
Electronic Transfer Requests 
Instructions for Submitting a Transfer 

 
Start by accessing the Internal or External job postings on SJNet or one of the kiosks in the Health 
Centre. Note: SJNet can be accessed from home by logging into the Staff Portal. 
  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Click on the position you would like to apply for.  You will be taken to the posting details screen 
where you will be able to view further information.   
 

Updated: November 15, 2014  



 
 
If you would like to email yourself a copy of the posting to review later, enter your email address in 
the field above.  You may use your either your St. Joe’s email address, or your personal email 
address.  Please note this DOES NOT submit your application for transfer.  To be considered for 
transfer, click on the “APPLY FOR TRANSFER” button and enter all relevant information.   
 
The process shown below is for an internal position, however, the process to apply for a position 
which has passed the 7-day posting period and has been posted externally is identical to that of the 
internal. 

 
 
Steps to submit your transfer application: 

1. Start by entering ALL information at the top of the form.  If any fields are left blank the 
system will not allow you to proceed.  
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Please ensure you are entering your internal St. Joe’s Email address. Personal email address will not 
be accepted.  Only the user ID portion of the email address is required. 

 
2. Next, either attach your resume or enter your details on the form:  

 
a. Upload your resume: 
 Click on “Option #1: Upload your own Resume.  
 The form will drop down, click “Browse” 
 Locate your file, and click on it to select, then click “Open”  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 The name of the file you selected will now appear beside the “Browse” button 

 
 

b. Enter your own details - If you do not have a current resume, or prefer to enter the 
details on the form directly  

 Click on “Option #2: Enter your own details.  
 The form will drop down to reveal all required fields.   
 Throughout the form you will notice           boxes.  Hold your mouse over these and 

further information/instructions will pop up to assist you.  
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 Employment History at SJHC 
o Starting with your most recent position and working backward, enter all details for 

each position you have held at St. Joseph’s. If you are unsure of exact dates of hire 
or transfer, please select the first of the closest month and year.  

o For your current position, select “Present” you will not be required to enter an end 
date 

 
 
 
 
 
 
 
 
 

o If you have held more than three positions and need additional lines to complete 
the form, click on “Add more employment history at SJHC”  
 

 Other Employment History - This section should be used to enter any other relevant 
positions you currently hold, or have held in the past.  
o Starting with any current position you hold enter all details for each position. If 

you are unsure of exact dates of employment, please select the first of the closest 
month and year. 
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 Relevant Education / Courses - This section should be used to enter any relevant 

education or courses you have completed or are currently enrolled in. 
o For courses you are currently enrolled in, please select “In Progress” You will 

then be required to enter an “Anticipated Completion Date” 
o  

 
 
 
 
 
 
 
 
 

o If you need to enter more education click on “Add more Education/ Courses”.  
 

 Note, each line of information is required to be completed entirely, i.e. if you enter 
data into one field in a given line, all other fields on that line must be filled out as 
well.   
 

 Additional Information – If you have additional information you would like to 
provide in order to be considered for a position, please enter it in this section. Please 
remember, Human resources WILL NOT be referring to your personnel file, or any 
previous documentation submitted when considering your request for transfer, all 
information must be included on the form or in your attached, updated resume.  

 
 
 
 
 
 
 
 
 

 
3. Once you are satisfied with the information you have entered, click on “I agree” 

 
 
 
 
 
 
 
 
 
 
 
 
 
 If you would like a copy of the information you are submitting, please print this page PRIOR 

to clicking “Apply”.  HR will not be providing copies of submitted transfer requests. Once 
you have printed the document, please click “Apply” 
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 If you miss a required field the system will highlight this for you when you attempt to submit 
your transfer. 
 
 
 
 
 
 
 
 
 

 Scroll up to find the highlighted field and enter the appropriate data. 
 
 
 
 
 
 
 
 
 
 Once you have located and completed the missing fields, scroll back down and click 

“Apply” again 
 
After clicking apply, you will be taken to the following screen: 
 
 
 
 
 
 
 
 
 
  
 
 
 
 
 
 
 
Provided you have correctly entered your St. Joseph’s Health Centre email address, you will receive 
an email confirmation within a few minutes of submitting your application.  If you do not receive 
this email, please follow the instructions above.  
 
If you would like to review and/or apply for additional positions, click “Return to the list of job 
postings” 
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