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Instructions for Schneider National’s iRecruitment on-line Career Center 
www.schneiderjobs.com 

iRecruitment works best with Internet Explorer (version 7 or higher are preferred). 
If you have problems and you are using another browser, please try using Internet 
Explorer to see if that fixes your problem. If you are receiving intermittent errors 
since our system upgrade, and you are using Internet Explorer, please try the 
following steps: Go to TOOLS-Internet Options-Clear Your Cookies, Files and 
History. Close your browser, re-open it and try logging in to 
www.schneiderjobs.com again. We are sorry for the inconvenience. If you are still 
having problems that cannot be resolved through this document, please email 
recruiting@schneider.com. 
 
Other Preferred Browsers 

 Internet Explorer 7 

 Firefox 2.0.x 

 Safari 2.0.x (Mac) 

http://www.schneiderjobs.com/
mailto:recruiting@schneider.com
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APPLICATION PROCESS FOR EXTERNAL APPLICANTS 
Go to the External Career Center at www.schneiderjobs.com 
 
How to apply to a Warehouse, Maintenance or Office Schneider Job: 

1. Please go to the Schneider Jobs on-line career center at www.schneiderjobs.com and select Drive, Warehouse, and 
Maintenance or Office signs from the top navigation or the Apply Now drop down.   

 

 
 

 

If you use the Apply Now drop down, you must click on the  button. 
 
2.  Depending on your selection, it will bring you to area introduction page; from here you can select links that will give more 

details about the various departments within that area of the company. 

 

http://www.schneiderjobs.com/
file:///D:\Virtual%20Edge%20Help%20Docs\www.schneiderjobs.com
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Select your Country 

a. Under the Available Opportunities, you need to select your country.  When you mouse over the country, it will 
highlight in Orange. 

  

 
b. Please be sure to view the information on the bottom of this page that will assist Schneider in corresponding with 

you regarding employment opportunities. 
 

To ensure that you receive correspondence e-mails and updates from Schneider.com, please do one of 
the following: 

  
o Please add the Schneider.com domain to your e-mail “safe list.” If you can’t add a whole 

domain name such as Schneider.com you can simply add the e-mail addresses of the 
emails you receive from schneider.com. The main address we will send correspondence 
to you from is recruiting@schneider.com  

mailto:recruiting@schneider.com
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 o If your settings don't allow you to add e-mail addresses to a "safe list" or "white list", 
use your e-mail client's Help section or contact your e-mail/Internet provider's Customer 
Service to help with your configuration options.  

o Disable your e-mail filtering or anti-"SPAM" software."  

 
Schneider National iRecruitment Career Center 
Search for a Job (Vacancies) 

Search for job vacancies on the main page of the Schneider National iRecruitment Career center by entering your job search criteria. 
You do not have to be registered to do a job search. If you are a Schneider Employee, please go through Transit and Employee Self 
Service and use the SNI (US/CA) Employee Self Service responsibility. 
 

 
 

c.   You can search by all, or just one of the options below.   
i. Enter keywords – Use keyword search to return the vacancies with specific keywords. For example searching with word 

'Manager' or Manager% will get you all the vacancies with a Manager word in the name. 
ii. Date Posted – This allows you to select how old the position is 

iii. City Location – This allows you to select the specific city for a position 
Advanced Search 

 



 

 

SchneiderJobs.com Help Guide Page 8 
 

Schneider Jobs 

 

 

If you select the  button, you will be given some additional filter options 
iv. Professional Area – Select the area(s) you are interested in working.  To search more than 1 area hold 

down your Ctrl key and click on as many areas as you want. 
v. Amount of Travel – Select the amount of travel you would like to position to have 

vi. Employment Category – Select if you are interested in Full-time or Part-time positions. 

d. Once you have selected your search criteria, click  button.  All of your results will appear. 

e. If you would like to change your search criteria, click on the  button 
 

Search Results 

Your Search results should appear in a table below the search criteria fields. 

 

 
 
From here you can see: 

 Vacancy Name (number) 

 Job Title 

 Professional Area 

 Location – City, State and country 

 The Date the Job was Posted 

 Employment Status 

 Shift 

 Apply Now 
 

To view more detail on the vacancy, click on any of the openings in the Name column. 



 

 

SchneiderJobs.com Help Guide Page 9 
 

Schneider Jobs 

 

 
 

 
 

Job Basket 

From the search results window or from viewing the detailed job description, you can add a vacancy to your job basket.  Please note 
that if you are not registered or logged into our career center, this job basket is temporary and will not be accessible if you leave 
Schneiderjobs.com and come back.  If you are registered and logged into the career center, you will be able to come back and 
quickly reference the positions that you are interested in by viewing your Job Basket.  This is a quick reference; jobs in this list have 
not yet been applied for.  To apply to the jobs on this list you must use the apply function. 
 

1.  To add a job to the basket, from the search results screen, simply check the box in the Select Column and click on 

button

 
 

2. To add to a job basket from the Job Description, click the   button. 
3. To View Jobs that have been added to your job basket there are several ways: 

a. Job Basket link in upper right corner 
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b. From the iRecruitment Home – Your Job Basket Link 
 

 
 

c. From the Bottom Navigation – Job Basket Link 
 

 
 

Refer 
 

When reviewing a job description there is also a Refer button.  This allows you to send an email to a friend or colleague about the 
opening.  When you click on the refer button a screen like the one below will appear. 

1. Please enter in the email address of the person that you would like to refer the job to 
2. Complete or add your own comments to the message and 

3. Click the  button 
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Step 1: Register to Create an Account and Profile 

Once you find a position that you are interested in, you will need to register to apply (click the Apply Now icon or links).  You will be 
brought to a page where you can Register today, or if you are already registered, click that link to enter in your username and 
password and log in. 
 

 
 

Register Today 

If you are new to the site, you must create a new user account select the Register Today.  
a. If you have an email address, enter all the information requested (email address, Last Name, First Name, a 

password, and confirm your password  
(NOTE:  All correspondence regarding your application will be sent to you via this email address).   

b. If you do not have a current email address, you must create one to apply.  You can create one at Yahoo by going 
to www.yahoo.com   

c. Follow the instructions given by Yahoo and create your email account.  
d. Go back to your login screen on the Schneiderjobs.com Career Center and enter your newly created email address, 

and other requested information.   

e. Click   button 
 

 
 
Step 2: Upload Resume or Other Documents 

If you already have a resume you can upload it by clicking the “Browse” box and manually locating your file. 
a. Please Note: All formats except Microsoft Works (.wps) are acceptable. Word 2007 documents (*.docx) are accepted but not preferred. 
b. You will be prompted to upload documents during the registration process. You can also go back later and upload 

additional documents or make changes by clicking on the link that says UPDATE ACCOUNT OR UPLOAD DOCUMENTS. 
c. Any documents you upload will be visible to all managers for jobs to which you apply. 
d. If you do not have a resume to upload click the “No” circle, then the “Continue” button. By filling in the forms on the next 

few pages, you will be able to create a resume through the program. 
 

Step 3: Enter Your Personal Information 

This is where you will enter your contact information, address and phone numbers. 
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 a. Enter all personal information, if you have a preferred name 
b. Enter in your street address, city, state and zip code 

To Search for State/province enter in the abbreviation or click on the  magnifying glass and this will open up a pop-up 
window where you can type your state or first letter 

c. Enter phone numbers. There are drop-down menus for phone numbers that designate the time in which you would prefer 
to be called.  

d. When finished click on the  to advance 
 
Please note that any field with an asterisk * is required 
 

Step 4: Enter your Qualifications and skills 

This section is optional if you have a resume, but it is helpful to recruiters and hiring managers who might want to quickly review 
your skills. If you do not have a resume and the system is creating a resume for you, please enter your information into the 
description of job duties section. 
 
Employment History 

This section allows you to enter your employment history. 

a. To add a past employer, click the  button provided below the row. 
b. Enter information into all the appropriate fields. 

 
 

c. To add a second past employer, click the  button; you can enter as many previous employers as 

you feel necessary by hitting the  button. 

d. To delete an employer or a row, simply click the  “Garbage Can” button that is all the way to the right of the row. 
 
Education Qualifications 

This section allows you to enter your educational background. 

a. To add an education qualification click the  button provided below the row. 
b. A new row should appear with six blank fields. 
c. The first three (College name, Location, & Degree) are all required fields 
d. Use the drop down menu provided to select the date received. 
e. Click the plus “+” button in the row if you have more than one qualification from an establishment. 

f. Click the    “Garbage Can” button to delete a college or university completely. 

g. When finished click on the  to advance 
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 Note: you cannot advance if there is a row with empty required fields. 
 

Step 5: Enter Preferences 

This section works as a type of job agent for you and allows you to optionally enter your work preferences. This will return a list of 
matching jobs after you register.   

a. You can select keywords, professional area, and employment category, amount of travel, salary range or qualifications for 
matches. 

 

 
b. Click the “Receive General Emails” button if you would like the Schniederjobs.com Career Center to email you with updates 

and new postings. (The process of sending out matching jobs will occur in the near future.) 
c.  Enter in your frequency preference 
d. Do you want to receive the emails in HTML or plain text 

e. Click on the  to advance 
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  Step 6: Create your Resume 

If you do not have an existing resume to upload, Schneider National’s on-line career center will create one for you.  If you selected 
yes to having a resume and uploaded one in Step 3, please advance to Step 8. 

 
 

a. Click the circle below one of layout styles, Schneider National’s iRecruitment Career center will automatically form your 
inputted data into a professional resume template instantly. 

b. Below you can see a preview of your resume and review the information before it is submitted. 
c. Each time you choose a new style it will automatically update however your final style choice is permanent. 
d. If there are any corrections that need to be made use the navigation buttons provided to go back. 
e. (Don’t use the browsers buttons or you will get an error) 

f. Click on the  to advance 
 

Step 7: Additional Details 

Please help us capture some additional information about you and your application. 
 
Source 

a. Please select the posting source that you heard about the job opening from. For Example the job category would be 
internet  

b. Please then enter the Source name.  That would be the specific website. 
c. Please also enter your Veteran Status 

 
 

 
 

To Search click on the  magnifying glass and this will open up a pop-up window where you can type your state or first letter 
 
Equal Employment Opportunity 

Note: Schneider National is required to ask for certain data elements related to ethnic origin and gender in order to comply with 
statistical requirements of the Equal Employment Opportunity and Affirmative Action regulations. You are not required to provide 
this information and any information related to this that you provide WILL NOT BE SHARED with the hiring department. 
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 If you are uncomfortable sharing this information, you can check the I do not want to disclose EEO information  
 

 
 
Authorization and Certifications 

As part of our hiring process, Schneider National also conducts criminal background checks on applicants that have received an offer 
of hire.  Your Date of Birth (format dd-mmm-yyyy or 01-Jan-2000) and Social Security Number (format for US xxx-xx-xxxx and for 
Canada xxx-xxx-xxx) are required for these checks.  This information is used to conduct the background check and complete the hire 
only.  It is not visible or shared to the hiring department. 
 

To complete these checks, Schneider also needs your approval.  Please click on the  button.  This will 
open up a new window for you to read the Fair Credit and Reporting Act Disclosure.   

 
Once you have read this disclosure please click on the “I do NOT Agree” or “I Agree” button.  If you click I do NOT Agree, Schneider 
National will not be able to complete the appropriate checks for hire and will not be able to move forward with you as an applicant 
for the position. 

 
More information on the Fair Credit and Reporting Act is available http://www.schneiderjobs.com/pdfs/fcra.pdf 
 

Confirmation Page 

On the confirmation page you should see a message at the top that says Thank you for submitting your application. 
a. From here you can click the Jobs tab if you would like to perform another search 
b.  Click on the “Home” tab at the top right of page, if you would like to return to the home page. 
c. Click the “Jobs Applied For” link in the blue title bar 
d.  The “Job Basket” and “Logout” links are also available on the top right of the page and the very bottom 

 

 

http://www.schneiderjobs.com/pdfs/fcra.pdf
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Returning Visitor 
 

If you have been to the Schneider National On-Line career center before and created a candidate profile, log in as a Registered User.  
To do this you will need to navigate back to the iRecruitment section of the career center.  See How to apply to a Warehouse, 
Maintenance or Office Schneider Job: 

 
a. Click on the  button 
b. Enter in your username (your full email address) 
c. Enter in the password that you created when you registered 
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d. Click the  

 
 
Forgot Your Password 

If you forgot your password, you will need to use the Forgot Password option 

 
a. To do this you will need to navigate back to the iRecruitment section of the career center.   
b. See How to apply to a Warehouse, Maintenance or Office Schneider Job: 

c. Click on the  button to the right of the Already Registered button. 

 
d. Enter in your full email address 

e. Click on the  button 
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 f. An email will be sent to that address with your password. 
g. When you receive the email, please return to Schneiderjobs.com. 

h. Select the  button 
i. Type the password exactly as it appears in the email (capitalization matters).  
j. Please do not cut and paste it from the email. 
 
Locating Jobs Applied For 

You can view the jobs have applied for and see the corresponding statuses of each one. 
1. On the iRecruitment homepage once you log into the career center  

 

 

 
 

2. Click on the Jobs tab and then JOBS APPLIED FOR and you will be able to view positions for which 

 
There is no need to reapply to a role. 
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Updating Information or Loading Additional Documents 

If you need to update the information in your account profile or upload additional documents, please login and click on the link or 
button at the top of the page which says: My Account.  You can then update any information on your account profile.  
NOTE THAT ALL UPLOADED DOCUMENTS AND INFORMATION YOU PROVIDE ARE AVAILABLE FOR VIEWING BY MANAGERS FOR ALL 
JOBS TO WHICH YOU APPLIED. 

 

 
 
User Account Process for Former Employees Who Worked at Schneider National since October 2008 

(Ex-employees who have not worked at Schneider National since October 27, 2008 need to follow the instructions for External 
Applicants listed above) others, please follow these steps: 

1. Go to Schniederjobs.com 
2. Click on the If you have previously worked for this company, then click here to register with your existing details 

 
3. It will bring you to the Ex-Employee registration page where you can click here to register with your existing details: 

a. At the minimum, these 4 fields are required 
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b. If too many matching records are found, you will be prompted to enter additional information until your unique 

record has been found 
4. After you complete the process, you will be emailed a notification with your temporary password. 
5. You will be prompted to change your password the first time you log back in. 
6. Once you log back in, you can begin your job search, apply for jobs and review the status of existing applications on the 

JOBS tab (see more details in the external applicants section of this document.) 
7. You can also update any account information to bring it up to date. 
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General Frequently Asked Questions 

What happens if I get an error which says ñyou have experienced an unexpected error, please contact your 
system administratorò? 

a. You may have used your browser BACK button. If this is the case, you need to close out of your browser and log back in. 

b. If that does not work, and you are using Internet Explorer, try going to TOOLS-Internet Options-Delete  
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 Delete Files, Cookies, and Form data 

 

 

 

 

Click  

Click  

 
c. Close and re-open the browser and try iRecruitment again. 
d. If you are using a browser other than Internet Explorer, you may wish to try using Internet Explorer. 
 
Please do not use your web browser’s forward and back buttons but the navigation within the application; this includes the tabs, 
buttons and links. 
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What is my username 

Your username is the full email address you used when you registered with the on-line Career Center 
 
How do I Update Information on my Account or Upload Other Documents? 

If you need to update your information on your account profile or upload or change documents, please login and click on the link at 
the top of the page which says “UPDATE MY ACCOUNT OR UPLOAD DOCUMENTS”. You can then update any information on your 
account profile. NOTE THAT ALL UPLOADED DOCUMENTS AND INFORMATION YOU PROVIDE IS AVAILABLE TO MANAGERS FOR ALL 
JOBS TO WHICH YOU HAVE APPLIED. 
 
How do I Determine the Status of My Application? 

The jobs you have applied for, along with the current status of your application, will be listed on your iRecruitment Home Page. 
 
What should I do if I forget my password? 

If you forgot your password, you will need to use the Forgot Password option 
1. To do this you will need to navigate back to the iRecruitment section of the career center.   
2. See How to apply to a Warehouse, Maintenance or Office Schneider Job: 

3. Click on the  button to the right of the Already Registered button. 
4. Enter in your full email address 

5. Click on the  button 

 
 

6. An email will be sent to that address with your password. 
7. Please type the password exactly as it appears in the email (capitalization matters).  
8. Please do not cut and paste it. 

 
What should I do if I have problems logging in? 

Please check that you have correctly entered your log-in details. Your full email address for your username and most recently 
emailed password or the password you used to register.   

 
Whom do I contact if I have a problem with the system or with my application? 

Please contact recruiting@schneider.com or you can use the contact us form http://www.schneiderjobs.com/Contact_Us.html.  
Please provide the following information to help us assist you better: 

 Provide specifics as to the issues you are encountering with our website, please provide details in regards to the exact 
problem that occurred.  Screen shots are helpful 

 What position/opening/vacancy were you applying to? Please include the vacancy name IRC123? 

 What brought you to Schneiderjobs.com?  Was it on Monster or another job board?  

 Did you receive an error message 
o If so, what was the message? 

mailto:recruiting@schneider.com
http://www.schneiderjobs.com/Contact_Us.html
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  What type of internet connection do you have?  

 What internet browser and version are you using?   

 What time of day were you using the system? 

What format should my resume be in? 

It is recommended your resume be sent as either a Microsoft Word, pdf or Rich Text file.   
a. Microsoft Works (.wps) is not supported.  
b. Word 2007 documents (*.docx) are accepted but not preferred. 

 
How do I search for current openings (vacancies)? 

The system allows you to search on all current open jobs, or to set search criteria (such as 'Date Posted,' 'Location' or certain 
'Keywords') to best match existing opportunities to your specific requirements. The system also includes a 'Job Basket' for you to 
store details of all vacancies that meet your requirements, and allows you to apply for more than one position at the same time. 

 
How can I receive e-mail notifications of jobs that match my criteria? 

Once you have logged into your account: 
1) Click on the Search for Jobs link.  

a) Click Save Search.  
b) In the Saved Search Name field, give your search a name.  
c) Check the box next to Notify Me about These Jobs. 

2) Select a job category or job categories in the Job Category area. You may select other criteria if you wish to do so.  
a) Click the Save button.  
b) Click on the Home tab near the top of the page 

3) Click on My Account in the purple navigation bar at the top.  
a) Select the Preferences link.  

4) Select one or more categories in the Job Category area. You may select other criteria if you wish to do so.  
5) Scroll down to the E-mail Preferences section and check the box next to Receive emails of Matching Jobs if it isn’t checked 

already.  
6) Click the Save button.  

Note: To select more than one consecutive job category, hold the shift key and click your mouse simultaneously. To select more 
than one non-consecutive job category, hold the Control key and click the categories you want to select with your mouse.   

 
What are Work Preferences? 

If you have checked the 'Receive emails of Matching Jobs' box, you will be sent new opportunities that arise with Schneider National 
that meet your specified 'Work Preferences' (if you check this box but do not specify any work preferences you will be sent all new 
opportunities). 

 The more specific you are with your Work Preferences, the more limited the amount of new opportunities will be sent to 
you.  

 If you add keywords you will receive any new opportunities that are added where your keyword(s) exist in the vacancy 
name or job description.  

 The system will recognize 'OR' if you wish to include more than one keyword. The system will also recognize 'AND', but in 
this case all keywords would need to be matched. (Please note: using commas or spaces to separate keywords works in the 
same way as 'AND'). Can these directions be on the main site?  

 If you specify a Location, you will only receive new opportunities that arise in that Location. 

 If you specify an Employment Category, you will only receive new opportunities that match that category. 

 
Who will have access to my details once I register? 

If you apply for any specific vacancies, your details will be visible to Human Resources and the hiring department for that specific 
vacancy only, except for your EEO and information required for background checks. 

 
How do I change my personal information after I have submitted my application? 

You can log into the Schneider National iRecruitment system at any time and update your personal details, amend your resume etc. 
Any details relating to a specific application cannot be amended once your application has been submitted. If you have made an 
error on your application, please contact recruiting@schneider.com 

mailto:recruiting@schneider.com
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Can I save my application and complete it at another time? 

No, this is not possible. However, you can complete all your personal and professional details in advance, and upload your resume 
and any other pertinent documentation to your account. When your account is updated with all necessary changes, applying for a 
specific job will be faster and easier.  You can also place the job in your job basket to apply to later. 

 
When and how will I be notified regarding the status of my application?  
Your account will be instantly updated when any change of status is made to your application. You will be able to see details of these 
changes by logging into the system and checking the status history of your application in the Jobs I’ve Applied to. If your application 
is matched, you will be contacted by a member of the HR department directly.  
 
Can I submit my resume for general consideration if there is not an opening that matches my qualifications? 

You may only apply for an open vacancy.  However, your information will remain in our database and be considered for all vacancies 
which match your interests and qualifications just by registering in iRecruitment. 
 
How Do I Withdraw Interest in a Position (vacancy)? 

If you are no longer interested in a specific role, you can withdraw your application.  To do this: 
1) Log into the Schneiderjobs.com Career center 
2) Click on the Jobs Tab 
3) Click on Jobs Applied for  
4) Click the Check box next to the position you want to Withdraw interest for 

5) Click on the  button 

 
 
 
What if I withdrew interest for an opening on accident, can I re-apply? 

No, the system will only allow you to apply for an opening one time.  If you accidently withdrew your interest, please email 
recruiting@schneider.com with the name of the opening (vacancy) that you still would like to be considered for.  Please provide 
both the full name and the IRC123 number. 
 
When I click on the Apply Now/Login/Search for Jobs or Authorizations & Certifications Links and nothing 
happens? 

Please back sure that you do not have your pop-ups turned off.  Both of these links force a new web page to be opened. 

mailto:recruiting@schneider.com

