How to Apply for Jobs at Waypoint: A Step by Step Guide for
External Applicants

To access careers through the Waypoint website simple go to www.waypointcentre.ca and click
the ‘Careers’ tab on the top left hand side of the screen.
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| Want To... Waypoint Centre for Mental Health Care is a University of Toronto teaching hospital and academic research
centre located on the shores of Georgian Bay in the town of Penetanguishene, only 45 minutes from Barrie
and 90 minutes from Toronto,
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Waypoint is a creative, energetic, fast-paced organization that embraces a set of core values - caring,
Contact Waypoint respect, accountability and innovation. We offer:

Join your team

Visit Waypoint

Location, location, location - attractive housing values

Excellent opportunities for mid-career professionals

Renowned accredited clinical programs with a culture of safety

Extensive educational and training opportunities and supports

Competitive salaries and benefits

Great quality of life - cutdeor recreation, theatre, shopping, cultural events
Gold standard Wellness Program

Swim in the pool

Our Provincial Forensic Mental Health program includes 160 inpatient beds and is an active treatment centre
winning world recognitien for its research and innovative pregrams. Our Regienal Program has 141 inpatient
beds and a variety of outpatient services providing specialty mental health care to people from Simcoe
County, Muskoka, and parts of Parry Sound and Duffenn County.

A full array of support services provides rewarding careers in finance, human resources, communications,
information technology, food services, housekeeping, environmental services and health care
administration.

Curious about job postings at Waypoint?
Use our Careers@Waypoint applicant tracking system to create and manage a personal profile, upload your

resume and cover letter, view all yg
applications.

CAREERS.@J Click here for all postings
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http://www.waypointcentre.ca/

Step 2: View and search available job postings

To start, click on the ‘Job Postings’ tab on the left hand side of the page.
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Welcome to the Waypoint Employee Self-Serve Portal

This portal provides secure self-serve access to important information whether you are an employee or a manager. A series of integrated human resource modules that can be deployed together or indwvidually
allow employees to view their pay statements, schedules, entitlement bank balances, and demographics. More modules are being designed now and will be introduced over the next few months.
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Next, you may search job postings by choosing ‘View All’ option from the drop down tabs or by
Division, Job Spec or Date Posted to narrow your search, then click ‘Search’. Job postings are

then listed under description.
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Click the name of the posting to highlight (in orange) that you would like to view. Then click
‘View Details’.
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This is where you can view the details of the posting, including the key accountabilities and

qualifications/requirements. If you would like to apply to this position, please click the ‘Apply’
button.
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GENERAL
Description: Community Clinician RN Pool OPSANS-1
Competition #: SANS OP Pool CCRN-1
Posting Date: 07/21/2016
Status: Active
Type: External

Application Status:

DESCRIPTION

You will be taken to a login page, where you can create your profile. Click ‘Create Applicant Profile’.
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Password: J&
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Create an applicant profile.

Forgot your password?
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Step 3: Creating your Profile

Create a username and password and click ‘Next’.
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Next, create your profile by inputting your personal information. Take note of the email address
in your profile. This is where all automatic notifications or correspondence with the

Recruitment department will be sent. Once you have inputted your information, click ‘Next’.
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Salutation: [ s, v
Middle name: (|
Preferred name: —————)
Contact
Home Phone: —
Work Phone ——
Mailing Address
1
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Country: | canaga v
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You may be required to complete a questionnaire depending on the position you are applying
for. Once you have completed the questionnaire, please click ‘Next’ in the bottom right corner.
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EDIT PROFILE

MESSAGE
Your application profile is incomplete. Please provide additional details before applying for Community Clinician RN Pool OPSANS-1.

‘QUESTIONNAIRES

Employment QuestionnaireTEST

1. Are you authorized to work in Canada?

|--- Select an Answer -

You may want to upload some additional documents to your recruitment profile (i.e. proof of
registration, first aid certificate, etc.). This information will be attached to your general profile
and available to view at any time. You will not need to reattach this information to every
posting you apply to. Note: you can upload your cover letter and resume to be saved into your
profile. You will also need to upload them to apply for the specific posting on a later screen. You
will need to click ‘Select’ to choose the document you would like to upload, then click ‘Upload File’ to
save it to your profile. Click ‘Finish’ when you are done uploading your document(s).
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Step 4: Uploading your Resume

Now that you have completed your general profile, you may now upload your resume and
cover letter to apply for the specific posting. Just as before, press ‘Select’ to find your
documents and then ‘Upload File’ to add them to your application. Once you have completed
this, click ‘Finish’ in the bottom right corner.
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APPLICATION COMPLETE

You have successfully submitted your application.

GENERAL
Description: Community Clinician RN Panl 0PSANS-1T
Competition 2 SANS OP Pool CCRN-1
Posting Date: nrmrans
Closing Date: Not Set
Status: Active
Type: External

ATTACH DOCUMENTS - POSTING APPLICATION

Attach any information such as a cover letter that you want to include for this particular posting application. This information is specific to this particular posting application only and will not be included in your
general personal profile. You do not need to reattach any information that you already added to your personal profile.

No records to display.
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Note: Please ensure you click ‘Upload File’ after selecting your documents or they will not be

properly attached.
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Once you have submitted your application you will receive an email notification (to the email
listed in your personal profile above) that your application is received. You will be redirected
back to the list of available job postings. Note: check your junk mail if you don’t receive the
email notification. If you don’t receive the notification, you may email
careers@waypointcentre.ca to check if your application has been received. Please put the

competition number in the subject line of your email.
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Step 5: Viewing your Applications

After applying for the position, you will be redirected to the ‘Job Postings’ page. From here, you
will see a green checkmark beside the position you have applied for. Note: If you don’t see a
green checkmark, you may email careers@waypointcentre.ca to check if your application has
been received. Please put the competition number in the subject line of your email.
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Congratulations! You have just applied for a job using Quadrant Self-Serve!
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