
Step 1
• If you already have a UI/UIC account, login using User Name and 

Password.
• If you have not applied at UIC before, click “Create account.”

HireTouch Application Instructions:
Applicants must apply at https://jobs.uic.edu/

https://jobs.uic.edu/


Step 2:
• Enter information into the required fields (marked with *)
• Click “Save.”



Step 3:
Click “JOB SEARCH”



Step 4:
Select “Show Job Category”



Step 5:
• Check “Faculty”

• Click Search



Step 6:
Select the appropriate job link



Step 7:
• Verify that it is the correct position

• Click “Apply for Position”



Step 8:
Click “Start” for the Faculty Application



Step 9:
Enter information into the require fields (marked with *)



Step 10:
You will need to enter the requested number of references.

Click the link for “+Add.”



Step 11:
You may be asked to select an existing reference or create a new reference.
To create a new reference:
• Enter information into the required fields (marked with *)
• Click “Save.”



Step 12:
Repeat steps 10 & 11 until the requested number of references are listed



Step 13:
• If you have any relatives who work for the University (including the BOT), click the 

link for “+Add”, fill out required information, and click “Save.”

• If you do not, skip this step.



Step 14:
Complete question and click “Continue.”



Step 15:
Applicants should upload a cover letter and CV (or resume).

To upload, click the link for “+Add.”



Step 16: Upload CV
1. Name your document (this is how it will be shown in HireTouch)

2. Click “Browse” next to file upload

3. Select your file and click “Open” (this will be different on a Mac – use standard file selection)

4. Select Document Type

5. Click link for “+Save.”

• NOTE: If you have uploaded an incorrect document, it can only be deleted during this current/active session. Once you log out of the application 
system, you will not be able to delete any previously uploaded documents. 

1
2

3

4

5



Step 17:
Click link for “+Add.”



Step 18: Upload Cover Letter
1. Name your document (this is how it will be shown in HireTouch)

2. Click “Browse” next to file upload

3. Select your file and click “Open” (this will be different on a Mac – use standard file selection)

4. Select Document Type

5. Click link for “+Save.”

• NOTE: If you have uploaded an incorrect document, it can only be deleted during this current/active session. Once you log out of the application 
system, you will not be able to delete any previously uploaded documents. 
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Step 19:
Once CV and Cover Letter are successful uploaded, click “Continue.”



Step 20:
Review your application. You may: review on screen by scrolling down or review on paper 
by printing the document.
• If the application needs to be edited, click “Back” and correct application
• If the application is correct, move to Step 21.



Step 21:
Review the certification.
Click the box for “I agree.”
Click “Submit”



Step 22:
Complete the Equal Opportunity Information Request Form (optional)

Click “Submit” at bottom of the form



Step 23:
Complete the Voluntary Self-Identification of Disability Form (optional)

Click “Submit” at bottom of the form



Step 24:
Complete Recruitment Sources Survey

Click “Submit.”



Step 25:
Done!

If all tasks are marked “Completed”, your application has been submitted.



Step 26:
You will receive a confirmation email from the system once your application is 
received. 
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