Please follow these directions to apply
internally for any open posted positions in
Lawson Career Management.

**You must be on a district computer to apply as an internal
employee**

**Substitutes, Afterschool, Adjunct, and Hourly employees MUST
apply through the external website as an external candidate.

You can also access Lawson Career Management from the district
website www.greenville.k12.sc.us by clicking employment

opportunities then how to apply.



http://www.greenville.k12.sc.us/

To use Lawson Career Management go to
http://portal.greenville.k12.sc.us and select Lawson Career
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Listed below are links to a list of all applications available on the Di

& Timelink Edit/Approve Timecards
Timelink EditfApprove Timecards

J Timelink Employee Self Service

Timelink Employee Self Service

@ Lawson Live/Production

LAWSON Production / Employee Self Service

= GCS Document Self Service

GCS Document Self Service

. @ Lawson Career Management

Search and apply for open positions

If you encounter the error below:

== An add-on for this website failed to run.

You need to add http://Itm.greenville.k12.sc.us to you trusted sites by selection Internet options from

the Tools menu or Icon in Internet Explorer:


http://portal.greenville.k12.sc.us/
http://ltm.greenville.k12.sc.us/

Print

File

Foorn (100%5)
Safety

¥ ¥ v T

View downloads Ctrl+)
Manage add-ons
Fl12 developer tools

Go to pinned sites

Internet options

About Internet Explorer

There click on the Security tab and click Trusted sites icon.
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W/ /
General | Seckfity | Privacy I Content I Cam;écﬁm‘ts I Programs I Advanced |

Select a zone to view or change security gettings.

@ & J O

Internet Local intranet  Trusted sites Restricted
sites

Internet

- —
0 This zane is for Internet websites, 15 £ 5B
except those listed in trusted and

restricted zones.

Security level for this zone

Custom

Custom setiings.
- To change the settings, dick Custom level.
- To use the recommended settings, dick Default level.

Enable Protected Mode {requires restarting Internet Explorer)
[ Custom level... ] [ Default level ]

[ Reset all zones to default level ]

[ oc ][ cancel ][ ey




Tglea sites A —— oSS

¥ou can add and remove websites from this zone. All websites in
> this zone will use the zone's security settings,

Add this website to the zone:

http://lEm.greenville.k12.5c.u5 ! Add |

Websites:
http:/f000dbi0 1. greenville k12,500 : kmwe

http: //000dIbi0 2. greenville k12.5c.us
| http: /f000dimk0 1. greenville k12.sc.us
http:/f10.172.0.7

Las 0 Mo —— —_ OH_ loay ..

| »

-

["| Require server verification (https:) for al\sites in this zone

| Resetal zone) to defaultlevel |
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Enter http://Itm.greenville.k12.sc.us into the Add this website to the zone box and click the Add button.
Click the ‘Close’ button then click OK.



http://ltm.greenville.k12.sc.us/

Go back to the employee portal and try to enter Lawson Career Management again

To login to Lawson Career Management you will need to use your Greenville County Schools Login Name
and the last five digits of your Social Security Number as your Password.

I_n__fpr R__i:oh Client

Login Mame: Password:
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Click on the Employee Tab

Calendar




Employee

My Profile My Reviews Manage Goals

=

Catalog Opportunities Take Notes

Click on Opportunities



Click on the link for the position to which you want to apply.

LAWSSN Itmt

Job O

Search .\\ My lob Cart | My Applications

Actions * Options ™ Related = 3 Available Jobs | Actions * Options ¥ ¥ Recent Jobs

Koo T
Location [ v categery .y =
i ASSISTANT PRINCIPAL/ADMIN AS.. | GCS.

Waork Type [ » i

.
Ed
o ASSISTANT PRINCIPAL/ADMIN ASSISTA..,  GCSDiSW:District Office Locations -

. Aftar school Caregiver GCSDISWA ) Whittenberg AFTER.. |
Hot Jobs

. Aide Autism GCsDiME:Graenville Aida
. School Clerk GCSDiSE:Mauldin Cleric..,
. Teach 5 ¥Year Kindergartan GCEDNSWiAUguUsta Circle Teachi..

11/09/2... Teach Grade 1-3 GCSDEW:A J Whittenberg Teachi.. No Data Avallable

Review the Job Description and click on Apply Now

ASSISTANT PRINCIPAL/ADMIN ASSISTANT POOL(Job Id 222)
Location GCSD:SW:District Office Locations  Employment Type

ategory Administrative Close Dute 02/28/2013

ot ot 0L/2872013

Jescription

Cur Human Rescurces Team at the Greenville County School Disorier is dedicared ro advancing student achievement by recrulting and employing the highest qualified staff for our schools and 1o serve
those with whom we work.

Summary
Thas message comes to make vou aware that the Assistant Prncpal Pool and Admusstratrve Assistant Poo! vacancy notices have been posted, and we are now acceptng letters of mievest and resumes for the purpose of
scTeening appicants to the pool

Existeng Administrative Assistants and Assistant Pnncipals: If vou are currently an AA or AP and are interested in 3 transfer to another school or 3 promotional opportunity, to inciude another posiion Wwithin your school,
you will need to follow this process and submit the fallowing:

= A letter of mterest

< A resume

= An approval form completed by vour admimistrator and sent 1o your Assistant Superintendent

Please note that if you were approved for the pool in 2011-2012 vou are still eligible to remain in the poal for one additional year, 2012-2013. Therefore, it will not be necessary for vou to do anything at this time. If vour
two vear tenure 1 the poal has exprred, you will need to reagply for the AAAP pool following the steps outhned below



Lawson Career Management will store your employee profile information. Please check all three boxes
for Additional Profile Options to add this information.
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i P yronie Erpbenres Profile sill e e durieg This sppBatien
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After checking all three boxes click on Next

Review
"

frem your Empl Profile will be used during this application.
Click the link below to update/enhance your existing Employee Prefile. If your profile is current, proceed to the next step.

‘ View ¢ Update

Additional Profile Dptions

For this application, you have the option to enl the following inf: ion (this does not update your existing Employee Profile).
By selecting any or all of the following, you will be prompted to update this inf fon later in the application process:

B2 work Preferences

B Empleyment and Education History

Hc ies Credentizls and ach




The next tab will allow you to attach the required documentation needed to complete the application

process:

3 Atach ¥ Resume

Flle Manie Type OF Dociment I Date Uploaded

Mo Data Availatic

Click on the tab that will allow you to Attach Word or PDF documents (the system will only accept word

or PDF format, it will not accept a j document):

File Mame Type Of Document |Date Uploaded

Mo Data Available

When you click on the Type of Document box you will see the three choices for the documents you will
need to include with your application:



Add Attachment

Options [¥=1F

Additional Attachments

FPlease attach any other documents such as teaching certificate, work keys scores, etc.

Attachment Information

Type Of Document | * ]

Document | |

Once you have loaded one document, click on Attach again to add additonal documents.

=  Click on Certification Documentation to upload a copy of your Certificate.
= Click on Cover Letter to upload your Cover Letter of Intent.

= (Click on Resume to upload your Resume.

= Click on Workkeys score to attach a copy of your scores (Parapros only)

Actions Options - Related =

Description

Certification Documentation

 Cowver Letter
Resume

Workkeys Score

{4

.




Click on Browse to locate the documents on your computer and then click OK to upload.

vitacnmen

Options - Related = > &=

Additional Attachments
Please attach any other documents such as teaching certificate. work keys scores, etc.

Attachment Information

Type Of Document | L ]

"Document o] -

You have the ability to right click on a document that has been uploaded if you need to delete it.

Click Next in the tool bar once you have uploaded all the required documents.

Questions—If there are questions associated with the application, you will have to answer the questions
in order to proceed with the application.



TPOOL

Prefile { JesT Pref 5 Wiy History Talent Profile Information Summary

1 Do you have a mil af 3 years 1 teaching axg

. -

Click Save in the tool bar once you have answered the question then click Next.

This screen will allow you to choose areas/schools in the district at which you may be interested in

working. This screen is optional and you are not required to complete those Preferences.

Prafile e Questions enres M Talent Profile  Infarme
Preferences

#lease complete the following regarding work and salary preferences, Utilize the drop dewn and arrow button(s) to make your selection

Type ¥l .
woktpe [ ] You can chose up to three location preferences.

Your preferred locations ars: Your preferred categones are

il Please disregard all the other boxes on this screen.

nma.__|
salary Expectation? | ] [ .] [ n
Wwhen Can You Start? | n

LRy e et | =1




The My History tab allows you to complete your history as it is reflected on your resume.

%  Employment History

| .|  PermissionTo

You need to click on the Create i

button to add history in each
category. This is only for previous

employment prior to your current
position.

Your Current Employment History should already be noted in the system.

[ % Current Employment History

09/11/1980 | Teach GIFTED Hortfwood Middle Schoal Griffin, Richard

\ctions * Options + Related «

If you want to add additional employment history, you can click on the disc with the + sign to add more
information.



Your Education History

| D'Create &) Deloie ¥ Educa‘liunHistnry| 7]

Specialization (-Ir.!r'nn_.iGPA

In
Process

No Data Availabie

Click Create to get started

Specialization

Mo Data Available

Education History

Please provide your educabonal histary slaring with most recent degree.

Degree
Select an Education or enter Other

I B

Other [

Major
Select a Specialization or enter Cther
sperialization | - |

other | |

Institution Information

l

To search for colleges:
Address information for Other Only.

city | | state erovind  Click on the drop down arrow in the Institution screen

County ’ ] Country E

Enter additional Education information

Completion Maonth D Year CJin Process




ducation Institutions

Actions = Options = Related =

Education Institution Description
4950 K Liverpool University, Uk
5005 Amarican Collana Ene Annliad A |
otk Education Institution- Enter the state for the college that you
| are trying to search followed by an *.
AKAZO1
AKAZT2 For example: For a college in South Carolina-type in: SC*
AKA3T3 .
then hit Enter. 1
AKA3TY =

1

e, i oy P e s o ri

Education Institutions

Actions = Options » Related »

Education Institution.

Univ Of Sc-Columbia, Sc

SC5821 ] ] " ]
This will bring up all of the colleges in the state of South
505837 Carolina. From there, you can scroll down to find the college
<5840 you attended. Then click Select.\
5C5841 Univ Of Sc - Beaufort
55850 Univ Of Sc-Spartanburg, Sc ;
L
SC5851 Univ Of Sc-Upstate  Sc =

e an ' - -

Cancel




Once you have indicated your Education History, click on disc icon to Save and then click on the X in the
top right hand corner to proceed. \

\ctions + Options = Related =

If you want to add additional Education history, you can click on Create to add more information. Once
you have completed this section click on Next in the tool bar.

Skip the next two sections labeled Competencies and Skills and scroll down to the Certificates section if
you have a certificate to enter.

( [ Create = Certiﬁcates]

'Cﬁr-tiﬁﬁ-.lters_

Mo Data Available

Click Create to get started

[ % Dol % Credentials

N e T Original .
Bl Credential Mumber e rideatinl . Bagin

Mo Data Availatie



You will need to include your Certificate Number and the Original Certificate Date.

You will also need to include your most recent Renewal Date and your Certificate Expiration Date

Reason [ L4 ] =

Select Certificate -

Certificate Type l >]

Certificate Area 1 [

Certificate Area 2 [

You can add up to five certification

Certificate Area 3 [

areas on this screen.

Certificate Area 4 |

Certificate &rea 5 l

Certificate Number And Dates

Certificate Mumber
“Original Certificate Date (3]
IMost Recent Renewal = Expiration Date =

MNext Renewal Date - MNext Expiration Date - Renewal Cycle -

Either Sclect Certificate Source Or Enter Other Source

Certificate Source | ; You will not need to complete this

Other Source [ Certificate Source section.

Click Save once you have completed this screen. Skip the next section labeled Achievements

The Information Tab provides Human Resources with important EEOC (Equal Employment Opportunity
Commission) data, but IT IS NOT REQUIRED for internal applicants. You can skip this section.

Application For ASSISTANT PRINCIPALFADMIN ASSISTANT POOL

m profic  Recume | questions  referencet My History  Taent Profi TAfomagon > Summary m

Voluntary Applicant Data Form

Greemville County Schools n comphance with federal law coliects and mamtains mformation on the sex, race and ethnic background of spphcants. This information is alsa used to evaluate the effectvensss of our 2qual
employmant opportunity program. We would appreciate your assistance in these efforts by answering the guestions below. This form will be filed separately from your apphcation and will not be used in any way in the
employment process. The completion of this form 15 not mandatory. Your cooperation 15 appreaated

Applicants sre considered for pesitions without regard to race, creed, color, religion, sex, ancestry, natienal origin, age, marital status, sexual orientation, military or veteran status ar disability.

Ethniz Origin (check ane box only)
(3 African American

(73 Alaskan Mative
T Asian

7 Caucasian

() Hispanic

(3 Lating

(3 Mubti-Racial

(73 Mative American Indian

) Mative Hawaiian

T nthar

If you answer these questions, you will need to click on the Save icon on the top left then click Next.

The Summary tab allows the applicant to Review the information that has been submitted into Lawson
Career Management:



My Histary Talent Profile Information Surnm

Preview

Review And Submit

To review and/or print your completed application, click here: Review application

Click Submit Application to submit this application: [JEIE 5T ==

PLEASE NOTE: Before you submit your application, make sure that you have completed all attachments
and information for the application. ONCE THE APPLICATION HAS BEEN SUBMITTED YOU WILL
NOT BE ABLE TO EDIT, DELETE, OR ADD ANY ATTACHMENTS OR INFORMATION.

You must click on the Submit Application button to ensure that your application has been submitted into
Lawson Career Management.

tewlew And Submit

‘o Tewiesy aadlor peing yoar campleted sppaation gl

ek Submit Application 1o submift This apg




You will want to be sure that your application has been submitted by looking for this confirmation.

hpplication For ASSISTANT PRINCIPAL/ADMIN ASSISTANT POOL

Summary

My Applications | Search Jobs

Lpplication Submitted

You should also receive an email indicating that the application has been received once you have
submitted your application.



