Tips for Completing Your MultiCare Job Application

How to find the posting for your job
Jobs are posted on a special website that has been set up for the acquisition. You can get to
the site by typing Welcome to MultiCare in a Google search window or
www.welcometomulticare.org in your web browser’s address bar. The acquisition website looks
like this:
Click on the
Jobs or Click here
link to access job
postings positions.

Confirming Your FTE
Currently, most jobs are posted as “on call”. This was done to reduce the number of job
postings required. The correct FTEs will be entered later in the hiring process. If the Job ID
number listed on your letter corresponds to the job posting you are viewing, it is the correct
position.
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Where to Go for Help
The Acquisition Q&A page includes answers to many questions about the hiring process. If
you have trouble with the job application or have questions not answered by the Q&A, please
contact one of our Employment Coordinators:
•
•

Tammy Dintleman – 253-403-4860 or tammy.dintleman@multicare.org
Debbie Dixon – 253-403-2894 or debbie.dixon@multicare.org

Step by Step Instructions
1. Find your job. Find the job posting for your position using the “Search by Job ID” function.
2. Select your job. If the job ID and title match what was in your invitation letter, click the box
to the left of the job title and then click the “Apply to selected jobs” icon to begin the
application process. Remember that the job title may be different than your current title. You
can view the job posting by clicking on the title. In many cases, generic job descriptions
have been used, so the posting may not match your role exactly. If you do view the job
posting, use the “Submit Now” button to begin the application process.
Click the box to the left of
the job title. Then click the
“Apply to selected jobs”
icon.

3. Begin the application process. A sign-in screen will appear. Even if you have applied for
a job with MultiCare in the past, you will use the “Apply for the first time” link to begin your
application. An e-mail account is required, and you should use a personal e-mail account
rather than your work e-mail account. If you do not have an e-mail account, use the
Hotmail link to set one up.

Select the Apply for the
first time link even if you
have applied for a job with
MultiCare in the past.
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4. Enter your account information and complete applicant release. Bold fields are
required. You must complete them to move to the next page. Please use a personal
address rather than a work e-mail address. Select a password that will be easy for you to
remember. Read the Agreement and Applicant Release, check the confirmation box, then
select “Sign In” to move to the next page.
Scroll through the
Agreement and Applicant
Release. Click the check
box, then click on the
Sign In button.

5. Review and acknowledge MultiCare’s values.

After reading MultiCare’s
values, click the button to
confirm that you agree to
comply with them. Then
click Continue.
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6. Continue your application. The next page will provide you an opportunity to verify or
update your contact information and tell us whether you have ever been affiliated with
MultiCare in the past. Only the bold fields are required. You can disregard the questions
related to school contact information. These are intended for college students.
Select “Other” for how you
heard about the opportunity
and type in “Acquisition” in
the text box. If you have
been affiliated with
MultiCare before, be sure
to clarify whether you were
an employee, volunteer,
contractor or staffing
agency employee. Then
click Next to continue.

7. Begin building your application profile. You do not have to submit a cover letter but you
will need to give your application profile a name. Then click Next to continue. On the next
page, you will be given the option to list an objective. Again, this will not be required. Just
click Next to continue to the next page of the application.

Enter a name for your
application profile. Then
click Next. On the next
page, you can also bypass
the Objective text box.
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8. Enter your work experience. Your work experience is the most important part of your job
application. This information will be used to determine where you should be placed on
MultiCare’s pay scale for your position. Remember that Bold fields are required. Other
fields can be left blank. If you have worked for employers other than your current employer
or held more than one position, click the Add Another Entry button to bring up an additional
employer. After you have entered all of your work experience, click the Next button to move
to the education page.
Enter your current position
first. Bold fields are
required. Although
Responsibilities is not a
technically a required field,
this information will be very
important to include. The
start date is also important.
If you have held more than
one job at your current
employer or have worked
for other employers, click
the
Add Another Entry box to
open another job window.
When you have entered all
of your relevant work
experience, click the Next
button to continue.

9. Enter your education. Some MultiCare jobs require specific degrees or certifications, so it
is important to enter your education, regardless of the level. If you did attended some
college but did not complete a degree, include the school and dates but leave the
graduation date blank. If you do not remember the exact date, month or day, enter the
approximate date.
Enter your education,
beginning with the highest
degree or diploma. If you
have a college degree, you
do not need to include your
high school diploma. When
finished, click the Next
button to continue.
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10. Bypass skills, certifications, awards and references. The next few sections of the
application will not be required. You can bypass them using the Next button. At the
References page, click Continue to move to the next page.

11. Attach a resume (optional). You are encouraged, but not required, to include a resume
with your application. To attach a resume, type in a name (e.g. Bill’s Resume) then click
the Browse button. From there, you will navigate to the file, click on it (which will highlight it)
and then click the Open button. This will attach the file. Then click Next to continue.

To attach a resume, first
name it. Then click the
Browse button, navigate to
the file and click the Open
button. Once the file has
been uploaded, click Next
to continue.
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12. Complete EEO information page. As a Federal Contractor, MultiCare is required by law to
track demographics on all of our job applicants, including internal applicants. Recruiters do
not see this information, but it is rolled up into a report that is submitted annually as part of
MultiCare’s affirmative action plan. If you prefer not to share personal information, you can
select “I prefer not to answer.”
Information on this page is
not seen by recruiters.
Once you have entered
your answer, click Next to
continue.

13. Complete employment disclaimer questions. The questions on this page help confirm
your eligibility to work for MultiCare.
You must select an answer
for each question. Some
answers will require you to
provide additional
background information.
After answering, click Next
to continue.

14. Review your application. The next page will be a summary of your job application profile.
If you notice corrections that need to be made, click the Previous button to scroll back to
the page where a correction is needed. Otherwise, click Submit and your application will be
complete. A confirmation message will appear to verify that your application was received.

