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HOW TO APPLY ON LINE – INTERNAL CANDIDATES 
 
1. Logon to our Web site: www.genesishealth.com 
 
2. Click on “Employment”.   
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3. This will take you to the Employment page.  Click on “Apply Online – Current 
Genesis Employees Only”. 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



Page 3 of 12  Revised 1/25/2006 

4. To search for available positions you can search by Category, Location, 
Schedule or All.  Once you make your selection, click on the “Search” button.  
The open positions matching your criteria will be displayed. 
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5. You can also utilize the user tools at the bottom of the screen. 
 
 

a. Career Mail - Click here to receive e-mail when new jobs that 
match your interests become available.  Follow directions for 
New Users or Existing Users.  You will need to enter your e-mail 
address. 

 
b. Application Status - Click here to check the status of your 

application.  This feature can only be used if you have 
previously applied online.  You will need to enter your e-mail 
address.  The status of your application will be e-mailed to you. 
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6. Once you have located a position you would like to apply for, click inside the 

white box under the “select” column corresponding to the position.  You may 
select as many positions as you would like.  Once you have selected the 
position(s) you are interested in, click on the button “View selected job(s)”. 
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7. The Employment screen will display the position(s) you have selected. 
 

 
 
8. You can conduct a new search, send this job to a friend, or apply online for 

each position(s).    To apply online, click on the link “Click Here to Apply 
Online”.   

 
 NOTE:  If you select more than one position, you must “apply” for each 

position.  This does not mean you need to complete the entire application 
again.  (See #9 on the next page) 
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9. You will come to the “Applicant Login” screen.  If this is the first time you 
have applied online, click on  “Click to Apply”.  If you have previously applied 
online, enter your user name and password in the space provided.  This will 
take you to your current online application. 

 
10. If you have previously applied online and cannot remember your password, 

click on “Forgot your Password?” and it will be sent to you. 
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11. If this is your first time applying a registration screen will appear.  Enter the 
required information.  If you do not have an email address, please follow the 
instructions listed below.  After entering the information click “register.” 

 

 
 
12. A screen will appear confirming your registration.  Click continue to complete 

the application. 
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13.  On the next screen click continue to bring up the application. 

 
 
 
 
 
 
14. On the next screen click continue to bring up the application. 
 
15. You will come to the ‘Internal Transfer Form’ online application.  The position 

you are applying for will be displayed in the upper right hand corner. All fields 
that are marked by a “red” star are required fields and must be completed.  
Enter as much information as possible.    
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16. You can also include a cover letter and/or attach a copy of your resume. 
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17. After you have entered all of your information, you will be asked to type your 
name and the current date.  Your typed name will be used as your written 
signature.  Click on the “submit” button. 
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18. You will receive a notice that your application has been submitted to the 
Human Resource Department.  

 
 

 
19. At this point, if you selected two positions (Page 3 of 8), click on “Return to 

Job Postings” so that you can apply for the other job you selected. 


