Registration Information.
1. How Do I Apply?
 You may apply at our website by visiting Careers.fiu.edu. If you are an External applicant, please
select Prospective Employees. If you are Currently a FIU employee, please select Current
Employees. For Faculty positions, please visit facultycareers.fiu.edu.



You will then be redirected to our Careers portal. If you haven’t already done so, please create
an account.




Once an account is created, you will be able to apply to any job of your interest.
Please keep in mind the following:
o Use Firefox Mozilla or Google Chrome
o Only have the application open, close all other windows.
o The system will log you off after 20 minutes for security purposes.
o If problem persists, please clear you cache.

2. How to Apply as Current Employee?
 As a current FIU employee, please select Current Employees.



You will then be redirected to My.FIU.edu. Please login to your account.



Then, follow the navigation below:

Time-Out Information:
3. Can my application time-out?
 Yes. You are timed-out after 20 minutes of inactivity. Also, throughout the application ensure
that you are clicking the “Save” button. This will allow you to save your application and if timed
out, you can re-enter into your Careers Account. Click My Activities and under Applications you
will find your application and the position with a status of Not Submitted. You can then re-enter
into your application and finalize the application.

4.

What happens if I'm timed out?
 Unless you save your work as you go, once you time-out deletes everything. If you save your
work, but then go over the 20 minute time-out, you lose anything entered after the last Save.

5.

How can I prevent being timed out?
 Saving your application will ensure that your application does not time-out. If you get
interrupted in the middle of filling out the application, take the time to “Save” prior to leaving
your workstation. Please ensure that the only webpage open on your browser is careers.fiu.edu.
Use recommended browsers (listed under Troubleshooting section below).

Application on Draft Mode (Saved not Submitted):
6. How to Submit an Application on Draft Mode?
 Please log into your careers account by visiting Careers.fiu.edu and follow the below steps:
 Click on My Activities link.



Find the positions, It will read Not Submitted next to it.





Select the position and continue the application process.
Please remember to hit Submit Application
If you select Save as Draft you will be able to go back in and make changes.

Recruitment Process
7. What is the Administrative / Staff Recruitment Process?
 Once your application is received, it will be screened by the assigned Recruiter. If your
qualifications match those of the evaluative criteria established by the Hiring Manager, your
credentials will be submitted to the Hiring Manager for consideration. If your qualifications are
not deemed to be a match, you will still be able to express interest to other opportunities.

Applicants who progress to the next stage of the process will be contacted by either the
Recruiter or the Hiring Manager to schedule an interview to further discuss qualifications for the
position of interest. Candidates who are interviewed, but not selected for the position will be
contacted by the assigned Recruiter or the Hiring Official. All final decisions are made by the
Hiring Official, in consultation with the Division of Human Resources.
8. What is the Student / Temp Employee Recruitment Process?
 Our student/temporary employment recruitment process differs from our Administrative/Staff
procedure. Once an application has been submitted, our office forwards it to the hiring
department for review. If your qualifications meet the hiring departments need and you are
selected for an interview, the department will contact you.

Citizenship inquires:
9. Does this positions require a U.S. citizenship or a legal permanent residency?
 We encourage all applicants to apply to our positions. At the time of hire it is the applicants’
responsibility to provide proper documentation for employment purposes. Otherwise, each
department decides if they are able to sponsor individuals to work for the University.

Forgot Password Or Username:
10. What to Do When I Forget My Password or Username?
 If you have forgotten your username or password please select Sign In.



You will then be redirected to the Login Page.



Select Forgot User Name to find your username or click Forgot Password to find your password.

Truescreen:
11. How Do I Complete the Background Check?
 In order to complete the background check you will need to follow the instructions sent by our
background check vendor, TrueScreen. If you haven’t already received it, you will soon receive
an email from applicationstation@truescreen.com with the following content:
Dear Applicants Name,
Florida International University is committed to the safety and security of its student body, faculty, staff
and surrounding community. As a result, their policy states that All prospective candidates for
employment at Florida International University (FIU) in a regular full-time, part-time or temporary
position will, at a minimum, be subject to a reference check, a criminal history check, and any other
background check required by law.
FIU has requested that you provide authorization to Truescreen, Inc. to complete a background
investigation. Please note that the background investigation will NOT be initiated until you provide
required information and authorization.
To complete the forms, please follow the instructions below:
1. Click the link below to access the Application Station Web Site:
https://www.applicationstation.com
NOTE: If the link above does not open, just type www.applicationstation.com into your browser and
enter the Application Station Code of: FIU1699033EA to continue.
2. Create an account using the Sign Up Now Button.
NOTE: If returning, please skip this step and use the account you created originally.
3. Sign In using the account created in Step 2.
4. Follow the online instructions on the Application Station Web Site, which will guide you through the
process.
NOTE: If you are asked for your Case Reference Number, please use this ID: 1234567 (you will have a
unique case reference number).
If you have questions about the information you are being asked to provide, please contact Recruitment
Services within the Division of Human Resources or your assigned Recruiter at 305-348-2500.
If you experience technical issues logging on to the Application Station site, please contact Application
Station Support at 888-291-1369 x2006.

References:

12. How to Add References?
 Go to Careers.fiu.edu and sign in.



Select My Activities



Select the job you would like to add references.



Please add your References by selecting the Manage Reference



Please make sure to press Save.

Sign on
13. How to Complete a Sign on Packet?
 Please log in to your careers account by visiting Careers.fiu.edu and follow the below steps:
 Click on My Notifications.



Click on You have a Job Offer.



Click on Acknowledge offer, then press accept.



Scroll down the page and enter your Social Security number.



Click on Sign on Admin and Staff and complete the form.



The Sign-On packet requires Java. Also, it is not compatible with Safari and Internet Explorer, try
using Firefox Mozilla.

