
CREATING A GC JOBS 
ACCOUNT 

A Step-by-Step Guide (2018 – 2019) 



Why create a GC Jobs account? 

■ Apply for jobs as a student  

– e.g. Federal Student Work Experience Program, Research Affiliate Program 

 

■ Apply for jobs after graduation 

– To apply for most jobs, you must apply through your GC Jobs account 



1. Search jobs.gc.ca 

https://www.canada.ca/en/services/jobs/opportunities/government.html


2. Select “Sign in or create a GC Jobs account” 



3. Click “Create an account” 



4. Press continue at the “Privacy Notice” page 



5. Enter your email address and a password. Press continue. 



6. Enter name and identification – part 1 of 2 



6. Enter name and identification – part 2 of 2 

 If you currently work for the 
federal public service, enter your 
personal record identifier (PRI) 

 You will likely leave blank the PRN 
and the CAF Service Number. 



7. Enter your primary address. 



8. Enter your secondary address (skip if not applicable). 



9. Enter your contact information. 



10. Press continue to receive the confirmation email. 



11. Check your email to confirm your account. 



12. Confirm your account from your email address. It will return you to the login page for your GC 
Jobs account. 

Follow the link 



13. Your account is now confirmed. Login into your account at any time. 



But wait! 

■ You need to add some further information to your account. The areas include: 

■ Your education 

■ Your ability in Canada’s official languages 

■ Your résumé 

 

■  The next slides will walk you through this process.  



14. After logging into you GC Jobs account, click on “Personal information” from the “My jobs 
menu.” 



Note: To return to the “My jobs menu” at any time, select it from the “My account” dropdown. 



15. To add your educational information, select “Education.” 



16. Select “Grade School” and click “Add.” 



17. If you have completed Grade School, select “Yes” and click “Save.” If not, specify how many 
years you spent in Grade School and click “Save.” You will be returned to the Education menu. 



18. Select “Secondary School” and click “Add.”  



19. If you have a Secondary School Diploma, select “Yes” and click “Save.” If not, specify how 
many years you completed in Secondary School and click “Save.” You will be returned to the 
Education menu.  



20. Select “University” and click “Add.” 



21. Enter your University Education Level – part 1 of 2 

Areas of study include: 



21. Enter your University Education Level – part 2 of 2 



22. Select your specializations from your degree program and click “Continue.” 



23. From these general specializations, select more specific specialities and click “Save.” The 
following is a sample if you select “Social Sciences and Humanities” from the previous page. 



24. If you have multiple degrees or studied at college, repeat the process. Otherwise, press “Back” 
to return to the “Personal information” menu. 



25. To add your language information, select “Languages.” 



26. Languages – part 1 of 2 



26. Languages – part 2 of 2. Press “Save” and then “Back” to return to the “Personal information” 
menu. 



27. To add your résumé, select “Résumé.” 



28. Copy and paste your résumé. Note, however, that this is less important than the résumé you 
can attach to your online applications  



29. And now your GC Jobs account is ready! 



Contact the 
GC Student 
Ambassador if 
you have any 
questions: 

2018-19 GC Student Ambassador: Declan Moulden 

 

■ Email: gc.ambassador@uwinnipeg.ca 

■ Facebook: www.facebook.com/GCAmbassadorUW 

■ Twitter: @GCAmbassadorUW 

Follow on social 
media for more info 

on public service 
jobs 
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