
How to Apply 

CUPE 
ECE, EA and Support Staff

For more information or if you need assistance with your application, please contact us at 
hr@sd57.bc.ca or 250‐561‐6800 



Make A Future – Creating an Account 
1. Go to (click link) https://sd57-makeafuture.simplication.com
2. Click Register

3. Complete all fields. Be sure to select “ECE, EA and Support Staff” in the “Select
Position Category” dropdown. Once you’ve completed all fields, click ‘REGISTER’
at the bottom.

If it gives you an error saying that there is already an account linked to your 
email, please phone Make A Future at 1-866-806-6851 so they can help you 

access your account. 

https://sd57-makeafuture.simplication.com/WLSBLogin.aspx


Completing Your Profile 

Reviewing & Updating your Portfolio 
**DO THIS BEFORE APPLYING TO POSTINGS!!** 

Login to your Make A Future Account 

https://sd57-makeafuture.simplication.com/

Confirm your portfolio is complete and up to date.  

Click Portfolio, then Personal Info. 



Confirm ALL information is accurate and up to date. 

Once you’ve updated your information, click Next. 

Click on ‘answer questions’ and update all fields. 



Click the Portfolio menu at the top of the page and select My Portfolio. 

This will take you to where you left off, prior to updating the Employer Questions.  

Click NEXT. 



Click ADD NEW on the Language Skills page. 

Add your language skills. For more than one, click ADD NEW until all have been 
entered. Once done, click SAVE, then Next. 



On the Job Related Experiences, use the dropdown to select how many years of 
expierence you have. Once done, click SAVE, then NEXT. 

On the Education page, enter the secondary school that you graduated from, then 
click SAVE. 

Click ADD NEW to add your Post-Secondary Education information. Fill in the 
University/College, Start and End Dates and Degree/Diploma. Click SAVE, then 
NEXT. 



On the Professional References page, click ADD, then complete all fields. To add 
additional references, click ADD. Once completed, click SAVE, then NEXT. 

On the Resumes & Cover Letters page, you can upload your Resume. You can 
also upload your Cover Letter to this page, or you can upload a Cover Letter 
specific to the job posting when you submit your application. Once you have 
submitted your Resume, click NEXT. 



On the Supporting Documents page you can upload any additional documents. 
Click on the applicable category, then click SELECT FILE. Once you have 
uploaded all of your documents, click NEXT. 

Please note, although there is a section for "Criminal Backgroud Check (VSS)" a 
new Criminal Record Check will be required upon hire. This paperwork will be 
provided with your New Hire Paperwork if you are a successful candidate.

Your portfolio has now been completed. Please see next page to apply to a 
posting. 



Applying to a Posting 
Click on the Job Postings menu at the top of the page and select Search Jobs. 

All of the jobs you see are what you have the option of applying to. 

Once you find a posting you would like to apply to, click on the posting. 

At the bottom of the job posting, click APPLY. 

If you would like to upload a Cover Letter or Resume that is specific to the 
posting, you can upload it here by clicking SELECT FILE. Otherwise, you can 
select “include the resume/cover letter from my portfolio. 

Click Next. 



If you followed the steps in the Portfolio section and had all of your supporting 
documents uploaded, you should now see a pop-up window telling you to submit 
your application. 

You should receive an email confirming that you have successfully applied the 
posting. 
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