
Creating an Application Prior to Jobs Being Posted 

1. Go to… https://jobs.liberty.edu/. 
 

2. Click “Create Application” in the left-hand column. 

 

3. Choose your application type you wish to complete and click “Go”. 

 

4. Enter a Username and Password… Please Note: Your username should be the first 
letter of your first name, your last name, and the last four digits of your social security 

number, (i.e. rsmith1234
 

). 

 

 

 

https://jobs.liberty.edu/�


For your convenience you may want to write down your user information below: 

My USERNAME is:______________________________________________ 

My PASSWORD is:______________________________________________ 

 

5. Choose a security question in case you forget your password. 

 

 

6. Now you may continue on to complete the Application Process. 
 

7. At the very end after you confirm you application, you should receive the below 
notification. 

 

 

 

 

 

 

 



Attaching Your Application Once Jobs Become Posted 
the First Week of February 

 

1. Click “Search Posting” or click the radio button for the type of position you are 
seeking. 

 

 

2. Once you see a position of interest, click the “view” button. 
 

 

 

 

 

 

 

 

 



 

3. If you want to apply for the position, click the “apply for this posting” button…  

. 

 

4. Scroll to the bottom of your application, you have 3 choices: 
1. You can “edit” your information” 
2. You can view your application 
3. You can apply for this posting using the current data 

 
 

5. Follow the steps on the next 2 screens and then confirm your application…MAKE SURE 
YOU RECEIVE A CONFIRMATION NUMBER.  When you receive a confirmation number, 
you have successfully applied for this position. 

 


