
How to use PeopleAdmin
Capilano University’s applicant tracking system (ATS)



Our positions are divided into Faculty & 
Non-Faculty positions.

Faculty includes Instructors, Lab 
Supervisors, Librarians, etc. 

People Admin



Job Alerts Here you can see a menu with further information. The 
“Job Alerts” page is a very useful tool for candidates.  



You will see the jobs available at Capilano broken down 
into each department.

We encourage applicants to subscribe to the areas they 
are most interested in. By doing so, you will receive an 
email notification when a new position is posted in that 
department. 

Job Alerts



Finding Positions
The ‘Search Jobs” page will show you all 
of our current open positions.

You can narrow the search by using key 
words. 



Job Description

If you follow this link, you will be 
brought to a document with more 
detailed information about the role 
and responsibilities.



The first step when applying for a 
position in Capilano University is to 
fill in the details with your personal 
information. 

Applying for a Position



Applying for a Position
The general information 
section is helpful for us to 
know where you heard of 
this position!



Applying for a Position

The second step is to fill 
out the supplementary 
questions. These 
questions will change 
depending on the 
departments needs.



Demographic Information

In this webpage we ask you to fill in your 
Demographic Information. 

The collection and analysis of this 
information will help carry out the 
University’s obligations under the 
Employment Equity Act. Please note that 
the completion of this form is voluntary. 
Any answer provided will be kept 
confidential.



If you have been selected for 
interview you may be asked 
to provide references as a 
next step in the hiring 
process.

You will receive an email the 
looks like this, informing you 
to add your reference contact 
information to the 
PeopleAdmin site. 

You will need to log into your 
profile on PeopleAdmin.

Uploading References



Once in PeopleAdmin you will 
select ‘Your Applications’ tab. 

At the bottom of the new page, you will have 
your completed applications. To add your 
references, you will select either ‘Edit’ or 
‘Update’ which you will see under the job title. 



To input the contact details 
select the ‘Add References 
Entry’ button.

You will need to select the 
same button to input a 
new reference. 



Once you have inputted the contact details for your references, 
please click save and continue. Please check this page for any 
mistakes, particularly with email addresses and phone numbers. 

Finally click ‘Certify and Submit’ to save these details. This will then 
notify the HR manager that the reference information has been 
uploaded to your profile. 



Once the HR manager has contacted your references you will be updated on the next step 
in the interview process. 


