
Marshall University: Introduction to People Admin 
 

Creating an account 

1. Visit www.marshall.edu/human-resources and click on the Job Opportunities tab. 

 

2. You can click on the “job opportunities” tab or choose a type of employment in the 
drop-down menu.  

 

Once you choose an employment type, it will take you to the university’s job page.  

3. You will choose the “Log In/Create Account”. 

www.marshall.edu/human-resources
https://www.marshall.edu/human-resources/job-opportunities/


 

Note: If you have an existing account and need to reset your password, please email us 
at recruiting@marshall.edu with your name and email address. We will send you a 
system-generated email to reset your password. 

4. You may create an account or log in with LinkedIn.  

 

5. To create an account, enter the required information and click “Create Account”.  
 
 

mailto:recruiting@marshall.edu


 
 

6. If you wish to log-in through LinkedIn, you will enter your credentials and sign in.  



 

Once your account has been created, you are no eligible to apply for jobs at the university! 

 

Search/ Apply for Open Positions 

1. Once you logged in to your People Admin account, you will click on the “Search 
Jobs” link.  



 
2. Click on the “View Details” and you will see the job description, educational and 

experiential requirements for the position. You can click on the “Apply for this Job”. 
link.  

 

 

 



3. You will complete contact and general information. All boxes marked with an 
asterisk are required to submit your application. Below are the categories you will be 
asked to complete.  

 
 Note: If you have your employment information on your resume, you may attach it in 
lieu of entering information on that section of the application. 

4. You may enter the voluntary demographic information and then click “save and 
continue”. 

5. You will enter your contact information and answer the general information 
questions, and then click “Save and continue”.  

6. You will then attach any documents needed to apply for the position and then click 
“Save and continue”.  

7. You will enter your High School Education information and may add Post High 
Education if applicable. Next, please add training and additional information is 
applicable. Click “Save and continue”. 

8. You will click on the “Add Previous Employers Entry” and all required information (as 
notated by the red asterisk). If you have additional employment, please click on the 
“Add Previous Employers Entry” to include their information. Click “Save and 
continue” once completed. 

9. You will need to list a name and phone number for three references. Click “Save and 
continue”. 

10. Answer the supplemental question(s) and click “save and continue”.  
11. You may complete the additional information on this page and click “Save and 

continue”. 
12. If reference letters are required of this position, you will enter your reference’s full 

name and email. The system will solicit the letter via an email from your reference.  



Please click “Save and continue”.  
Note: Check the posting for the minimum number of reference letter the search 
committee requires. If you do not enter the minimum number of references to be 
solicited, the system will not allow you to submit the application.  

13. Review your application. You can click on any of the sections that are either marked 
with a green checkmark or a red X to make changes in that section. Once the review 
is complete and your application has all green checkmarks, you will enter your 
initials and click “Certify and Submit”. You will be given a confirmation number and 
sent an email confirmation. Your application will be saved under the “Your 
Applications” menu as shown below.  

 
Your information will be saved to your account, allowing you to apply the same 
applications to other job postings. Additional job postings may require different or 
additional information and documents. Information filled out in your previous 
application will be automatically entered into any new applications. You may edit, 
update, and information with each application.  
 
 

Please contact recruiting@marshall.edu with any questions.  
 
 
 

mailto:recruiting@marshall.edu

