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TA Job Application – Students 

To facilitate the hiring process of Teaching Assistants (TA), the Faculty of Forestry’s Teaching 

and Learning Support team has developed an application portal which allows prospective 

candidates to view postings, apply to available positions, manage their TA applications, and 

accept an offer using a single account. 

Note: Please only use a PC or Desktop computer when accessing the TA portal. For security 

reasons, the Forestry TA website requires a UBC VPN connection for anyone trying to access the 

site. For steps on how to do this, please visit this site. 

Different types of positions will be available through the portal. 

 

Please ensure to read Schedule B – Dues Deduction Form found on the TA application landing 
page before applying. 

 

 

https://it.ubc.ca/services/email-voice-internet/myvpn
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A. Adding Personal Information 

To add Personal Information on the TA Application Portal: 

1. Go to the TA Portal Landing Page and click on the green TA Application Portal button to 

login using your CWL credentials. 

 
 

2. To be eligible to apply for jobs, you must have a completed profile.  

Click View Profile under the Profile tab.  

 
 

3. Fill out the fields under Additional Information and upload your Resume. 

 
 

https://teachingsupport.forestry.ubc.ca/ta-portal-landing-page/
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4. Click Confidential Information under the Profile tab. Please note that you will only need 

to fill this part after you have been offered a position. 

 
 

5. If you are a Domestic Student, select Domestic Student and make sure to submit your 

SIN as a JPG/JPEG/PNG (for security purposes). 
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6. If you are an International Student, select International Student and make sure to 

submit your SIN and Study Permit as a JPG/JPEG/PNG (for security purposes). 

 

 

B. Applying for Jobs 

To apply for a job on the TA Application Portal: 

1. Click Explore under the Jobs tab to view the postings for available positions. 
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2. Click TA Application (in blue) under the academic term you are interested in to view the 

current available openings for it. 

 
 

3. Click the Blue Page icon to review specific job details. 

 
 

You will find the instructor, required qualifications, job description and nature of duties 

detailed in a window like this: 
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4. After reviewing the job details, click Apply for the position you are interested in. 

 
 

5. Fill out the application details, ensuring to read the terms and conditions, and provide 

accurate information.  

 
 

6. You may also include any additional information you feel is relevant to the position (e.g., 

grades you have received previously for this course) under Other Comments. 

7. Click Submit application 
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If you do not want to apply yet but would like to keep track of interested positions, you can view the Job 

Details for the position again and Favourite the job. 

 
 

Favourited jobs can be found under Jobs > Favourite on the upper left menu. 

 

C. Accepting/Declining an Offer 

Once selected, prospective candidates will first be contacted by the instructor for an interview 

via the email address provided on their profile. After the instructor has made a decision, an 

offer will be made through the TA portal. Students will also be notified via email. 

To accept or decline an offer: 

1. Click History under the Job tab. 

 
 

2. An offer will be sent to the students after the instructor’s request has been reviewed by 
a department administrator. View the status of your candidacy to review updates.  
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3. Note: You must complete the confidential information section in your profile before you 
accept an offer.  
 

4. Click Accept/Decline (in blue) to submit your decision regarding the position. If you 
have received multiple offers, please accept and decline accordingly, keeping in mind of 
the maximum number of hours you may work based on your status.

 
 

5. Ensure to read the job offer details carefully, choose Accept or Decline appropriately 

and click Submit.   

 
 

6. Once you have accepted the offer, a department administrator will process it and issue 

an official offer letter through Workday.  

 


