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Getting started 

Why should I create a resume profile? 

A resume profile is an online resume that you use to apply for Covenant Health career 
opportunities, now and in the future. Once created, all you have to do is maintain and update 
your profile with work experience, education and contact information. 
 
Creating a resume profile gives you access to a variety of features designed to improve your 
job searching experience, including: 
 

 Resume database: Once you register, you‟ll be able to upload your resume and contact 
information to the Covenant Health resume database, giving recruiters easy access to 
your skills when appropriate positions become available. 

 Apply for jobs online: When browsing job postings on the Covenant Health Job Board as a 
registered user you have the option to „Submit your Resume‟ from the job posting. This 
feature automatically sends your resume and contact information to the hiring manager.  

 Be notified about new jobs by email: You can set up job alerts that can do the job 
searching for you! Every hour, your „Job Agents‟ will search the job database and you will 
automatically be notified by email when a new position that matches your criteria is 
posted. 

 
« Back to Questions & Answers 

Why should I choose to be considered for other positions? 

Often, our recruiters conduct searches in the resume database for potential candidates. If you 
choose to be considered for other positions and you meet the requirements, we may invite 
you to apply. When creating your profile, make sure you click „Yes‟ to „Would you like to be 
considered for other positions applicable to your qualifications?‟  
 
If you wish not to be considered for other positions applicable to your qualifications, you can 
lock your profile, making your information unavailable when searches are performed. You can 
change this option at any time. 
 
« Back to Questions & Answers 

How do I set up job alerts? 

To set up job alerts, log in to your account to access your „Career Centre‟ then select the „My 
Job Search Agents‟ link to determine the criteria of the jobs you are interested in. Once you 
are satisfied with your filters, click „Add Search as a Job Agent‟ and create a name for your job 
search agent. You can add or delete job search agents or change your criteria at any time. 

https://covenanthealth.ats.hrsmart.com/cgi-bin/a/searchjobs.cgi
https://covenanthealth.ats.hrsmart.com/cgi-bin/a/mycenter.cgi


 

 
« Back to Questions & Answers 
 

Why can't I log in? 

After you create a profile a confirmation email is sent to the email address you entered during 
the registration process. If you don‟t receive the confirmation email, check your junk, spam or 
trash mail folders to ensure the email message is not being filtered out. Add 
„covenanthealth@hrsmart.com‟ to your safe sender list so that email address is not identified 
as junk or spam in the future. 
 
You may be using the wrong email address/password combination. To retrieve your 
password, click on the „Forgot your password‟ link located below the „Returning User?‟ login 
area of the Job Board page. Enter the email address you used when you first created your 
profile. You will be sent to a page confirming that your password has been retrieved. An email 
will be sent within minutes containing your password. 
 
« Back to Questions & Answers 
 

Applying for a position 

How do I apply for a job? 

To apply for a job, first create your resume profile. Once you've found a job simply click 
„Submit your Resume‟ and complete the application process. You must be logged in to 
complete this process. 
 
« Back to Questions & Answers 

Is a cover letter required? 

A cover letter is optional. However, we encourage you to include a tailored cover letter that 
compliments and supports your resume for each job application. 
 
« Back to Questions & Answers 

What if I miss the application deadline? 

https://covenanthealth.ats.hrsmart.com/cgi-bin/a/getpassword.cgi
https://covenanthealth.ats.hrsmart.com/cgi-bin/a/searchjobs.cgi
https://covenanthealth.ats.hrsmart.com/cgi-bin/a/viewprofile.cgi


 

Late applications are not accepted. Postings close at 11:59 p.m. MST of the closing date, 
make sure to submit your application before the closing date. 
 
« Back to Questions & Answers 

How do I know that my resume was received? 

You will receive an on-screen confirmation acknowledging that you have successfully 
submitted your resume, as well as an email acknowledging receipt of your resume. 
Alternatively, you may also review your „Resume Submission History‟ to confirm successful 
submission of your resume. 
 
« Back to Questions & Answers 
 
Where can I see a history of jobs that I have applied for? 
 
To review the jobs you have applied for, log in to your account to access your „Career Centre‟ 
then select the ‟Resume Submission History‟ link.  
 
« Back to Questions & Answers 

How do I find out the status of my application? 

To review the ongoing status of your application, log in to your account to access your „Career 
Centre‟ then select the ‟Resume Submission History‟ link. Statuses will be shown as follows: 
 

 Open Internal/External: Job is open and accepting resumes. 

 Posting Closed: No longer accepting resumes, your application is being reviewed. 

 Cancelled: Position has been cancelled. 

 Filled:  Position has been filled by another candidate. 
 
« Back to Questions & Answers 

Can I submit my resume without applying for a specific job? 

No, we only accept resumes for current open job opportunities. Visit our Job Board regularly 
for a current list of job postings. 
 
You can create a resume profile and be part of our resume database, giving recruiters easy 
access to your resume when appropriate positions become available. When creating your 
profile, make sure you click „Yes‟ to „Would you like to be considered for other positions 
applicable to your qualifications?‟  
 
« Back to Questions & Answers 

https://covenanthealth.ats.hrsmart.com/cgi-bin/a/mycenter.cgi
https://covenanthealth.ats.hrsmart.com/cgi-bin/a/mycenter.cgi
https://covenanthealth.ats.hrsmart.com/cgi-bin/a/mycenter.cgi
https://covenanthealth.ats.hrsmart.com/cgi-bin/a/searchjobs.cgi


 

How can I withdraw my application? 

To withdraw your application, log in to your account to access your „Career Centre‟ then go to 
„Resume Submission History‟.  You are able to delete your application to any position that has 

this  symbol under ‟Actions‟. This option is only accessible while the job posting is open. 
 
Once you have removed your application, you cannot re-apply to this job. The position will be 
deleted from your „Resume Submission History‟ page. 
 
« Back to Questions & Answers 

Selection 

How do I know if a job offer is legitimate? 

Recruitment Fraud 
 
Recent incidents of recruitment fraud have been reported and brought to the attention of 
Covenant Health at Careers@covenanthealth.ca. Please be aware that Covenant Health 
never requests fees, endorses training through third-parties or directly hires applicants without 
a screening process. These are not legitimate Covenant Health job offers and are fraudulent. 
If you receive a job offer that involves the payment of fees or offers free food and 
accommodation, it is a scam and you are asked to contact: Careers@covenanthealth.ca. 
 
Signs of Recruitment Fraud 
 

 Covenant Health emails always end in “@covenanthealth.ca or @hrsmart.com” 

 Any message styled to look like it was sent from an Alberta hospital or facility using a 
different format is not authentic.  

 Contact information in the form of a mobile phone number or an address outside of Alberta 
is not a Covenant Health office.  

 You are instructed to pay money to secure employment.  

 There is an insistence on urgency and repeated contact from the sender.  
 
What should I do? 
 
If you receive this type of email, please treat the message as fraudulent and forward it to 
Covenant Health at Careers@covenanthealth.ca. Please include the message you received 
from the sender in your email. 

 
« Back to Questions & Answers 

https://covenanthealth.ats.hrsmart.com/cgi-bin/a/mycenter.cgi
https://albertahealthservices.ats.hrsmart.com/cgi-bin/a/mycenter.cgi
mailto:careers@covenanthealth.ca?subject=Recruitment%20Fraud
mailto:careers@covenanthealth.ca?subject=Recruitment%20Fraud
mailto:careers@covenanthealth.ca?subject=Recruitment%20Fraud


 

How long does it take to receive a response for an interview? 

Due to business and operational timeframes, it is difficult to predict when an applicant will be 
contacted.  We strive to connect with candidates within 10 business days from the requisition 
closing date. Only candidates selected for an interview will be contacted.  
 
« Back to Questions & Answers 

Job postings 

What does FTE mean?  

FTE stands for Full Time Equivalent. The FTE defines the position as a percentage of a full-
time job.  For example if a full-time position (1.00 FTE) works 80 hours bi-weekly, a 0.50 FTE 
would work 40 hours bi-weekly or 50% of the full-time position. And a 0.25 FTE would work 20 
hours bi-weekly or 25% of the full-time position. 
 
« Back to Questions & Answers 

How many hours will I work per week? 

The following formula would give you an idea of the hours per week, this only a guide and 
does not override collective agreements. Specific details regarding scheduling hours may be 
requested at the time of the interview. 

 

« Back to Questions & Answers 

What does “open to qualified Covenant Health employees only” mean? 

When a vacancy is open to qualified Covenant Health employees only, it means that only 
applicants who are currently employed by Covenant Health would be considered for the 
position. 
 
« Back to Questions & Answers 

Do I need to complete more than one application, if I am interested in more than one 
opportunity? 

7.75 

x 
19 

÷ 

4 

= 
36.8125 

Hours per shift Shifts per cycle 
Length of shift 

cycle 
Hours per week 



 

Yes, you must apply to each position separately to be considered for each position. 
 
« Back to Questions & Answers 

Working with Covenant Health 

How often are new jobs posted?  

New jobs are posted as vacancies become available. Check our Job Board frequently. 

 
« Back to Questions & Answers 

Where can I get information about living in Alberta? 

There are many wonderful places to live in this province. Whether you‟re changing locations 
within the province or moving here from elsewhere. Please visit the Government of Alberta 
website for the resources and information you need. 
 
« Back to Questions & Answers 

What are the health care regulations or licensing in Alberta? 

If you are a health-care professional wanting to work in our province, you need to be licensed 
or registered with the Alberta regulatory college for your profession. Find out more by visiting 
the appropriate site for your profession. 
 
« Back to Questions & Answers 

Do you offer relocation assistance? 

Relocation may be offered depending upon the level and type of position at management 
discretion. Details on our relocation offering may be requested at the time of the interview.  
 
« Back to Questions & Answers 

Do you hire international health-care professionals? 

If you are internationally-educated in your profession, you are required to complete the 
following: 

1) Register with the appropriate regulatory body in Alberta, and 

https://covenanthealth.ats.hrsmart.com/cgi-bin/a/searchjobs.cgi
https://www.albertacanada.com/immigration/living.aspx
http://www.health.alberta.ca/professionals/regulatory-colleges.html
http://www.health.alberta.ca/professionals/regulatory-colleges.html


 

2) Provide proof of your ability to legally work in Canada – for example, a work permit or 
permanent residency documents. 

 
« Back to Questions & Answers 
 

Searching For Jobs 

How can I use the search feature to find the jobs I am looking for? 

You have the option to refine your search with ‟Keywords‟, which narrows your search 
parameters by searching for all words, at least one word, exact phrase or without that word. 
The keyword search will be matched against entire job posting information which includes job 
title, job description, qualifications, etc. If Area, City/Town, Location or Job Category fields are 
selected, your keyword search will be matched against them only. 
 
If you already have a particular requisition, union or job type that you're searching for, use the 
„Advanced Search‟ option. 
 
« Back to Questions & Answers 

How come the location I want to work at is not shown? 

Only locations with active job postings will be visible in the menu. 
 
« Back to Questions & Answers 

Why are there no results from certain locations when searching for common job titles? 

In some cases, the various Covenant Health locations use different terminology to describe 
postings. If you find that one or more particular area shows no jobs matching a term, try using 
different terms, or view all of that area‟s postings to see what terminology they are using. 
 
« Back to Questions & Answers 
 

Resumes and Cover Letters 

How can I use a different resume when applying for different jobs? 

Only one resume is associated with your profile. We recommend that you have a general 
resume and submit a tailored cover letter for each job you apply to. Another option is to submit 
your tailored cover letter and specific resume under the ‟Cover Letter‟ field. Cover letters are 
only viewed by the specific manager of the posting you are applying to. 
 
« Back to Questions & Answers 

https://covenanthealth.ats.hrsmart.com/cgi-bin/a/searchjobs.cgi
https://covenanthealth.ats.hrsmart.com/cgi-bin/a/searchjobs.cgi


 

 

How do I submit „My Attachments‟ as part of my application? 

Any document you have in the ‟My Attachments‟ section is automatically viewable by the 
hiring manager when they are reviewing your profile for the position you have applied for.  
 
« Back to Questions & Answers 

What if I need to update my resume after I have submitted it? 

If you wish to update your information for positions you have previously applied for, use the 
„My Attachments‟ in your „Career Centre‟. The hiring manager will see the most updated 
version of your resume. You do not want to remove yourself from consideration to update your 
profile, as you cannot re-apply to this job. 
 
« Back to Questions & Answers 
 

Technical Support 

What if I forget my username and/or password? 

To retrieve your password and username, click on „Forgot Your Password?‟ that is located 
below the „Returning User‟ login area of the Job Board page. Enter the email address you 
used when you first created your profile and click „Send‟. An onscreen message will be 
displayed confirming that your password has been retrieved. An email will then be sent to the 
email address you indicated within minutes containing your username and password. 
 
« Back to Questions & Answers 

Who do I contact if I'm having technical difficulties using the application system?  

If your question has not been answered on this page or by the User Guide, please contact us 
so that we can further assist you. 
 
« Back to Questions & Answers 
 

https://covenanthealth.ats.hrsmart.com/cgi-bin/a/mycenter.cgi
https://covenanthealth.ats.hrsmart.com/cgi-bin/a/getpassword.cgi
https://covenanthealth.ats.hrsmart.com/cgi-bin/a/searchjobs.cgi
http://www.covenanthealth.ca/careers/
mailto:recruitmentadmin@covenanthealth.ca?subject=Technical%20Difficulties


 

Privacy 

Will my privacy be protected when I submit my application?  

The information you enter in any application will be used to process your application for the 
position noted and is collected under the authority of Section 33(c) of the Freedom of 
Information and Protection of Privacy Act. If you have any questions regarding the collection 
of this information, please contact our privacy office at privacy@covenanthealth.ca. 
Authorization of Release of Information 
 
By submitting each application, you will be authorizing Covenant Health to contact any 
supplied references for information regarding your qualifications, experience and suitability for 
employment by Covenant Health. This authorization applies to all information which you may 
supply in the job application process. You further authorize the supplied references to disclose 
information on your qualifications, experience and suitability to Covenant Health for the 
purpose of the application process. I may revoke this authorization at any time by emailing 
careers@covenanthealth.ca and indicating my name, address, and competition number that I 
have applied on. A copy of the authorization will be as valid as the original. 

 
At any point in time you may request to have an application that you have submitted removed 
from a competition or your Applicant Profile removed from our application system by 
contacting the Contact Centre at 1-877-511-4455. 
 
« Back to Questions & Answers 

 

mailto:privacy@covenanthealth.ca
mailto:careers@covenanthealth.ca

