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Find the Right Career for You at FirstEnergy 

We are always on the lookout for talented and motivated new employees who 

can contribute to the success of our company. Come and have a look on the 

Careers section of our company website (www.firstenergycorp.com). You can 

find important information about our company and search current employment 

opportunities. If you are interested in a job, you can apply directly online by 

uploading your current résumé. Our online application system also lets you track 

your application status and sign up for job posting email alerts. 

 

How to Apply for a Position at FirstEnergy 

Step 1: Go to www.firstenergycorp.com 

Step 2: Click the Careers button in the orange bar 

Step 3: Click the Search Jobs link on the right side of the Careers page to 

begin your job search 
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Searching for Open Positions 

The Search Jobs link located on the Careers webpage will open the online 

application system to the Employment Opportunities tab where you can search 

the open positions. Click the Job Search link to begin searching.  

 

 
 

 

There are three ways to search open positions: 

Option 1: Select <All> and click the  button. This will access all open 

positions within FirstEnergy. Note that this type of search will take 

longer to display its results. 

 
 

Option 2: Fill in any or all of the search fields. Click the  button. 

Option 3: Click the Application via Reference Code link. Enter the reference 

code for a specific position. Click the  button. 

 

Once the search has been completed, the results will display a list of the open 

jobs that that meet the criteria.  
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Applying for Open Positions 

To view the job posting details, click the job title hyperlink.  

 
 

To apply for a job posting, click the Apply Now button. If you are having 

trouble applying, disable your Web browser’s pop-up blocker. 
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A new window called the Application Wizard will open. From this window, 

click the  button. 

 

The Application Wizard will walk through the steps to complete an application 

for the job posting. In Step 1, if you have already uploaded your résumé, you 

don’t need to upload it again. If you have not uploaded your résumé, either do so 

now or manually enter the information in the appropriate fields. If you want to 

send a cover letter with your application, you can attach it in Step 6. Attaching a 

cover letter is optional. 

 

 
 

 

After completing the Application Wizard, a new screen will display with your 

résumé and information that will be submitted for the job posting. After you 

verify that the information is correct, click Send Application. 

 

 
 

You will receive both an on-screen and an email confirmation that your 

application was sent.  
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Withdrawing an Application 

You can check the status of every job posting for which you have applied or 

withdraw an application.  

 

Click the My Applications link under the Employment Opportunities tab. 

This will display a list of all job postings for which you have applied and the 

status of each application. 

 

Note: If you see a status of Draft, this means that your application has not been 

received by Human Resources. You must go into the job posting application and 

complete it to be considered for the position. If your application remains in Draft 

status for a period of 24 hours, you will receive a reminder notification to 

complete the application process. 

 

The status of In Process displays if your application was submitted successfully. 

 

 
 

If you are no longer interested in a certain job posting, select the square in front 

of that particular job posting title hyperlink. Click the Delete/Withdraw button. 

A pop-up window will appear asking you to confirm that you wish to withdraw. 

Click Yes. This will change your status from In Process to Withdrawn. 
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Creating Job Agents 

Job candidates can receive email notifications – called Job Agents – any time a 

position they are interested in is posted. Use the below steps to create a Job Agent. 

 

There are two ways to create Job Agents: 

• Using the Save as Job Agent button. 

• Using the Job Agents link. 

 

 

Using the Save as Job Agent Button 

Click the Job Search link under the Employment Opportunities tab. Choose your 

search criteria, then click the Save as Job Agent button at the top of the screen.  

  
 

After you click the Save as Job Agent button, a new window is displayed. In 

this new window, name your Job Agent and choose the frequency you want to 

receive email notifications that new job postings matching your criteria are 

published. It is recommended that you select the “Daily” option to avoid 

missing any opportunities. Click the Save button. 
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You will receive an onscreen confirmation that your Job Agent was saved. 

 
 

 

Using the Job Agents Link 

Click the Job Agents link under the Employment Opportunities tab. This will 

display a list of your current Job Agents and give you the option to add, edit or 

delete Job Agents. 

 
 

After clicking the Add button, you will go to the Job Search screen to enter 

your search criteria. Refer to the previous section for the steps to complete the 

Job Agent set-up. 

 



External Job Applicants  

 
8 www.firstenergycorp.com 

Creating Your Candidate Profile 

As a job candidate, you can upload résumés to your Candidate Profile on 

FirstEnergy’s Careers website. When you upload your résumé, your information 

will populate the corresponding sections and fields of the Candidate Profile. 

Before you can create your profile, you must first register on the Careers page 

on our corporate website, www.firstenergycorp.com. 

 

Registering on FirstEnergy’s Careers Website  

To register on FirstEnergy’s Careers website, go to www.firstenergycorp.com 

and click the Careers button in the orange bar. 

 
 

Once on the Careers home page, click the Create a Profile link on the right 

side. This will open a new window for you to register and create a candidate 

profile. 
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Complete the registration information. Required information is marked with a 

red asterisk. If you do not have an email address, please see the instructions for 

how to obtain a free email address. 

 

Once you have entered your information, check the box that states, “Yes, I have 

read the data privacy statement and I accept it.” To complete your registration, 

click the  button at the bottom of the screen. 

After you have clicked the Register button, a window will open prompting you 

to confirm your email address. 

 

You will receive an email within 15 minutes with a link to confirm your email 

address, click the link in the email then click the link called ‘Personal Career 

Pages’: 
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Uploading a Résumé 

To upload your résumé, click the Candidate Profile tab to create your profile. 

 

A simple way to complete your Candidate Profile is to upload your current 

résumé. Click the Browse button to locate your résumé on your computer. Once 

located, click the Upload button. 

 

 

After your résumé has been uploaded, a confirmation message will appear at the 

top of the screen.  
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Adding to Your Candidate Profile 

To view the data that was extracted from your résumé and populates the 

appropriate fields in your Candidate Profile, follow the steps at the top of the 

page. You can identify the step you are in because that step number is 

highlighted.  

 

Within the Candidate Profile, buttons are available at the top and at the bottom 

of each page to let you navigate to the next section of your Candidate Profile. 

Note: Information on the Personal Data portion of your Candidate Profile is 

pulled directly from your résumé. 

 

The online system allows you to add to and edit your profile at any time. For 

example, if you have gained a new college degree and would like to add it to the 

Education/Training portion of your profile, you would click the Add button in 

that section to enter your new information. 

 

 

This will display fields where you can enter your new information. Once you are 

finished completing the fields, click the Save button and your new data will 

become part of your Candidate Profile. 
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Editing Your Candidate Profile 

To edit an item in your Candidate Profile: 

1. Click the square preceding the item. This turns the line item orange, to 

indicate that it has been selected. 

2. Click the Edit button. This will display the current data and allow changes 

to be made. 

 
 

 

Attaching Files to Your Candidate Profile 

In the Attachments portion of the Candidate Profile, you can attach a list of 

references and a cover letter. 

1. Click the Add button. 

 
 

2. Enter information into the requested fields. 

 

3. Locate the document to be attached. 
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Releasing Your Candidate Profile for Candidate Searches 

The Overview and Release step in your Candidate Profile allows you review 

your entire profile as a PDF and release your information to be included in 

candidate searches. This step is very important because releasing allows your 

profile to be accessed by Human Resources’ recruiters. If you do not complete 

this step to release your profile, Human Resources will not be able to locate 

your information to consider you for current open positions. 

 

To release your profile, click the Release Profile radio button and then click the 

Complete button to finish the process. 

 
 

Once your profile has been released, a confirmation message will appear at the 

top of the screen. 

 
 

 

Note: You MUST release your Candidate Profile for our Human Resource 

Professionals to locate your résumé and consider you for open positions. 
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Frequently Asked Questions 

Do I have to manually enter my information into the candidate 

profile section? 

No, the first step of the candidate profile has an option to upload your résumé 

which will automatically populate most of the profile fields. To upload your 

résumé, click the Browse button to locate your résumé on your computer. Once 

located, click the Upload button. Once your résumé has been uploaded, you 

should review your information and make any additions or edits to your profile.  

 

Can I apply for a position even though my profile is locked? 

Yes, you can apply to any position posted on the website if your profile is 

locked. However, locking your profile prevents it from showing up in the 

results of a candidate search by a FirstEnergy recruiter. 

 

How do I know if my application was received? 

You will receive both an on-screen confirmation and an email confirmation 

once your application has been submitted. 

 

How can I check the status of my application? 

You can check the status of all of your applications by clicking the My 

Applications link under the Employment Opportunities tab. 

 

Can I withdraw my application? 

Yes. Click the My Applications link under the Employment Opportunities tab. 

This will access a list of all job postings for which you have applied and the 

status of each application. To withdraw an application, highlight the job 

posting and click the Delete/Withdraw button. This will change your status for 

the position from "In Process" to “Withdrawn.” 

 

Can I send a job posting to a friend? 

Yes. To send a job posting to a friend, highlight the posting that you want to 

send and click the Tell a Friend button. You will be able to add a personal 

message before the posting is sent. 

 

What do I do if I am locked out of my account? 

If you receive the error message “Too many failed attempts,” your account has 

been locked. To unlock your account, click the Password Forgotten link on the 

Logon screen. Enter your user name and email to request a new password via 

email. Copy and paste the new password exactly as it appears into the logon 

screen. Then, you will be prompted to change your password. 
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Tips & Reminders 

● Do not use the Web browser’s Back button  . If you inadvertently 

use the Back button, click the Web browser’s Refresh button  to return 

to the e-Recruiting start page. 

● The fastest way to create a candidate profile is to upload your résumé. 

Uploading your résumé will populate most of the information in the 

Candidate Profile section. 

● The online job system will timeout after 15 minutes of inactivity. 

● If you set up Job Agents, you will receive email notifications when 

positions of interest become available. Job agents can be set to run daily, 

weekly or monthly. 

● The “My Applications” feature provides real-time status of all of your 

applications. 

● Turn off the pop-up blocker in your Web browser. A manual override for 

disabling your pop-up blocker is to hold down your control key while you 

are clicking through each window. 

 

Definitions 

Declined  Indicates you have not been chosen for the position; does not mean 

the position is closed. 

Draft  Indicates you have not completed and submitted your application. When 

in draft status, the recruiter/HR field representative has not received your résumé. 

Functional area  Business unit. 

Hierarchy level  Level of position (i.e. student/trainee, professional level, 

entry level, supervisor/management). 

In process  Indicates your application has been processed and sent to the 

recruiter/HR field representative for review. 

Lock profile  Prevents your profile from appearing in recruiter searches. 

Not under notice  Selecting this option would authorize recruiters/HR field 

representatives to contact your current or previous employers. 

Release profile  Allows recruiters/ HR field representatives to search for 

candidate profiles that indicate interest in a certain open position. 

Search query  Allows you to save selected search criteria so that you can run 

it any time you log into the system. 


