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Search and apply for new Cargill Career Opportunities! 
 

Note:  DO NOT USE the Explorer Back button when applying for a position!   
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Search for a new Cargill Career Opportunity 
 

 

 

 
 

 
 

 

 

To narrow down 
your search use 
the search options 
at the top of the 
screen or any of 
the Advanced 
search options. 
 
If you know the job 
number type it in 
the Job Number 
field and hit enter. 
 
Click on Clear 
each time you 
want to start a 
new search. 

All open positions will show 
at the bottom of your screen 
pertaining to your search. 

 

To view the Job Description, 
click on the Title of the Job 
 
Click Add My Job Cart to 
complete at a later time 

Click on Apply to submit your application 
to this position.  

Click here to Hide or 

Show Search Criteria 

Click on Access my Profile if 
you just want to update your 
profile and not apply to a 
particular job. 
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You will then be prompted to Agree or Disagree to the Privacy Statement  
 
 

 

Log into your profile 
 

 
 

 

 

 

 

 

 

 
Back to Top 

Read the description 
and click on the 
Apply Online button 
(on the top or bottom 
of the page) to apply. 

Clicking on the page numbers allow you to 
go from one job description to the next. 

To get back to your job search 
list click on Back to prior 

page 

If you have logged into the system before, 
type in your username and password to 
access your profile. 
 
If you have never logged into the system, 
click on the New User button and enter a 
username and password of your choice. 
Make sure the username is unique to the 
system in that no one else in the database 
can have that username. Also, do not use 
spaces or characters! 
 
If you have forgotten your username or 
password, just click on the appropriate link. 
You will be prompted to enter your email 
address on the forget password link.  The 
email address you enter must match the 
email address in the database.  An access 
code will be sent to you via that email 
address. 
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Welcome/ Source Page 
 

 

 

 
 

 

Resume/ CV Upload 
 

 
 
Back to Top 
 
 
 
 
 

Once you select the Source Type, a second 
box is displayed allowing you to select the 
corresponding event. Click on Save and 

Continue once completed. 

The next screen allows you to upload a 
Resume/CV. Once uploaded, the system 
will extract data from the document and 
insert the information into fields on the 
Experience/Education section of your 
profile. You will need to double check 
those fields later to make sure the data 
was parsed correctly.  Click Save and 

Continue 

The Progress Bar at the Top of the 
Application shows you where you are in the 
process.  You can go back to a page by 
clicking on the linked wording in that box. You 
are only able to move to a page you have 
already updated 
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Personal Info 
 

 

 

 
 

 
 

 

 

 

 

Select this box if you are Interested in 
hearing about other openings that 
match this job profile (Platform, 
Business Unit, Job Category, Job 
Type, Location). 

 

Complete all fields and 
pages of the application 
process. Mandatory fields 
are marked with an 
asterisk *. 

 

You have the option to Save your application before submitting and come back to it later by 
clicking on Save as Draft. If you choose to Quit the application process, it will NOT save your 
work. 
 

Indicate your primary phone number 
and make sure that there is a phone 
number in the corresponding field.  
(ex. If you select Home Phone as 
your Primary Number make sure the 
home phone number is listed in the 
field next to it.) 

The minimum salary field is also used for the 
job posting notifications and can only have 
numbers in the field. Do not put a currency 
sign in this field. Instead, select it from the 
Currency Selection. 
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Attach your resume/cv file 
 

 
Note:  If there are already attachments in this profile, they can be found towards the bottom of the 
page.  You have the option to delete/modify current attachments or upload additional 
attachments. Or, click Save and Continue if you don’t need to make a change. 
 

 
 

Note:  At this point in the application process, there may be a set of 
Prescreening Questions and Skills relevant to the qualifications of the position.  
All questions need to be answered in order to complete the application 
submission.  
 

 
 
Back to Top 

 

 

 

 
Establishing Relevant Attachments 
 

You have the ability to identify a specific resume or attachment for a 
specific position.   

 

Attach your resume 
(From MS Word, 
Adobe, etc): 
1. Click the “Browse” 
Button 
2. Select the resume 
file that you would 
like to upload 
3. Click on the “attach” 
button 

 

You will see the name of the 
document and the date that it was 
attached to your profile. You also 
have the ability to attach updated 
versions of your resume, if desired. 
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Experience/Education Page  
(This section may not be in all application processes) 

 
Note: If you chose to upload your resume (first time users), the system has already extracted the 
information into the fields, so this section may be complete. However, you may need to update 
the information.  Click Save and Continue to move on to the next page. 

 

 
 

 

 

 
Back to Top 

 

On the Resume Attachment page, 
the files that have been attached in 
your profile are displayed below in 
the Relevant Files section. There is 
an option to Delete on the right side. 
If there is a specific resume or 
attachment that you would like to 
identify for the position, put a 
checkmark in the box next to the 
attachment.  Make sure you click 

Save and Continue when finished. 
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E-Signature Page 
 

 

 
 

 
Summary Page 
 
  Clicking Submit on this page will send your application to the recruiter 

 

The last page of the 
application is the 
Summary/ Preview Page. 
 
Clicking on the Edit button 
will bring you back to that 
page to make changes. 
 
Click the Submit button to 
complete the application. 
 
You can Print or Email 
yourself a copy of your 
application using the 
Print/Email Link at the top 
of the page.  

You will now be required to e-Sign your 
application.  You just need to fill in your 
full name.  It date and time stamps your 
signature and IP address in the database 
once you click on submit at the end of 
the application. Click Save and 
Continue to move forward to the next 
page. 
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My Jobpage  
 

This tab displays a summary and status of your submissions.  There are 
also options to Withdraw or Finish a Draft Submission.  

 

 

 
 

 
My Submissions  
 

This tab will show you the jobs you have completed or saved in Draft.  You 
have the ability to Finish your draft Submission from this page as well as 
Withdraw from a position.  You will also see the Job Status of the position 
(Accepting Job Submissions, No Longer Accepting Job Submissions, On 
Hold, Cancelled, Filled). 

 
 
My Job Cart  
 

This tab will show you the jobs you have placed in your cart when doing a 
job search; they are jobs waiting to be applied to. 

 
 
 
 
Back to Top 

Click Access my 
profile to view or 
edit your general 
profile. The general 
profile settings are 
what the automatic 
email notifications 
pull from. 
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My Saved Searches 
 

This tab will show you the searches you have chosen to save. This is a 
time saving feature if you are always searching the same search 
string/options. 

 
 
My Account Options  
 

This link at the top of the page will allow you to change your username, 
password, email address, etc. 
 

 
Sign Out will take you out of your account. 
 

 
Back to Top 
 
 
 

Unable to Submit or Finish Application 
 

If you are trying to submit your application and the option to Submit or 
Finish is unavailable, the position may have been unposted.  Also, make 
sure you are in the same career section of the Cargill website that you 
started in.   


