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• Understand how UW-Madison’s recruitment and interview processes work 
for internal applicants.

• Navigate and apply for jobs in the Workday Jobs Hub. Accept an interview 
request online.

• Tips for your application materials. 

• Know when special internal processes apply (Blue Collar Multi-Shift, Referral 
Priority). 

Session Goals



Recruitment Process Overview



Internal 
Application 
Process



Application Process Overview



Apply for an Internal Job 



Workday Jobs Hub and Job Search



Search 
Filters



Apply 
for a Job



Apply for a Job – Contact Information



Apply for a Job - Uploads



Resume samples and examples by job industry:
https://www.indeed.com/career-advice/resume-samples

Follow all instructions in the ‘How to Apply’ section to ensure you are 
uploading the requested documents. Failure to do so may result in not being 
considered for the job.

Application Materials

Align your application materials to include the required and preferred 
qualifications you have direct experience with.
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Apply for a Job - Questionnaire



View Application History 



Workday Jobs Hub 
Application

Live Demo

https://impl.workday.com/wisconsin2/d/home.htmld


• Internal and external candidates cannot reapply to a job 
after they self-withdraw or have been notified they are no 
longer considered for the position.

• Internal candidates will receive this error message when 
trying to resubmit an application:
"You cannot apply to the same job requisition more than once. If you believe 
you have received this message in error, please contact the recruiter for this job 
requisition."

Additional Application Information



Interview 
Process



Interview Requests Through Workday



•If selected for an interview, you will be contacted via email and/or phone. Interviews may 
be scheduled directly or by using the system’s scheduling tool.

•If the scheduling tool is used, you will receive this email:

Interview Requests Through Workday



Interview Requests Through Workday

•Log in to Workday and review the interview task:

•If the times listed do not work for you, click the 'None of the Available Options Work for 
Me' button. Add a comment and contact the recruiter.



Interview Requests Through Workday

•To choose an interview time, click the 'Schedule' button and select a time from the 'Event 
Date' dropdown, then click 'Submit:'



Interview Requests Through Workday
•You will see an on-screen confirmation of your selected time.

•You can access details anytime by going to your candidate home screen and clicking 'My 
Scheduled Events.'



Other 
Internal Job 
Processes



• For current, permanent UW-Madison employees in these titles:

• Custodian, food service assistant, food retail/catering leader and food 
production assistant

• Multiple-shift environments (e.g., first, second, and third shift).

Blue Collar Multi-Shift (BCMS)

• Find jobs in Workday Jobs Hub using the search term, 'BCMS.'

• Two ways to apply.

• Online: Upload an up-to-date resume OR choose a BCMS Form in your preferred language from the BCMS 
site. Complete the form, save it to your computer, and upload it in place of a resume when applying online.

• In person: Bring an up-to-date resume OR choose a BCMS Form in your preferred language from the BCMS 
site. Complete the form and submit it to your division's Human Resources (HR) office, or request a paper 
BCMS form from your division's HR office.

https://jobs.wisc.edu/bcms 

https://jobs.wisc.edu/bcms


Service provided by the Office of Human Resources (OHR) to support eligible employees in finding new 
employment after layoff and in some cases, nonrenewal. Employees enrolled in RP receive expedited 
consideration of their job application and are eligible to bypass the recruitment process.

1. Enroll in RP. Email rp@ohr.wisc.edu and include your layoff or nonrenewal notice.

2. Once enrollment is confirmed, apply for jobs online. Current employees apply through the Workday 
Jobs Hub. Previous employees in RP status apply at www.jobs.wisc.edu. 

3. After applying to a job, forward your application confirmation email to rp@ohr.wisc.edu. 

4. OHR will email you to confirm your application was received and will contact the hiring unit on your 
behalf. The hiring unit will follow up with you directly with next steps.

https://hr.wisc.edu/hr-guides/for-employees/referral-priority-guide-for-employees/ 

Referral Priority (RP)
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Resource Topics Covered

Apply for Jobs at UW-Madison 
as an Internal Employee

• Apply for a job
• View your application
• Withdraw your application

Apply for a Blue Collar Multi-
Shift Transfer

• Apply online 
• Apply in-person

Referral Priority Guide for 
Employees

• Eligibility 
• Enroll 
• Apply

Applicant Resources Page
• Application and interview tips
• UW-Madison terminology 

Tools and Takeaways \\ Resources for Candidates
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Questions?

Contact Us
 uwjobs@wisc.edu



THANK YOU
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