
 

Job Application for Internal 
Candidates 
 

● Last updated on: 6/1/2026 
● Who this guide is for: PCC employees who want to apply for PCC job positions  

This guide will walk PCC employees through the necessary steps to apply for PCC opening 
positions in Workday.  

●​ Navigating Jobs Hub in Workday  
●​ Applying for a Position - How to fill out the application 

  

Navigating Jobs Hub in Workday 
Jobs Hub 
Access your Jobs Hub in Workday > Menu > Jobs Hub.  

 
 
In the Jobs Hub, you will be able to browse for jobs, apply, and see your previous applications.

 



 

Note 
●​ PCC Only: The position is posted, at the moment, for PCC employees only. They are 

internal positions. They might be open for external candidates in the future, or not.  
●​ Other positions, with no PCC Only: jobs posted internally and externally. 
●​ For non-PCC employees, these positions can be found on the PCC Jobs website. 

 

Browse Jobs 
You can search or use filters to find specific jobs.  
 

 
 

Apply for a Job 
Select a job by clicking View Job, and you will be able to see the job description, minimum 
qualifications, success criteria, and other job details. If you meet the qualifications and are 
interested in the job, click Apply. 
 
Note: Be sure to apply before the deadline (Posting End Date). The job will close at 00:01 on the 
date in the system, so consider applying the day before the end date.  
 

https://portlandcc.wd12.myworkdayjobs.com/External


 

 
 

My Applications 
Once you apply for jobs at PCC, you can check the status of your applications in Jobs Hub > ‘My 
Applications’.  

 

 



 

Applying for a position - How to fill out the application 
Part 1: Same for all positions - Experience, Education, Certification, Language, 
Skills, and Upload Resume.   

If you are a first-time applicant, the fields will be blank, and you will need to fill out each section 
manually. Select Add to include experiences, education, certification, or language.   

To save your information in your profile for future applications, check the box Replace the 
information in my profile with this information at the end of each section. With that, your 
information will autopopulate for any future applications. 

 
 

Experiences 

 
 
 
 



 

Education 
To enter the school name, type the school name (or part of the name) and press Enter.  
Pressing the Enter key will display the options to select.   
 

 
 

Certifications, Language, and Skills 

 
 



 

 
 

 

 
 

Note 
A resume and cover letter are not required here.  



 

Part 2: Questionnaires - Upcoming fields may vary depending on the position. 

Cover letter and resume 
●​ Upload Cover Letter (Required) 
●​ Upload Resume (Required) 

Veteran’s preference 



 

Transcripts 
 

●​ Transcripts (can be optional or required depending on the position)  
●​ Additional information 

 

 
 



 

Part-Time Professional Experience 

 
 

Supplemental Questions 
 

●​ Some positions will require answers to specific questions.  
 

 
 
 
 
 
 
 



 

Review and Submit 
●​ Review your application before submitting it.  
●​ Once submitted, you will be able to see your application or withdraw it, but not edit it. 

 
 

 
 

Have Questions? 
For additional support, contact pccjobs@pcc.edu. 
 

mailto:pccjobs@pcc.edu
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