
How To Apply for an Internal Job Posting 

Navigate to the Careers section by 
clicking the Menu button. 

All internal job listings are posted in 
the Careers section. 

Click the Menu button. 

Click the Careers dropdown and click 
on Search Jobs. 
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 Browsing job listings 

 On this page you’ll find all internal job 
postings at Ben E. Keith. 

 You can use the search bar and city 
drop-down menu to filter which job 
postings are displayed if the list is too 
long.  

Review the Item Data Coordinator 

 This job sounds interesting and it’s 
located in Fort Worth.  Review its full 
description before applying. 

Click the ...More link. 

Viewing the full job posting 

 You’re now fully aware of the roles 
and responsibilities of an Insurance 
Clerk.  

 This sounds good and you’re ready to 
apply. 
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Click the Apply Now button at the 
bottom of the job description. 

Click the Import Resume button. 

Click the + button. 
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Click the Browse for file button. 

Select the Resume. 

Click the Open button. 



How To Apply for an Internal Job Posting 

Click the Upload button. 

Wait for the file to upload. 
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Click the OK button. 

Ensure the information from the 
resume is correct and click the Next 
button. 
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Fill out the General Questions. 

Click the Next button. 

Review the Diversity Statement. 

Click the Next button. 
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Fill out the EEO Questionnaire. 

Click the Next button. 

Review and fill out the Voluntary Self-
Identification of Disability 
Questionnaire. 

Click the Next button. 

Review and fill out the Veteran Form 
Questionnaire. 
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Click the Next button. 

Review the Candidate 
Acknowledgment and check the I 
Agree to the Candidate 
Acknowledgement button. 

Click the Submit button. 

You will now see that your application 
has been submitted. 




