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_Introduction |

To apply for an internal job posting at KGH, you must set up a candidate profile through the Careers page
in Career Hub. Your profile can include information about your education and work history, and important
documents, like your resume and cover letter.

Once you create a candidate profile in Career Hub, it will be visible to recruiters and hiring managers. Your
profile will be viewed by hiring teams to match your experience against the positions you have applied to,
and it will be available for recruiters to search against other opportunities that your experience may relate
to. Take the opportunity to share as much information as possible and show why you are a great candidate.

Accessing Your Candidate Profile
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You will be prompted to upload your resume. To upload your resume to your profile, click Browse,
select the file you want to upload, and then click Upload. To skip this step, click Cancel.
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_Completing Mandatory Fields |

There are two mandatory sections that need to be completed in order to build your profile: Work Experience
and Formal Education. All mandatory fields within these sections are marked with a red asterix.

Complete the Work Experience section of your candidate profile as shown below.
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Completing Mandatory Fields Continued...

Complete the Formal Education section of your candidate profile as shown below.

¥ Formal Education Click Add Another to add more . & Add Another
educational experience. | 7 e

¥ Details 2b. Select the highest level of
2a. Enter the school name. . *School education completed.
“Highest Level of Education Completed | No Selection E-IJ
2c. Enter your major subject of study. . “ Major/Subject

2d. Select whether or

Still Attending | no Selectionl:l ’ not you are still

attending the school.

2e. Click the calendar icons to Start Date mm/pD/YYYY (T
select the start and end dates . End Date ==
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Close Details
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+ Changes pending. You must click "Save" in order to keep your changes.

<} Click Save. - ‘: You must click Save or
=) Save any changes will be lost.
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Additional Information

While only the Work Experience and Formal Education sections are mandatory, you can also
upload your resume, cover letter, or other relevant documents to your profile, as shown below.
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