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Career Profile 

The first time you apply to an internal job posting, you need to update your Career Profile.  This 

is sometimes referred to as the Talent Profile as well. 

You update your Career Profile through your profile under Employee -Time Entry user role.  

Your Career Profile is an opportunity to highlight your experience and you can update it any 

time.  This content is available to your manager, but only you can update your Career Profile. 

When you apply for internal job postings, the information form your Career Profile is populated 

into the job application.  You can add or edit information for specific job applications, if needed.  

And changes you make for job applications can optionally be updated automatically back into 

your Career Profile. 

Log in using their Employee – Time Entry user role. 

 

Click the  Profile at the right-hand corner of the screen, then select Profile.  
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The Personal tab loads as the default screen. 

 

Hover over the Career tab label, and then select Overview sub-tab.  
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Previously Hired Through Dayforce Recruiting 

If you were previously hired through TRCA’s Dayforce Recruiting module, your Career Profile 

might already be populated with information you previously uploaded through your candidate 

(i.e., external) record. 

Career Profile Sections 

The default sections that display include: 

• Summary 

• Work Assignments:  

o You can update the key projects shown from each of your work assignments. 

• Employment History 

• Education 

• Links: Your website or portfolio site, for example. 

• Documents: Your resume or portfolio, for example. 

• Accomplishments: 

o Languages 

o Speaking 

o Patents 

Other sections that you can add to your profile are: 

• Certifications 

• Training 

• Publications 

• Affiliations 

• Security Credentials 

• Military 

• References 

• Job Preferences 
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Add Section 

Click the  button and select a section to add. 

 

 

Updating Sections 

Click the button to add and entry in the section.   

Click the  button if you want to edit an existing entry in the section.  This button might not be 

displayed, in which case you need to hover over the section for it to appear. 
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Below is the pop-up screen that appears when you click  under Employment History that 

allows you to enter information.  And when saved, the update displays as shown further below. 
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Resume 

You can also populate your profile by importing your resume.  When you upload your resume, 

Dayforce will parse it and update any corresponding fields in the Employment History and 

Education sections.  Previous entries will be over-written.   

To begin do so, click the  button.  Then navigate and select your resume file.  

 

Below is a sample of Employment History automatically being updated after Dayforce parsed 

the resume file. 

 

You can continue to modify the content as required.  Click the  or  buttons. 
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You can also upload your resume file and other files to your Career Profile by updating the 

Documents section. 

Below a resume file and a reference letter file are attached to the Career Profile. 
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Careers – My Profile 

Once your Career Profile is updated, when you access Careers (i.e., Recruiting module), your 

My Profile screen (without yet having applied to a job) will display what you updated into your 

Career Profile. 

 

You will notice that the information is not editable – this is because it comes from your Career 

Profile screen and that is where you make updates. 
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Applying to a Position 

To apply to a position, click the Apply button, located either in the posting clip in the Job Search 

list, or, in the detailed posting after you click More and the full detailed posting displays. 
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The My Profile screen will appear, now specific to the job application. 

You can update and customize the content to suit your application more closely.  If so, click the 

 button to add and entry.    Click the  button to edit an existing entry. 

 



TRCA Recruiting – Quick Tips 

How to Apply to Internal Postings 
 

12 
 

Below, the  button was clicked to edit an entry in Employment History. 

 

After you enter your changes, click Save. 

Then click Next at the bottom of the screen. 
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Proceed to complete any questionnaires that are included in the posting. 

 

 

Click Next at the bottom of the screen. 
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Before completing your application, you need to agree to the Candidate Acknowledgement. 

 

When complete, you will receive an on-screen confirmation. 

 

As part of the confirmation, you can decide to update your Career Profile with any changes you 

made during the application.  Click Yes or No. 
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Your My Profile in Careers will display the change you made. 

 

Your Career Profile also updates 

 



TRCA Recruiting – Quick Tips 

How to Apply to Internal Postings 
 

16 
 

Confirmation Notification 

You also receive a confirmation notification in your Message Centre.   

You will also receive a related notification to your Outlook email. 

 

 


