
There are several ways to get into our jobsite to apply:

Copy and Paste this link into your browser:

1. http://henrico.us/hr/
Under Services click on 

Apply for a Job 
Under Online Service

click on Apply for Jobs through iRecruitment

Or

2. http://henrico.us/hr/
Under Services click on “Become an Intern”

Next: under links click on “Apply for Internship” 
Under Links, click on “Search/Apply for a job”

Note: If you have not created an iRecruitment Account, you will need to 
do so in order to create an application, click Register today.

https://www.myhenrico.org/OA_HTML/RF.jsp?function_id=17134&resp_id=23350&resp_appl_id=800&security_group_id=0&lang_code=US&params=4i6-GqDUuyCAq8qGk8z3LjqziLKxVJYVFVWXogPijaTOXw3VuikvAwkMVplBlMn2&oas=w2pmqBFeqYoAqku1647mcA
https://www.myhenrico.org/OA_HTML/RF.jsp?function_id=17134&resp_id=23350&resp_appl_id=800&security_group_id=0&lang_code=US&params=4i6-GqDUuyCAq8qGk8z3LjqziLKxVJYVFVWXogPijaTOXw3VuikvAwkMVplBlMn2&oas=w2pmqBFeqYoAqku1647mcA
http://henrico.us/hr/
http://henrico.us/hr/


No Matter the method you selected you should be on the screen below 



Browse Opportunities through the Job Search feature:  The fastest way to find intern positions is to 
select under the main organization “General Government” and under Date Posted select “All 
Vacancies” 



From here you should highlight “Intern” within the Job Category and hit search

From here you should see all available intern positions. 



• If you find opportunity of interest, click “Apply Now”

• If you have not created an iRecruitment Account you will need to do so, 

and click Register today.  



Here are the Password Guidelines: 
Passwords must be a minimum of 8 characters and must contain at least one letter and 
one number. 
Passwords cannot contain consecutively repeating characters. 
Passwords cannot contain the user name. 
User will be locked out of the system after 3 failed attempts. 
Passwords will expire every 90 days. 
Passwords cannot be reused within 365 days. 
After you complete the all the fields press Submit.



If you have an account and forgot or need your Password Reset 
• Please enter the email address which you used when you registered. A new 

password will be sent to you at this address. School employees or applicants 
should email edareset@henrico.k12.va.us for assistance. If further assistance is 
needed, call 804-652-3664. General Government employees should call 804-501-
4357.

• If you should experience system trouble, it could be related to scheduled downtime

If you have an account, type in Email and Password and log in, to begin the Application 
process.  



When you create your account:
The first thing they should do is click on “Yes, I have a resume” – attach 

the resume so that it can be uploaded. Repeat the process for cover 
letter, transcript, certifications, etc. 





When you create your account:
The first thing you should do is click on “Yes, I have a resume” –

attach the resume so that it can be uploaded. Repeat the process 
for cover letter, transcript, certifications, etc. 



Complete all sections 
Enter Personal Information:
•Basic Details 
•Address information
•Phone numbers

Add Qualifications and Skills:
•Employment History
•Education Qualifications
•Additional Qualifications – if any  

Enter Preferences:
•Want to find the right job
•Email Preferences

Additional Details:
•How did you hear about us
•Equal Employment Opportunity

When all sections are complete,
click Next, Review, and click Finish



Note: Anytime you see a magnifying 
glass, you should click on it.  There will 
be a field of choices that you can 
select to answer the question that 
was associated with the magnifying 
glass. If you use the radio button to 
select then you will need to press the 
select button. If you click on quick 
select it is automatically done.



This is where Cover Letter, 
Transcript, Certifications etc., and 
additional documents can be 
added.

Look at bottom left and see under Documents there 
is a button “Add Another Document”  click on this 
and File Path – student would select what they want 
to upload,  and under file cover letter or other and 
repeat this process for each document they are 
adding. The files should be Word, PDF or JPG files.









Note: This screen shot is just a sample.  
I’ve not answered the question or 
completed the sections but you should 
complete this information. 

This is just example of all the fields that 
will show all the information that the 
applicant has provided and allow for 
review before they click finish.



If you have already submitted your application and failed to attach 

documents you should log back into your account. 

Once you have logged in you should see three tab across top 

(Personal Information, Qualifications and Skills, Preferences, Login 

Information). 

You will need to be on the Personal Information tab, you will see 

Resume, Upload Resume button, Basic Details, continue to scroll 

until you see “Documents” and look for Add Another Document. 

Click this and add the documents, and save, or …

To edit your application in iRecruitment, you login, click on the 

“My Account” link under the symbol of Pocahontas and then update 

the information on the various tabs. You can hit the “SAVE” button 

at any time.


