
 
 
 

Refer Candidate 
 

Overview 
This job aid outlines the process of referring a candidate using the internal careers site.  

 
Refer a Candidate 

Security Role(s): Employee As Self 
 

1.​ From the landing page, select View All Apps. 
 

 
 

2.​ Navigate to the Jobs Hub. 
 

 
 

3.​ From this menu, there are two paths for candidate referrals, one to refer generally and the 
other to locate a job and refer a candidate. This job aid will show both: 

a.​ Refer a Candidate 
b.​ Find Jobs 

 

 
 



4.​ When you choose the Refer a Candidate action, you will provide some contact information for 
the candidate. You can then refer this candidate generally to multiple Job Areas or specifically to 
multiple Jobs. You can also attach a Resume or Cover Letter. 
Select Submit. 
 

 
 

5.​ When you use the Find Jobs option, you Select the job you want to provide a referral for first. 
 

 
 

 



6.​ You will now see the job posting details such as job description and qualifications. Select the 
Refer button to begin the referral.  
 

 
 

7.​ In this referral screen, you notice that the job you linked from is noted at the top. You will still 
provide contact information and can add a Resume/Cover Letter.  
Select Submit. 



 


