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New User. 
 
Preview Job 
Listings here. 

Getting Started 
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Logging In as a Returning User 

Returning users can log into Secured Services by entering their Customer ID and 
PIN, then clicking Sign in.   
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Previewing Job Listings 
One way to Preview 
Listings is to select 
a search option, opt 
to select Green Jobs 
Only, choose the 
County or Region in 
which you would like 
to preview jobs, and 
select a Job Family. 
Selecting a Job 
Family searches 
based on a group of 
occupations. 
 
Note that required 
criteria change 
depending on the 
selected search 
option. 
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Previewing Job Listings, Continued 

Another way to preview listings is by entering a Job Title or 
Occupation.  Unlike a Job Family, selecting an Occupation searches 
only for that occupation. 
 
If it’s required for your search criteria, click Look Up Job Category, then 
select a Job Category. 
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Previewing Job Listings, Continued 

Click Run Search to preview jobs. 
 
Click Return to Home Page to leave the search page and go back to the Home 
Page. 
 
Click Modify Search to be taken back to the top of the Preview Current Job 
Listings page. 
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Registering As a New User 

Indicate your citizenship 
status. 

* Indicates Required Information 

If you are a U.S. citizen enter your Social Security Number, then click Continue. 
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Creating a Profile 

Fill in the required  
information to set  
up your account  
then click  
Next Screen. 
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Remembering Your Customer ID 

Write down your Customer 
ID, then click Continue 
Registration. 

When you login again, you can use your ID instead of your Social Security 
Number to log in. 
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Entering Your Information 

To enter information for a tab, click the desired tab, or click Continue 
at the bottom of the screen. 

The information you need to enter about yourself is on the tab bar at the 
top of your screen: 

•My Info includes: 
•Contact Info 
•Personal Info 
•Education, Licenses & Certifications 
•Veteran Info 

•Work History/Skills 
•Job Preferences 
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Saving Your Information  

The button bar at the bottom of the screen allows you to 
do several things: 

•Go back to the Home Page 
•Save your information and Exit NC JobConnector 
•Continue to save current screen and proceed to 
the next tab 
•Cancel deletes entered information 
•View Profile (the information on yourself and    
  your work experience) 
•Update/Submit your Profile 
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Entering Work Experience 

If you don’t have work experience you may click No. 

For NC JobConnector to match you to full-time jobs, enter 
your prior work experience.  Check Yes. 

Click Exit and View Profile to leave NC JobConnector and view your 
Profile. 
Click Continue to move to the next tab. 
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Entering Work History 

* Indicates Required Information 

Step 1:   
Enter the 
required 
information then 
click Continue 
With This 
Employer. 

If this completes entering all of your relevant work history info, click 
Finished Adding Employers. 
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Entering Work History 

* Indicates Required Information 

Step 2: 
To continue 
entering info 
about this 
Employer, enter 
your Job Title 
then click Select 
Job Category. 

Enter Months of Experience. 
Highlight the appropriate Job Category in the list. 
Click Continue With This Category. 
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Entering Job Duties 

* Indicates Required Information 

Step 3: 
Enter the 
information 
required to 
describe your 
job duties then 
click Continue. 
These include 
Tasks, Work 
Activities, 
and/or Special 
Skills. 
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Completing Work History 
Click Continue with 
Work History to 
enter another 
Employer.  

Click Add/Edit Job 
Categories to 
continue describing a 
job with the same 
Employer. 

To move on to the 
next tab, click Work 
History Complete. 

Verify your 
information by 
clicking View 
Profile. 
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Listing Job Preferences 
Enter the type of job 
to which you would 
like to be matched. 

Click Search for 
Categories. 

Select the category you 
want to include and click 
Add to Preferred List. 

Categories listed here come from the 
Job Titles you entered as your Work 
History. 
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Entering Your Preferences 

Indicate your preferences for Type of Employment, the Shift, and Salary.  
Also indicate whether you have Transportation. 
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Entering Job Locations 

Enter the locations where you are willing to work. 
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Completing Job Preferences 

Verify your information 
by clicking View 
Profile. 

Click Cancel Changes 
to clear your 
information. 

Click Home Page to 
view the Welcome 
screen. 

Click Update/Submit 
Profile to save your 
information. 

Once you have completed your Profile successfully it can be matched to jobs. 
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Navigating NC JobConnector 

Click the buttons on the top Navigation Menu 
Bar to perform the following functions in NC 
JobConnector: 

•Enter/Update Profile 
•Activate/Inactivate Profile 
•Matching Job Orders 
•Job Referrals Listing 
•Search Job Orders 
•Helpful Links 
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Inactivating Your Profile 
Once your Profile is submitted, you can inactivate it by clicking the 

Inactivate Profile button on the Navigation Menu Bar. 

Inactivating your Profile removes it from the matching process.  Reactive it 
by clicking Enter/Update Profile on the Profile.  Update it, then click 

Update/Submit Profile. 
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Matching Job Orders 

To see what Job Orders match your Profile click Matching Job Orders on the 
Navigation Menu Bar. 
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Reading Match Results 

The red system message indicates your Profile status. 

Jobs that match 
your Profile 
information are 
listed here.  Click a 
Job Order Number 
to view that Job 
Order. 



NC JobConnector Job Matching System 

Viewing a Job Order 

Viewing the Job 
Order provides 
the details of a 
job that match 
your Profile. 
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Viewing Referrals 

DWS Staff may make a referral to a Job Order on your behalf. 
Click Job Referrals Listing on the Navigation Menu Bar to  
view your referrals. 
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Requesting a Referral 
To request a Referral for yourself, open the Job Order in which you 
are interested and scroll to the menu at the bottom of the screen. 

• Click Create Referral to generate a Referral for your Profile to this Job 
Order. 

• Click Not Interested in this Job Order if you do not wish to be referred to 
this job. 

• Click Close to close this screen and return to the main navigation screen. 
• Click Print to print a copy of this Job Order. 
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Confirming a Referral 

Once you have requested a Referral, this confirmation note appears stating 
that Staff has been notified of your request. 
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Searching for Job Orders 

Click Search Job Orders to find Job Orders that match your skills. 
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Searching for Job Orders, Continued 
One way to Preview 
Listings is to select a 
search option, opt to 
select Green Jobs Only, 
choose the County or 
Region in which you 
would like to preview 
jobs, and select a Job 
Family. Selecting a Job 
Family searches based 
on a group of 
occupations. 

 

Note that required 
criteria change 
depending on the 
selected search option. 
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Searching for Job Orders, Continued 

Another way to search for Job Orders is by Job Category.  Entering 
a Job Title or Occupation then click Look Up Job Category.  From 
the results, select a Job Category. 
Note that an Occupation searches on a single occupation. 
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Searching for Job Orders 

Once you’ve entered all of your criteria for the search click Run 
Search. 

Click Return to Home Page to go to the login page. 
 
To clear this criteria or run another search click Modify Search. 
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Using Helpful Links 

Click Helpful Links to access more resources for your Job Search. 
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