
How to submit an employee referral 

After you have uploaded your resume (step 2) and completed the questionnaire (step 3), step 4 of the 
application process is the referral source questionnaire. 

Follow these steps: 

1. In “How did you learn of the job?” field – select Referral from the drop down menu 

 

 

2. In the “Additional Information” field – select City of Calgary Employee from the drop down 
menu 
 

 

  



3. In the “Specific Referral Source” field – enter the First and Last Name of the City of Clagary 
employee 

 

 

4. After entering the City of Calgary Employee name, click Next to continue. 

 


