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STARS

Description: Yale’s talent recruitment system (STARS) guides you through the 
application process. You can:
• Search for various jobs in your area(s) of interest.
• Create an online personal account to apply for jobs.
• Receive email notifications regarding your job application status.
• Create, update, and store multiple versions of your resume and/or cover letter using 

the online STARS Resume Manager feature.

Follow the steps to perform these
processes: 
• Search For Jobs
• Advanced Search
• Save a Search
• Create an Account
• Apply for a Job
• Candidate Zone
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Getting Started 
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• Go to 
https://your.yale.edu/work-
yale/careers

• Scroll down and click on the 
External Applicants link:

• From the External Applicants 
page, click on the Search 
Openings link:

https://your.yale.edu/work-yale/careers


Search For Jobs

Search for a job in STARS:

1. Navigate to the STARS log in page.
2. Enter search criteria that match 

your interests. 
Ø For a list of all open jobs, click Find 

Jobs without entering keywords.
3. Click Find Jobs.

Ø The Search Openings screen 
appears, displaying any results that 
match your keywords.

Ø The list can be sorted alphabetically, 
by date posted, or by relevance to 
your search.

4. Click a posting to open the 
description for that job. 

Ø Click Apply to job to begin the 
application process, or click Save to 
save these jobs for later review. 

Continued on next page…
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https://sjobs.brassring.com/TGnewUI/Search/Home/Home?partnerid=25053&siteid=5248


Search For Jobs (Cont.)

Apply for multiple jobs simultaneously:

5. Select the check box for any job 
to which you wish to apply. 

6. Click Apply to job(s) to begin 
the application process, or click 
Save to save these jobs for later 
review. 

To narrow your selection:

7. Select the check box for the 
work location(s) where you 
wish to focus your search.

Ø The list will automatically adjust 
to those locations. 

8. To remove a location from your 
search, broadening the results, 
uncheck the location, or click 
the “x” icon that appears next 
to the location in the search 
results. 
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Advanced Search

Conduct a more in-depth job search in STARS:

1. Select Advanced Search. 
Ø The Advanced Search Openings screen 

appears. 
2. Use the available fields to enter as many 

specific search criteria as you wish.
Ø The more fields of information you enter, the 

fewer results will appear. 
3. Click Search Openings. 
4. Click a posting to open the description for 

that job. 
Ø Click Apply to job to begin the application 

process.  
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Save a Search

Save your search criteria for a future search:

1. From the Search Results, click Save this 
Search. 

2. On the Save Search pop-up window, enter 
a distinctive name for this search. 

3. Choose the frequency with which you 
would like this search to run and notify you 
of the results. 

4. Enter an email address where you would 
like the updates to be sent. 

5. Click Save. 
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The Job Posting, Part 1
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The Job Posting, Part 2
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The Job Posting, Part 3
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Create an Account

To save and manage your searches and 
documents in STARS, you will need to create 
an account.

1. In the Sign In box, select Don’t have 
an account yet?

2. Select Agree to the Authorization 
and Release.

Ø NOTE: You MUST Agree in order to 
proceed. 

3. Complete the Let’s Get Started
screen. 

Ø Any field marked with an asterisk (*) 
is required, and must be completed to 
proceed. 

4. Click Continue. 

Revised 08/06/2018 TG138 DIST 11

4

3

1



Apply For a Job

To apply for a job through STARS:

1. Click to open the job record. 
2. Click Apply to Job.
3. Click Let’s get started.
4. Complete the form fields.
5. Click Save and continue. 

Continued on next page…
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Apply For a Job (Cont.)

6. Click Import Profile. 
Ø This will automatically populate the 

contact information, education history, 
and work experience sections on this 
page with information from your resume.

Ø Note this step does not upload your 
resume.

7. Click Add resume/CV.
Ø It is not recommended that you check 

“use my profile”. 
8. Review the information that appears 

and make any necessary changes. 
9. Click Save and continue. 

Continued on next page…
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Apply For a Job (Cont.)

10. Continue the application process, completing each form and clicking Save and 
continue to move on to the next. 

Ø EEO Information
Ø Application Source of Interest
Ø Employment Desired
Ø Education, Skills, Licenses and Certifications
Ø Attachments
Ø Language Skills
Ø Job Specific Questions
Ø Electronic Signature
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Candidate Zone

When you log into STARS, you will be able to view all of 
your saved Jobs, Applications, and Searches from the 
Candidate Dashboard. 

1. Click the Jobs link to display a list of any jobs you 
have saved. 
Ø Click Remove to delete this job from your saved list. 

2. Click the Searches link to display any job searches 
you have saved. 
Ø Click Run search to perform a search through all current 

jobs using the saved criteria. 
Ø Click Actions to Configure the search, renew the search 

for another period, or to delete the search from your 
saved list.

Continued on next page…
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Candidate Zone - Applications 

3. Click the Applications link to display a list of any 
saved or submitted job applications. 
Ø Submitted applications will display status below. 
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Candidate Zone - Profile

To view and update your candidate profile:

1. From the Candidate Zone dashboard, select the 
Candidate Zone dropdown.

2. Select Profile. 
3. If you have a current resume/CV that you would 

like to use as the basis for your profile, select 
Import Profile. 

Ø Click Browse and select your resume/CV from your 
local drive.

4. If you would prefer to enter your profile manually, 
select Enter it myself. 

Ø Complete all required fields under Contact 
Information. 

Ø Repeat this process by clicking Add Education and 
completing all required fields. 

Ø Similarly, click Add experience and complete all 
required fields.

5. Click Save. 
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Candidate Zone – Profile (Cont.)
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Candidate Zone – My Files

STARS can store up to 5 resumes/CVs, up to 5 cover letters, and any additional documents 
you might like to upload (certifications, licenses, references, work samples and more). 
To upload a document:

1. From the Profile, select the link for My Files. 

2. Select the Add button for the document type you’d like to upload. 

3. Select the Browse button from the popup window, and then select the file you wish to 
upload from your local drive. 

4. Select Remove from any uploaded document to delete it from STARS. 

NOTE: Items saved here are not submitted for job applications unless specifically tied to 
the application
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