
How do I register for a Job Alert? 
 
The candidate would login to the Candidate Portal, then click on the Job Alert link as per below: 

 
 
 
This will take the candidate to the Manage Job Alert Profile screen: 

 
 
 
 
 



 
On this screen the candidate would choose from the available Job Attributes, in this example these 
are Business Unit Commodity, Region and Discipline. 
 
Candidates are able to click on which Job Attributes they would like to be alerted to, and can select 
more than one Job Attribute in each list, by holding down the CTRL button on the keyboard and 
pressing their left mouse button, their choices will be highlighted: 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



Once the candidate has completed their selection, they can specify the details of the Job Alert email 
they will receive in the General Preferences section. 
The candidate needs to choose the frequency of the email they receive: 

 
 
 
 
 
 
Then they need to activate their Job Alert profile by selecting Yes and clicking Save: 

 
 
The candidate will then see a confirmation message: 

 
 
Once a candidate has set up their Job Alert Profile, they are able to see a list of Jobs that match their 
preferences. They can click on the ‘View Jobs matching my Alert Profile’ link: 

 
 



 
This will show the candidate a list of jobs matching their profile: 

 
 
Candidates can edit their Job Alert Profile at any time by logging on, clicking on the Job Alert link and 
changing their preferences as per the steps above. 


