Welcome to the 

Illinois Legislative Staff Internship On-Line Application

ILSIP Application Process
1. Go to CareerConnect and login using the username and password you received via email.
2. Click on the Search for Openings  tab and the Openings Targeted to UIS Students/Alumni.
3. This will bring you to the Job Postings page. Find the field – KEYWORDS. In the Keywords search field, type ILSIP and click on Search.
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1. Completed ILSIP application
2. Current resume
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4. Thiee current references (two from facuty and third from faculty
or emploer)
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There should appear three jobs:

a. ILSIP Legislative Research Unit

b. ILSIP Legislative Research Unit – Science

c. ILSIP Partisan Staff

5. Click on the job or jobs of interest.
a. After you have selected the position or positions of interest, there are a number of fields to complete on the left. 

b. If you have already uploaded your documents, some of these fields will already available for you.

c. If you have not uploaded your documents, they will be available only after you upload your documents.

6. For information on uploading documents, please consult the Uploading Your Documents instructions.
7. If you have all of your documents uploaded and are ready to submit your application skip down to number 15.

8. Under most circumstances you will have everything you need to complete the application process except the actual application.

9. At the bottom of the above picture, there is an attachment section. This section should be on the left when you are looking at the job description for the position of interest. In the above picture, it is shaded red.

10. Click on ILSIP Application and a new internet browser window should open with the application in it. The application is built on Adobe Acrobat and as such you will need Adobe Acrobat Reader to view it. Click here to download  Adobe Reader.

11. Once you have selected the ILSIP application, save it as a file to your computer and complete the fields. 

12. After completing the ILSIP application, save your changes on your computer and then upload the document, ILSIP Application, using the instructions in Uploading Your Documents.   

13. After you have uploaded all of the documents necessary for application, be sure to select your resume of choice. The program allows you to upload multiple resumes.  If you have uploaded more than one resume, be sure to select the one you wish to use for the application. View the field that is shaded aqua in the above example.
14. The program also allows for more than one writing sample. Please be sure that you have collected your writing sample of choice for inclusion in your application to the Legislative Research Unit. View the field that is lightly shaded purple in the above example. 

You can only select one writing example. If you accidently have two documents that need to be included in the application, then simply go back to My Documents/Resources and click on that document.

15. The second document may be uploaded but will need to be renamed and uploaded under its proper category or Other Documents, the catch-all for any other documents not listed.
16. Every other document has a check box next to it. You are required to select each document to add it to your application for submission. It is important that you select each item that is needed for a complete application. View the above example, shaded lightly in orange.
Please note that after an application has been submitted, materials cannot be added or changed.
17. When you are satisfied with your application, select the submit button. View the example, a shaded green oval.
18. Following submission, you should receive a confirmation e-mail stating that your application was successfully submitted.

If you have any questions during this process please consult with the other instructions or contact Barbara Van Dyke-Brown by email at bvand1@uis.edu or by phone at (217) 206-6579.
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