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1 From your Workday homepage, Click "MENU"

2 Click "Jobs Hub"
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3 The page will open to an Overview tab; to search all jobs, Click "Browse Jobs"

4 There are many ways to search jobs on the left hand side; you can search by title, 

location, hiring manager, etc.
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5 When you see a job you may be interested in, Click "View Job"

6 If you want to apply, Click "Apply"
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7 You will see this message before filling out the application. We highly recommend 

that you update your professional profile before applying to jobs internally. There 

are separate instructions for how to update your professional profile located at 

www.gsiemployees.com/workday. Once you complete the application, hit submit.

8 If you are interested in being notified when certain jobs become available, you can 

set up alerts in the career hub. Click "My Job Alerts"
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9 Click "Create Job Alert"

10 Click the "Name Your Job Alert" field and type in a relevant name such as 

"Manager Jobs"

11 Click the "Frequency" field.
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12 Select the frequency you'd like to receive updates.

13 There are many ways to filter your preferences using the fields below. In this 

example, we are going to set a job profile preference. Click the "Job Profiles" field.
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14 Type the title of the job you want and select whichever job titles you want to be 

included in your notification.

15 Click "OK"
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16 If you would like to edit or delete your alert at any time, click here:

17 You will be able to edit or delete the alert.
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18 From this hub, you can also check the status of any previously submitted 

application. Click "My Applications"

19 From this hub, you can also refer candidates to positions. Click "My Referrals"

20 If you want to refer a candidate, click the "refer a candidate" button.
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