User Guide for Applicants
Thank you for your interest in Delaware Technical Community College. This manual was
created as a guide to assist with the application process. Please contact your respective
Human Resources office if you have any further questions or concerns with the application
or the process.

Office of the President
Human Resources Office
Delaware Technical Community College
PO Box 897
Dover, DE 19903
Phone: (302) 857-1632
Fax: (302) 857-1645
Email: oophr@dtcc.edu

Stanton Campus
Human Resources Office
Delaware Technical Community College
400 Stanton-Christiana Road
Newark, DE 19713
Phone: (302) 454-3916
Fax: (302) 453-3028
E-mail: s-jobs@dtcc.edu

Jack F. Owens Campus
Human Resources Office
Delaware Technical Community College
21179 College Drive
Georgetown, DE 19947
Phone: (302) 259-6160
Fax: (302) 259-6767
E-mail: owens-jobs@dtcc.edu

Orlando J. George, Jr. Campus
Human Resources Office
Delaware Technical Community College
300 N. Orange St.
Wilmington, DE 19801
Phone: (302) 573-5469
Fax: (302) 577-3827
E-mail: w-jobs@dtcc.edu

Charles L. Terry Campus
Human Resources Office
Delaware Technical Community College
100 Campus Drive
Dover, DE 19904-1383
Phone: (302) 857-1290
Fax: (302) 857-1297
E-mail: terry-jobs@dtcc.edu
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Welcome to Delaware Tech’s applicant tracking system, PeopleAdmin. All of our open
positions for each of our campuses will be posted to the following website:
https://dtcc.peopleadmin.com/postings/search. Before you are able to apply for a position,
you must first create an account. Let’s click, “Create Account.”

There are two ways to create an account. You can either allow PeopleAdmin access to your
LinkedIn account which will automatically populate some of the fields on your application or
you can create an account manually. If you decide to use the LinkedIn option, please review
your application before you submit it to ensure all of the information is accurate.
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Once your account is created, you will see the message, “Your account has been created.”
You will also receive a system generated email. From the navigation bar to the left, there are
a number of links you can click to navigate the system. Let’s briefly discuss each.

“Search Jobs” allows you to search for particular positions that fall into specific criteria that
are currently open. You can also view all of the open positions in one complete list.
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“Your Bookmarked Postings” allows you to view positions you have bookmarked.

“Your Applications” allows you to view applications you have started and applications you
have completed and submitted. You can also view the status of your completed applications.

“Your Documents” allows you to view any document you have uploaded to your application.
You can also upload documents here.
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“Account Settings” allows you to keep your personal information up-to-date. Here you can
add or update your contact information.

“Demographic Info” is completely voluntary and the information provided is confidential to
the Human Resources Office. This information is used for equal employment opportunity
efforts.

“Help” provides quick information to help you navigate the system.
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Let’s discuss the application process. Once you have found a position on the website that
you would like to apply for, click on the “Apply for this Job” button. This will bring up the
application.

Navigation through your application can be done by clicking “Next” or using the down arrow
and selecting the section of the application and clicking “Go.” The application has six
sections. You will need to review and complete each section. Anything with an asterisk (*) is
a required field and must be completed. You can save your application at any time by clicking
“Save Changes.” Attaching a resume, cover letter, or other supplemental document does not
preclude you from completing the application in its entirety. Let’s briefly discuss the sections
of the application.

The first section is “Personal Information.” You will want to provide your contact information,
general information, and veteran status if applicable.
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The second section is “Education History.” To add your post high school education
information, click on the button, “Add Colleges, Graduate, Professional, and/or Trade
School(s) Attended Entry.” Start with the most recent and work back from there. To add
another education entry, click the “Add Colleges, Graduate, Professional, and/or Trade
School(s) Attended Entry” button. Continue this until you have added all of your entries. Note:
dates must be entered in DD/MM/YYYY format. For example, if the date you need to enter
is for December 17, 2015, this would be entered in the system as 17/12/2015.

The third section is “Employment History.” To add an employer entry, click on the button
“Add Previous Employers Entry.” Start with your most recent employer and work back from
there. To add another employer entry, click the “Add Previous Employer Entry” at the bottom.
Continue this until you have added all of your entries.
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The fourth section is “Online References.” To add references to your application, click on the
button “Add References Entry.” To add additional references, click on the button “Add
References Entry.”

The fifth section is “Applicant Documents.” You have the option to add any document to your
application that you choose. To add a document, click on the blue hyperlink “Add Optional
…” Some postings will have required documents and you must attach those documents
before you submit your application. To add a document, you must click on the “Choose File”
button then select the “Add to my Application” button. You can also write your résumé by
selecting the blue “Write Résumé” hyperlink under “Alternatives.” If you have already created
an application and are applying for another position, clicking the blue “Use Previously
Uploaded…” hyperlink will attach a document that you have submitted with a previous
application.
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The sixth section is “Check for Errors and Submit.” When you get to this section, if everything
is complete, your application will show all section names written in green with a checkmark.
The option to “Certify and Submit” will appear at the top and bottom of your application. If
anything on your application is incomplete you will see the section name written in red with
an X in front of it. You will need to click on the section title and the system will indicate what
the error is. Once the error is corrected, click the “Certify and Submit” button at the top or
bottom of your application.

You have finally reached the “Certification” page. Read over the information provided. You
will need to click the box next to “I certify that I have read and agree with these statements”
and enter your initials. Now you can click the box, “Submit this Application.”
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Once your application is submitted, you will receive a confirmation code. You will also receive
a system generated email informing you that the Human Resources office has received your
application. You can review your application anytime by clicking the hyperlink, “View Your
Completed Application Here.” This will bring you to the “Your Applications” link which will
provide you with the status of your application. You can also apply for another position by
clicking the hyperlink, “Continue Your Posting Search.” This will bring you back to the “Search
Postings” link which lists all of the open positions at Delaware Tech. Please note: Clicking
“Withdraw Application” under “Status” will withdraw your application from the posting and
the system will not allow you to reapply. Only select this if you no longer wish to be
considered for the position.

Thank you for your interest in Delaware Technical Community College.
AA/EOE
Updated: July 2016
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