How to apply online for ajob at SOMC

We use a paperless system so you must apply online for any position at SOMC. You may apply anytime fro m
any computer with Internet access. You will need a valid e-mail address to complete an application at SOMC.
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AFTER YOU HAVE CLICKED “SEARCH” THE SCREEN BELOW SHOUEBRAPP

v

3. CLICK ON THE JOB TITLE/POSITION TO VIEW POs{ANscreen similar to below should appear)

4. USE THE SCROLL BAR TO MOVE SCREEN UP AND DOVREAD JOBS DUTIES AND
QUALIFICATIONS



5. IFYOU MEET THE QUALIFICATIONS OF A SELECTED DS CLICK ON CLLCBKHEREET COARPRIYYODN
LINE.”
6. DONOITCLICK ON CLFHRENT THMARICYHHSS IF YOU ARE NOT ALREADY AN SOWRCEYEE.

A

7. THE SCREEN BELOW WILL APPEAR. IF YOU HAVE APRIIEDMC ONLINE BEFORE, ENTER YOUR USER-
NAME AND PASSWORD. OTHERWISE, CLICK GQIRPARRNIGWOWDER THEFIREBTIME ARPIPYIKIGG
HEADING.




9. IF YOU DONOOTHAVE A VALID E-MAIL ADDRESS, YOU MAY USE TH¥KS ON THE PAGE SHOWN
BELOW TO CREATE A FREE G-MAIL (www.gmail.com) or H@AIL (www.hotmail.com) ACCOUNT.— ]

10. FIRST TIME APPLICANTS WILL NEED TO FILL OUTNHRQRMATION ON THE SCREEN SHOWN BELQW.

11. CLICKSA¥EEONCE INFORMATION HAS BEEN FILLED IN ALL REEQDIRELDS.

v

12. IF YOU HAVE PREVIOUSLY APPLIED TO SOMC, ANDDPTTO COPY YOUR INFORMATION FROM EARLIER
APPLICATIONS WILL APPEAR ON THE SCREEN BELOW, OTISERMFTER YOU HAVE CLICKESA\ERYVE
THE SCREEN BELOW WILL APPEAR AS SHOWN.

A

13. CHOOSE TORLPADAYOURJRESEBABMIND FOLLOW INSTRUCTIONS TO SURESUME (YOU CANNOT
UPLOAD YOUR RESUME FROM HUMAN RESOURCES LOBBY COMRBYTE

14. CHOOSECONPMEEHE HHERARPEHOANORND PRESSCONNNNBEE:

15. READ THE INFORMATION ON THE FOLLOWING SCREHN@INCK ON “IAMBFHEEZ TO CONTINUE

v



16. AFTER YOU HAVE CLICKED ON THAGREIRBETTON, THE SCREEN BELOW WILL APPEARSEBEEA
COMPLETE THE APPLICATION. A RED ASTER)SHEANS THAT YOU MUST PROVIDE THIS REQUIRED
INFORMATION TO COMPLETE THE APPLICATION.

17. ITIS AGOOD IDEA TO CLICK TIHAVEANEWOBUTTON TO SAVE APPLICATION INFORMATION
FREQUENTLY. THEN, IF YOU GET STARTED ON THE APRORAAND NEED TO RETURN AT A LATER
TIME TO COMPLETE IT, YOU MAY DO SO.

~
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will appear at the
bottom of the
application.
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18. ONCE YOU HAVE COMPLETED AND CERTIFIED THE @RPION, CLICK THESSBBMITBUTTON. IF
YOU HAVE NOT COMPLETED ANY REQUIRED FIEEDSQU WILL BE NOTIFIED TO DO SO.

19. YOU WILL THEN BE ASKED TO FILL OUT A SHORTARSJUESTIONS. AFTER YOU HAVE SUBMITTED
THE QUESTIONS, YOU WILL BE PROVIDED WITH A MESSAZH BAYS YOUR APPLICATION HAS BEEN
SUCCESSFULLY SUBMITTEEZE WILL ONLY CONTACT YOU IF YOU ARE SELECTED TEMORWARD
WITH YOUR APPLICATION



