
For staff and managers 



 New enhancements 
• Recruitment 
• Application  

 
 

Agenda 



Enhancements 

 New look and feel, same feature 
 Improved alignment of navigation 
 Better search functionality and 

improved usability 
 



For managers 



 Login Page 
 Home Page 
 Browse Job Opening 
 Create Job Opening 
 Manage Job Opening 

• Job Details 
• Evaluation Criteria 
• Job Postings 
• Hiring Team 
• Approvals 

 Browse Job Opening 
 Manage Applicants 

Inspira Overview 



Login Page 
New version 

Current version 



Home Page (Internal user) 



Home Page (External user) 





Primary Job Opening Information 



Job Details  



Evaluation Criteria 



Job Posting 



Hiring Team 



Approval Workflow 





Browse Job Openings 
 

‘Filter by’ section provides categorization of different 
JO search criteria associated to staff’s recruitment role 



Manage Applicants 
Current version 



Manage Applicants 
NEW version 



Manage Applicants 
NEW version 



My Job Categories 

Return to Manage Applicants 



Print Job Opening 

Return to Manage Applicants 
 

Report can be generated based 
on the JO page section 



Roster Search 

Return to Manage Applicants 
 



Job Posting 



*Note: Tabs or options listed in the dropdown button depends on the recruitment role provided to managers 

Manage Applicants 
NEW version 



Applicant Screening 

*Note:  Applicant Screening tab is accessible only to S/HRCO 

Return to Manage Applicants 



Reports 

<< Return to Manage Applicants 

*Note: Tabs or options listed in the dropdown button depends on the recruitment role provided to managers 

Proceed to Application >> 



For staff as applicant 



Home Page 



My Profile 
 



My Applications 
 



My Roster Memberships 
 



My Notifications 
 



Job Search 
 



My Favorite Jobs 



My Saved Searches and Job Alerts 
 



Apply to a  
Job Opening 



‘Apply Now’ on  Job Posting page 



Step 1: Start 



Step 2: Application Source 



Step 3: Screening Questions 



Step 4: Preferences 



Step 5: Education and Work Experience 



Step 5: Education and Work Experience 



Step 6: Skills 



Step 7: Cover Letter 



Step 7: Cover Letter 



Step 7: Cover Letter 



Step 8: Review and Submit 

All sections 
are expanded 

by default 



Terms and Agreements 



Application Confirmation 


