Mandatory Declarations

The District requirss off the applicanis o answer the following ¢

ion:. f you hove akeady answersd them previously and thers i no change and/for updotes

the previ response. plecss fee o confinue o the Mex fo these

e information hos changed from the lost time you responds

guestions, then plsase vpdaie cordingly.

» Gwestion T of 11
Note: Pizaze select WA T you are o male younger than 18 or sider than 25, or o famoe
if you are o maiewho s 18 through 25 yedors of age. ore you registered with Seiecrive service (Draft)

N

@ Nia

if o, explain.

Guestion 2 of 11

Are yourg Us Cifizen or an cien with work aut
@ ves

No
- Guesfion 3 of 11
Canyou perform af the essential job functior

1 or withowr recsonaiole accommoaction?

| of e position|s} for @

nich you are oppdying, w
Tes

“* Answer all of the Lol
Does your name oppear on any Sex Offencer Dotabass 0 ar

Tez

Mandatory =
Declaration questions, T o syt s s
if you select yes, an

explanation is

required. 4

Guesfion & of 11
Do any of your res

te orcountry?

No

. explain, ong-provide dares.

VES WOrk in fhe NC Publc Schoos Systems

Tes

N

¢ Then click on the oo
green continue
button.

Gwesfion 7 of 11
WC Stote iow provides applicants the right not fo discicse any arest, charge or coni

fon that har besn expunged.




+* Review the Certification
& Release of Liability
Affidavit.

+* Click on the box to
confirm.

¢ Click the green continue
button.

Suami Mo v

H-'IE NC ichianl Jabs
ﬂr" S
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Affidavit
Applicant's Certification & Release of Liability

I, the appicant/employes, by suomison of this onime apodcation cerfify that | nereby expressy autnarize the Board of Education, it ogents, and it empioyess to make dny
investigation of my perional or emplayrment history, expresty inciliding, but o fimited 1o, federal andyor stote cimingl, iaw enforcement, or troffic records, which may inclige
canfirmation oy fingerprint identification. | furiner authorze any former empiayer, peron, frm, corparation, credit agency, odminisration Dody, of govemmenital ogency fo give
the Board of Education, o s agents, or s employees any informotion they may have regarding me. In consigeration of tne review of my empioyment coplication by tne oo
of Edueation, its memipers, officers; ogents, or its employess, | hereby relecse the Soard of Bdwcation to which this opplicofion & submited ond ony and oll providers of
infarmation to whon this releade i sent, fom any Sabifty os o resut of fumisning or recefving this information, f employed, | further outhanize this card of Education o it ogere
12 provice infommation about my employrent in i schoot sistem fo fulune efviployers or prospective employer. | outhorze persons 1 whom on exoct copy of this relense i
presented o rely on fne copy as if it were o signed crigingl. | hove read the infomation contained in the appication carefuly and certy that the infarmation | kave given &
corect and complete. | understand that # | am emploved, fase shofements dn this copdcation @all be consigered sufficient cause for dismissal, | alss understand that the
appication, references, and offer employment-releted infomarion become property of te losdl schoot system and ore ciosified as confidental information. | understand tart
the employment appicaion has been deveioped, teviswed and approved by he human resource staff for the indiicual sehedl disticts. Both the websie and the application



After applying for a

position you will be -
directed back to this A
screen. r"crd hoal Systern B o
Al

From here you can
apply for additional
positions simply by P ——
repeating the - ——
previous six (6)
steps.
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Thank you for applying with the
Scotland County School System.

If you still have questions on how to set up a profile or
apply for a position call PeopleAdmin support
1-855-980-0511 (7:00am — 8:00pm EST)

or email applicants@teachermatch.org



Presenter
Presentation Notes
Is your presentation as crisp as possible? Consider moving extra content to the appendix.
Use appendix slides to store content that you might want to refer to during the Question slide or that may be useful for attendees to investigate deeper in the future.
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