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HireTouch Applicant Quick Start Guide 
 

This is a general guide to help assist you through the application process.  For questions or concerns 
regarding applications, uploading documents and account creation, please contact our office at 618-

650-2190. 
 
 
Viewing Positions 
To view civil service positions go to www.siue.edu/employment/  Click on the light gray box noting “Positions 
Available”. This link will take you to a page showing all positions available. You can filter the positions by 
category by using the dark gray filter box.  Click on the job link to read full details regarding the job description, 
salary, and qualifications.   
 
Once you have selected the position you would like to apply for, click the “Apply for Position” button: 

 
 
This will bring up a split option to create an account (only if you have never done so) or to log in to your 
account.  This is where you will complete the application process. 
 
Account Creation 
In order to apply for job opportunities, you must create an account or login in with your existing account. Each 
user is permitted to have only one active account, multiple accounts will be deleted. 
 
To create an account click “Create an account” 

 
 
 
 
 
 
 
 
 
 
Next, you will be prompted to enter personal information and to create a username and password.  Complete 
all fields marked with an (*).  Click SAVE. 

 
**PLEASE TAKE NOTE OF YOUR USERNAME AND PASSWORD** 

http://www.siue.edu/employment/
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Completing your Application Package 
 
A fully submitted Civil Service application includes: 
 
1. A completed Civil Service Application that includes a complete employment history listing is mandatory for 
all Civil Service positions. The employment history from this document will be reviewed to determine that 
minimum qualifications are satisfied; therefore, it is critical that you provide clear and concise information. 
Beginning with your most recent position, list your complete employment history, including any gaps in 
employment and an explanation for the gaps. It is our policy to require this official application form for all Civil 
Service hires. Therefore, while a resume may be submitted with the application, data for each employer must 
be listed on this application form. (The words "See Resume" may only be used as a substitute in the section 
entitled "Specific Duties Performed".) If multiple positions were held with the same employer, please indicate 
each position separately; dates of employment, and indicating full- time/part-time (with hours worked noted for 
part-time positions).  
2.  If applicable, please submit the following documents with your application: 
- A detailed resume 
- Unofficial college/university transcripts, required for positions with educational requirements 
- DD214 long form (Applicants MUST submit this form if applying for veteran's preference points) 
- License(s) or certification(s) relevant to the position.  If qualifications note valid driver’s license, please upload 
an image of your current license  
3. In addition to the Civil Service application, complete the Civil Service Application Package documents 
including the Applicant Data Request, Statement of SURS Annuity Status, and the Drug and Alcohol Consent 
Form. The application packages, separated by type of positions, are available just below your profile. 
 
A fully submitted Administrative/Professional application includes: 
1. A cover letter  
2. A detailed resume 
3. Unofficial college/university transcripts, required for positions with educational requirements  
4. License(s) or certification(s) relevant to the position 
5. A list of three (3) references or three (3) reference letters with contact information 
6. Complete the Administrative and Professional Staff Application Package documents including the Applicant 
Data Request, Employment Application, Authorization for Release of Information, and the Drug and Alcohol 
Consent Form. The application packages, separated by type of positions, are available just below your profile. 
 
Uploading Documents 
 
Directly below the Applicant Profile section you will find a red box “Upload Documents” 
Click on “Upload Documents”. Next you will be prompted to enter the Document Type from a dropbox (i.e. 
resume, cover letter). Please ensure you label your documents correctly.   
This prevent confusion during the review process or possibly oversight  
of a needed form.   
 
 
 
 
 
 
 
 
 
 



 4/30/2018 
 

For Civil Service Jobs 
 
Once application materials (resume, transcripts, D214, certificates etc.) have been uploaded to your HireTouch 
account those materials will be attached to every future job applied for. 
 
For Administrative and Professional Positions 
 
If you are applying for multiple jobs or have applied previously, you must upload the proper documentation to 
each job.  Any prior uploads will not automatically attach to any new jobs for which you apply. For example: an 
uploaded resume will only be seen by the hiring committee for the position in which you have attached 
documents.    
 
FAQ 
 
I recently changed my phone number, address, name, email, etc., how do I update my profile? 
 Whenever you change any relevant information (i.e. address, name, email, phone number) be sure to 
update your profile as well. This is important so that recruiters will be able to contact you. To update your 
profile, navigate back to the homepage (Applicant Profile). There you will find a box that says “Edit Profile”. In 
this section you will have the opportunity to update your entire profile.  DO NOT create a new account if your 
information has changed.  Please edit current accounts. 
 
How do I view positions for which I applied? 
 To view positions for which you have previously applied, navigate back to your homepage (Applicant 
Profile). There you will find a link that says “Positions for Which You Have Applied”. Here you will be able to 
view listing and details of positions to which you applied. 
 
Is there a way to narrow down the job search to positions relevant to me? 
 Yes, if you would like to narrow the job search down you can do so by navigating to the task pane on 
the top of the screen. You can filter by category, position type, or temporary.   
 
I can’t remember my password/user name, what do I do? 
 Click on the Forgot Password button under the log in box.  This will give you an option to rest using 
your registered email address or user name.  For user name look up, contact our systems administrator in the 
SIUE HR office for assistance.  618/650-2190. 
 
I need to update my Civil Service application? 
 Log in to your account and under the applicant profile box, click the red HERE  
For Civil Service employment:  To complete an initial Civil Service application OR to update your existing 
Civil Service application, click HERE.  
This will take you to the page to edit your stored Civil Service application documents.   
 
I applied to an administrative and professional position before, can I use same resume and documents for 
another administrative and professional position I am applying for? 
 No, you must upload the proper documentation to each job.  Any prior uploads will not automatically 
attach to any new jobs for which you apply. This gives you the opportunity to tailor your cover letter, resume 
and any other needed documents as needed when applying to positions. 
 
Contact Us 
 
If you need further assistance please do not hesitate to contact the Human Resource office at 618/ 650-2190, 
Monday through Friday 8:00 a.m. to 4:30 p.m. 

https://siue.hiretouch.com/civil-service-application

