
CREATE JOB ALERT 
 
Step 1: Defining Your Job Alert from the Careers Job Board 
 
 
 
 
 
 
 

• To receive alerts on all jobs, click “Create Job Alert” 
 
• To specify the type of jobs you would like to be alerted about: 

o Enter Key Words and/or a Location  
o Click “Search” 
o Click “Create Job Alert” 

 
• To specify the organization you would like to be alerted about: 

o Enter the keyword associated in the chart below 
o Click “Search”  
o Click “Create Job Alert” 

 
 
 
 
 
 
 
 
 
 
 
Step 2: Enter the email address you would like the job alerts to be sent. 
  
Step 3: Select the frequency of which you would like to receive notifications.  
  
Step 4: Verify that you are not a robot. Click “Create” 
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