
CREATING YOUR PROFILE 
 
Your e-recruiting profile is your on-line resume with MPHI.  Your profile contains your 
personal information, education, work experience, qualifications and employment 
preferences.  In addition, you will be able to attach documents that you feel are relevant 
to your profile such as your resume, cover letter, writing samples, or letters of reference.   
 
Once your profile is released, it will become part of the MPHI talent pool.  This provides 
MPHI the option to search on your qualifications as openings become available.   MPHI 
encourages applicants to take your time and complete your profile as comprehensively as 
possible.   
 
HOW DO I CREATE A PROFILE? 
 

1. Select the appropriate login link on the MPHI Career home page, enter in your 
user name and password and click on the logon button below.  There is a separate 
link for outside applicants and current employees. 

 
 

 
 
 

2.  This will take you to the Job Seeker Start Page where you will manage your 
profile.   

3. Click on the Personal Data link under the Personal Data section. 
 

 
 
4. Click on the Form of Address drop down list to enter in the appropriate title, and 

then type in your first and last name. 
 



 
 

5. Click on the Save button to save your entries. 
6. Click on the Start Page button at the top of the screen to return to the main menu. 

 

 
 

7. Click on the Contact Data link under the Personal Data section.   
 

 



 
8. Complete the information listed above (phone numbers, permanent and temporary 

residence) and click on the Save button. 
9. Click on the Start Page button at the top of the screen to return to the main menu. 

 

 
 
10. Clink on the My Profile link under the My Profile section.  You will see the 

following screen: 
 

 
 



11. Click on the Work Experience tab and select New Entry to enter in past work 
experience. 

 

 
 

12. Enter in the employer’s name. 
13. Check the box if you are still employed with this employer. 
14. Complete the start and end dates, please note if you check the box that you are 

still employed the end date will disappear. 
15. Select or type in the country and region (state) and city of the employer. 
16. Click on the arrow button next to industry and select the one that best applies to 

the type of industry for the employer you work(ed) for.  If there is not a clear 
choice, select other. 

17. Functional area applies to the area within the business you worked in (i.e., sales, 
human resources, research, administrative/clerical, etc.) 

18. Enter in the title of the job you held for this employer. 
19. Use the drop down list for employment type to make your selection (i.e., part 

time, full time, etc.) 
20. The description field is a free field to type in a brief description of your duties.  

Please note that you can cut and paste into this field from another document, 
however formatting does not always carry over.  We suggest you cut and paste 
from Notepad versus Word to ensure the formatting is consistent. 

21. Enter in last salary, the reason for leaving, employer phone number, supervisor 
name, and the hours per week worked.   

22. Click on the Save button to proceed 
23. To add additional work history, click on New Entry, repeat above instructions and 

save after each job is entered. 
24. Click on the Education tab and select New Entry to enter in your education. 

 



 
 

25. Enter in the name of the institution. 
26. Enter in start and end dates.  Please note that if you are currently attending use the 

anticipated graduation date as the end date. 
27. Enter in country, region (state), and city of the institution. 
28. Select the education type using the drop down list.  
29. Select the education level using the drop down list.  
30. Select the field of education from the drop down list that most closely applies to 

your studies.   
31. Enter in your major/minor. 
32. Indicate with a yes/no as to whether you have obtained the diploma/degree. 
33. Select the highest degree completed box for your highest completed degree.  

Leave the box unchecked if it is not your highest degree completed. 
34. The description field is a free field to enter in courses taken or a description, etc. 

Please note that you can cut and paste into this field, however formatting doesn’t 
always carry over.  We suggest you cut and paste from Notepad versus Word to 
ensure the formatting is consistent. 

35. Click on the Save button to proceed 
36. To add additional degrees, or schools attended, click on New Entry, and repeat 

above instructions.  Be sure to save after each new entry. 
37. Click on the qualifications tab and select Edit to add your qualifications. 

 

 



38. Use the Qualification Group drop down list to select your first category.   
 

 
 

39. Rate your skills as appropriate by clicking on the radio button next to each 
qualification.   

40. You may also enter into the other field any other qualifications that you might 
have that are not listed in our qualifications catalog. 

41. Click on the Save button in the bottom left hand corner to save your entries. 
 

 
 

42. Repeat steps 37 through 41 for the next qualification category.   Please note that 
we suggest you select each group to ensure you are not missing important 
qualifications. 

43. Next, click on the Attachments tab. 



44. Click Add Attachment. 
 

 
 

45. Select the attachment type from the drop down list. 
46. Browse out to attach the file. 
47. Enter in the name of the attachment under the document title field. 
48. Click on the Save button to save your entries. 
49. Repeat above steps to attach additional attachments. 
50. To get to the next set of tabs you will need to click on the next page arrow on the 

right side of your screen.  
  

51. Click on the Desired Job tab 
 

 
 

52. Select the functional area from the drop down list that applies to the type of job 
you desire.  Please note that if you want to select multiple entries, hold the CTRL 
key when making your selections. 

53. Select the level of work experience from the drop down list as well as the 
employment type. 

54. Select the working time and willingness to relocate from the drop down lists. 



55. We ask that you list a required and a desired salary.  This helps us to determine if 
we are in line with your needs before contacting you for a position that is clearly 
outside your range. 

56. Click on the Save button to save your entries. 
57. Next, click on the Data Overview tab to review your profile.  If you wish to make 

edits to your profile, you can go back to the appropriate tab to edit the 
information. 

 

 
 

58. Finally, click on the Profile Release tab and select the Release Profile radio 
button.   

59. Click on the Save button to save your entries.  Your profile is now completed and 
released for the MPHI recruiter to review. 

 


