
© 2007 Plaksa, Inc.  I  All rights reserved  I  Confidential Information                                                       1 

Instructions to Applicants interested in job opportunities at Chino Valley Medical Center 
 
1. Click on link to view open positions at Chino Valley Medical Center. 
 

 
 
2. You will see the list of jobs as displayed below 
 

 
 
3. Job Description and requirements can be viewed by clicking on “View Details” 
4. Click on “Preview and Submit Application” to register and submit application online. 



© 2007 Plaksa, Inc.  I  All rights reserved  I  Confidential Information                                                       2 

 

 
 
5.  Please click on create account to create an account using your email address. You will be required to open 
your email and activate your account. This step will ensure you will receive all email communication from 
human resources. 

.  
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Please pick a secret question and answer. These will be required to reset your password or unlock your 
account in the event you forget your password or inadvertently lock your account. 
 
6.  
 

 
 
 
7. You will receive an email with your access details. You will have to open the email to activate your account 
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8. Activate account by opening email and clicking on activate 
 

 
 
 
 

9. Sign in with email ID and password that you set up. 
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10.  You will be taken to the employment application page 
11.  Section A – Applicant information. Please click on edit to add or modify information. Telephone #, 

mailing address are required to submit application. 
 

 
 
When you click on edit applicant information you will be presented with the following screen to add 
information that will be submitted with your employment application. You can update this information 
anytime by signing into your account on https://www.plaksa.com . Please click on return to application to 
continue filling employment application online. 
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12. Section B Work experience. This section is optional if you are attaching a resume. We recommend 
filling in this section even if you are attaching a resume. 

 

 
 
 Please click on “Add Experience Details” to maintain and include details of experience with employment 
application. The following will be displayed 
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Business Type – Please indicate what type of business you worked for? Please choose one of the values from 
Educational Institution, Government, Non profit organization, Private owner/ self employed, Small/ Medium/ 
Large business. 
 
Job Details 
 
Please fill in the mandatory fields indicated with red *. – Job Type, Job title, job description. 
 
While job description keywords are optional, we suggest filling these. Hiring managers typically look for 
keywords of expertise in your experience which will make you stand out from others.  
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Occupation Category 
 

 
 
Indicate occupation category and type. 
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Skills – These are optional and not needed to submit employment application.. But employers can search for 
certain levels of expertise in either technical or job specific skills.  
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All of these fields are optional. Please click on Save and then “Return to Application” 
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13. Section D Education 
 
Please click on edit to Education to add your education details. This is mandatory for jobs that expect 
minimum education requirements. If the job indicates high school / GED then you will have to add education 
detail for high school. If the job indicates associate or bachelor’s degree then the education details for that 
degree needed to be added by clicking on add education details. You will have the option to enter education 
from any country 
 

 
 
Click on Add education detail to add education record.  
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Only the * fields are mandatory to save the education details on the employment application. 
 
Click on Create to save information and then click on return to application to attach resume and submit 
application. 
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14. Section F – Professional licenses / certifications   (OPTIONAL) 
 

 
 
While this is optional we recommend adding this to  your employment application. Click on Add Professional 
License/ Certification to add details 
 

 
 
 
see example below for how to add a “RN” license detail. You have the option to edit by clicking on the pencil. 
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EXAMPLE OF HOW TO FILL OUT A RN LICENSE DETAIL  
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click Add attachments to add resume and or other documents 
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15. Section I  - Citizenship detail 
 

 
 
click on edit to identify work permit and/ or country of citizenship detail 
 

 
 
indicate work permit status if country of citizenship is not United States 
 
 If permanent resident do the following 
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If  not a permanent resident indicate work visa detail 
 

 
 
 
Click on return to application to certify and submit application 
 

15. Click on  I Agree / Accept to agree to the terms and submit application by clicking on Apply Now. 
 
 
 


