
FREQUENTLY ASKED QUESTIONS 

COTC ONLINE CAREER SITE 

How long are the postings listed on the website? 

Posted positions are active for a minimum of 7 days (Sunday through Sunday), and may be extended as 
needed per the request of the hiring supervisor. 

Is there a limit to the number of jobs I can apply for? 

There is no limit. You may edit your application prior to applying for a specific position by clicking 
"Manage Applications" in the left margin. 

Do you accept paper applications? 

No, all applications, resumes and cover letters are required to be submitted online through our career site 
by the posted deadline date. 

Do I have to fill out an application? 

Everyone who applies for a position at Central Ohio Technical College is required to create an 
application. All required information is denoted with an asterisk (*). However, the more information you 
provide, the easier it will be to effectively evaluate your skills, abilities and qualifications. 

Can I fill out an application without applying for a specific posting? What will happen to my 

application? 

Yes, you can fill out an application without applying for something specific but please understand that 
nothing will happen to your application. It will not be forwarded on to a hiring department unless you 
apply for a specific posting. 

Can I save an application in the middle of creating it and come back later? 

No. If you exit in the middle of creating your application the information will not be saved. You need to 
fully complete your application, save it, and then you can go back and make edits. If you must exit mid
process, continue through the application completing just the required fields ( denoted with an asterisk). 
When you return, log into the system and click on "Manage Applications" to complete the remaining 

fields before applying for a specific position. Once you apply for a specific position, you may not edit 
your application. 

How long does my application remain active in the system? 

In the new system the application remains active as long as the applicant is applying for jobs and for 
three years from the last job that they applied for. It will be purged from the system after three years 
of no activity. 

How is the EEO information used and is this information required? 

Central Ohio Technical College is an equal opportunity employer. As a matter of policy and 
applicable laws, we are required to request the EEO information from applicants. The information is 
kept confidential and is used to fulfill reporting requirements.






