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After logging in, you
will be directed to
your profile page. If
you are already
logged in, click
to go there.

Edit Profile (1/2)

① Click
in the center of the
page.
② In the pop-up
window, edit your
information as needed.

Continued
in Part 2
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Edit Profile (2/2)
③ In some parts of the profile, you
can add additional fields by clicking .
To remove the extra fields, click .

④ Once you have completed
making changes, click
. If
your changes are accepted,
the pop-up will close. If there
are any errors, an error
message will appear at the
top of the pop-up.
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After logging in, you
will be directed to
your profile page. If
you are already
logged in, click
to go there.

Upload Resume (1/2)

① Click
on
the right side of the
page.
② You will see a
list of your old
resumes, and a tool
for uploading a
new resume. To
start, click
.

Continued
in Part 2
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Upload Resume (2/2)
③ In the resulting
pop-up, locate the
resume file. You can
only upload .pdf,
.doc, .docx, or .txt
files.

④ Next, click
to upload the
resume to ReServe’s database.
Currently, resumes can’t
be deleted from the
database. However,
ReServe Staff will always
seek to use the resume
which best represents you
to our Partner.
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After logging in, you
will be directed to
your profile page. If
you are already
logged in, click
to go there.

Change Password

① Click
on
the right side of the
page.

② In the next page, enter your old password
once and your new password twice. Then,
click
to confirm the change.
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After logging in, you
will be directed to
your profile page. If
you are already
logged in, click
to go there.

View Upcoming Interview(s)

① Click
on the left side of
the page.
② You will see the
details of your upcoming
Interview(s), with
information about the
location and time.

If ReServe has any
additional instructions,
they will be included here.
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Search, Save, and Apply for Positions (1/4)
After logging in, you will be directed to
your profile page. If you are already
logged in, click
to go there.

① Click
on the left side of
the page.
Continued
in Part 2
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Search, Save, and Apply for Positions (2/4)
② You will see a list of
filters to allow you to
search through the
database of positions.
See Appendix 2A for
more info on setting up
filters.

Click
to access
even more filters. See
Appendix 2B for more
info.
The results of your
search (a list of
positions) are displayed
below (continued in
Part 3).

③ Click
to apply your
filters to the results below.

Continued
in Part 3
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Search, Save, and Apply for Positions (3/4)
④ To expand the basic
details of a position,
click
on the right
side of the page.

You can then click
to save the position for
later. To access your
saved positions, visit the
View Saved Positions
section of the guide.
⑤ To visit the full position
description, and to apply for a
position, click the position title.

Continued
in Part 4
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Search, Save, and Apply for Positions (4/4)
⑥ The details of the position
are displayed on this page.

At the bottom of the page,
click
to save the position
for later. To access your saved
positions, visit the View Saved
Positions section of the guide.

⑦ To apply, first
click
.

⑧ Then, in the
pop-up, click
to
indicate you are
qualified and
ready to work.
ReServe Staff will receive your application, and will reach out if we would
like to move forward with you. You can also View Applied-For Positions.
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After logging in, you
will be directed to
your profile page. If
you are already
logged in, click
to go there.

View Saved Positions
① Click
on
the left side of the
page.

② You will see a list of the positions you have saved. To
apply for one, click the title. To view info on applying for a
position, click here.
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After logging in, you
will be directed to
your profile page. If
you are already
logged in, click
to go there.

View Applied-For Positions

① Click
on
the right side of the
page.

② You will see a list
of the positions you
have applied for.

If ReServe has stopped looking
for candidates for a position,
you will see
above
the position’s location.
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Search Positions: Filters (Appendix 2A)
Typing a word into the
field
will restrict results to positions with
that word in the Title. The
field will only show results
containing that word in the full
description.

You can search positions based on
the Expected Duration or Expected
Hours per Week. First, check
.
Then, use the sliders to set the
Minimum or Maximum you would
like to see. Check
to
include positions with no expected
end date.

Keep in mind that
every new filter you
put will narrow the
final results!

You can search within a certain distance of your home. Start by putting in either your
City and State (make sure to enter both!) or, alternatively, just your ZIP. Then, use the
slider to control how far away the results of the search should be.

Continued
in Part 2B
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Search Positions: Advanced Filters (Appendix 2B)
To search for positions requiring a language,
choose a language from the
drop-down. Then, select YOUR level of
proficiency at Speaking, Reading, and Writing.

To search for positions
with a software
requirement, first select
a software from
,
then select YOUR level of
proficiency with that
software.

To search for positions
with an education
requirement, select a
or a
.

To search for positions
requiring a license/
certification, type it in
to

To search for positions based
on your expertise, select an
then move
the
slider to
match your experience level.
To save a search, press
then in the
field that
appears, type a name and click
.

Continued
in Part 3
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Reminder:
For additional support, contact us at
info@reserveinc.org or 877-290-6145
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