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Introduction 
The Exelon Career Opportunity System allows individuals to view current job opportunities and search 
on specific criteria to find jobs that match interests and skills. 
 
When applying for a job, provide as much information as possible in completing the application 
including responding to all Required Applicant Questions.  This will increase the likelihood of 
matching the job opening to which you are applying.   
Fields Required for External Applicant 

• Preferred Method of Contact 
• Name  
• Address 
• Country 
• Primary Email Type 
• Email Address 
• Primary Phone Type 
• Phone Number 
• Responses to Required Applicant Questions 
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How to Search for a Job 

1. Without logging on to ECOS, you can search for jobs right on the Careers Home 
page.   
• Perform a ‘Basic Search’ if you only need to filter the list of jobs by Keywords or 

date Posted. 
• Click on ‘Advanced Search’ to filter and sort your search by multiple criteria. 

 

 

 
Perform Basic 
Job Search by 
entering 
keyword(s) 
and/or Date 
Posted.  Click 
Search. 
 
 
 
 
Or  
click on 
Advanced 
Search for 
more criteria 
to narrow your 
job search. 
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The searchable criteria on the Advanced Job Search page include Location, 
Full/Part Time, Regular/Temporary, Job Opening ID, and Date Job Posted. 
You can also search on Keyword(s).  For help with keyword searching, click the 
Search Tips link.    
2. Enter some or all of the Search Criteria and click Search. 

 

Keyword(s) 
 
 
Location(s) 
 
 
 
 
 
 
Full/Part Time  
 
Regular / 
Temporary 
 
Job Opening ID 
 
Timeframe when 
job was posted 
 
Sort Results by 
 
 
Click Search 
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3. Choose a job opening of interest. 
 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
Click one of 
the job 
openings 
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4. Review job description and click ‘Apply Now’ if you want to submit an application 
for consideration by the Hiring Manager. 
  

 
 
 
 
 
 
 
 
 
 
Click 
Apply 
Now 
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How to Apply for a Job 

1. First time users need to setup their login information via the Register Now link. 
If you are not a first time user, skip to Step 3. 
For first time users, click ‘Register Now’.   

 
 

 
 
 
 
 
 
For first time 
users,  
Click 
Register 
Now 
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2. Complete the Registration process by entering User Name, Password, and 
Confirm Password.  Click the ‘Register’ button.  Please make note of your 
User Name and Password so you can access your account in the 
future. 

   Then skip to Step 4. 

  
3. For already registered users, enter User Name, Password, and click Login. 

 

 

 
 
 
Enter User 
Name, 
Password 
and Confirm 
Password 
 
 
Click 
Register 
 
 
 
 
 
 
 
 
For already 
registered 
users, enter 
User Name 
and 
Password. 
 
Click Login 
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4. After registering and/or logging in, you can continue the application process by 
either uploading your resume or applying without uploading your resume.  It is 
recommended that you upload a resume and have the system parse your 
information to the appropriate fields.  This will decrease the time necessary 
for data entry on the following pages.  If uploading a resume, skip to Step 7.   

5. Click the button to ‘Apply without using a resume’.  Then click ‘Continue’. 
 

 
 

6. Then skip to Step 9 to enter and/or verify personal information to complete the 
job application. 

 
7. Click the button to ‘Upload a new resume’.  Then click ‘Continue’. 

 

 

 

 
 
 
 
Click Upload 
a new 
resume 
 
Click 
Continue 

 
 
Click Apply 
without 
using a 
resume  
 
Click Continue 
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8. Click the Browse button to specify where your resume document is located on your 
computer.  Then click Upload to attach your resume and have it parsed to your 
application. 

 
(Note:  Only documents with the following extensions are accepted:  .doc, pdf, .txt, 
.rtf, .wpd, .wp, .wps) 

 

.wps) 

 
 
Click 
Browse to 
locate your 
resume on 
your PC 
 
 
Click Upload 
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9. Provide as much information as possible in completing the application including 

Profile, Preferences, Work Experience, Education, and Licenses/Certifications.  
This will increase the likelihood of matching your experience and skills to the job 
requirements.  Provide answers to all required questions.  

 
Note:  If you uploaded a resume, your data should have been parsed to the 
correct fields on the following pages.  You should verify that the information was 
parsed correctly and make any necessary changes.  If you did not upload a 
resume, then you need to enter all the information. 

 
 

 

Verify / Edit 
your Profile 
Information 
 
 
 
 
Choose your 
Preferred 
Contact 
Method 
 
 
 
Verify/Update 
Name 
Information 
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Verify/Update 
Address 
Information 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Verify/Update 
Email and 
Phone 
 
 
 
 
 
 
 
 
 
 
Click Save 



 Exelon Career Opportunity System 
 

 

                                                             Exelon Career Opportunity System                                                                
13 

 

 

 

 
 
 
 
 
 
 
Verify/Update 
Preferences 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Verify/Update 
Work 
Experience 
 
 
 
 
 
 
 
Verify/Update 
Education 
History 
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Note:  You may be required to answer additional questions based on the type of job you 
are applying for.

 
 
Verify/Update 
all Licenses 
and 
Certificates 
 
 
 
 
 
 
 
 
Answer all 
applicant 
questions 
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Answer all 
applicant 
questions 
 
 
 
 
 
 
 
Enter 
Referral 
Information 
 
 
 
 
 
 
 
 
 
 
Click 
Submit 
 
 
 
 
Note that 
your 
application 
has been 
successfully 
submitted 
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How to Create a Job Search Agent  
1. If you would like to save your job search and/ or receive regular e-mail messages with 

the search's results, click the Save Search button on the Advanced Search page. 
Creating the job search agent allows you to either repeat your search at a later date (for 
example, if you search using the same criteria every day, you can save the search as an 
agent so you will not have to enter the criteria every time you return to the site), or to 
have the results of your search e-mailed to you on a regular basis. 

 
To create a new Job Search Agent, click ‘Save Search’ from the Advanced Search Page. 
   

 
 

 

Click Save 
Search 
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2. Provide a name for the search you want to save, check the ‘Use As Job Agent’ box, and 
provide a valid email address for the Job Agent to send the search results.  Each saved 
agent will run nightly Monday through Friday and email the results to the email address 
stored with the search.   

 

 
3.  
 
3. After ‘Save Search’ is clicked, the following page is displayed with all your saved 

searches. 
 

From ‘My Saved Searches’, you can edit your search, delete it, or run the search for 
immediate results. 

 

 
 
  

Enter a 
name for 
your search 
 
 
Click Use as 
Job Agent 
 
Enter your 
email 
address 
 
 
Click Save 
Search 


