How To Submit A Referral
IMPORTANT: To be eligible for the employee referral bonus, your referrals MUST
use the link they are emailed from you using the steps outlined below. You will not
receive the bonus otherwise.
To submit a referral, you first must login as an internal employee and navigate to our internal
job postings. The steps to do that are listed below.
1. Go to your Cone Health Intranet and click on Cone Health Worx

2. Scroll down to the “My Opportunities” box and click “My Career Opportunities”

3. At the top right of the page, choose “Internal Candidates”. This will take you to your
dashboard.

Referral type will determine your next steps. Both are outlined for you below.
1. Do you know someone who would be a great fit for Cone Health’s culture but do not
know as specific role for them to apply to? If so, the following directions will show you
how you would submit them as a referral.
a. On your Dashboard click “Make a General Referral”.

b. You will be taken to the below page where you will enter in your referral’s
information. This will send them a link where they can browse our open
positions and submit their application.

2. Do you know someone who would be a great fit for a specific job opening? If so, the
following directions will show you how to submit them as a referral.
a. On your Dashboard click “View Current Job Opportunities”.

b. Once on the job postings page you will navigate to the position you want the
candidate to apply for and ensure it is posted externally by looking for the
posting status “posted externally and internally”. If it says “posted internally”
then this is not a role you can send to an external applicant. Once you have
identified the role you want to send, click the title to open it.
c. Once you have opened the posting you will choose the option to the right that
says, “Email this job to a friend”.

c. You will be taken to the below page where you will enter in your referral’s
information. This will send them a link that will take them to the specific job
posting and then they can apply.

IMPORTANT: To be eligible for the employee referral bonus, your referrals MUST
use the link they are emailed from you. You will not receive the bonus otherwise.

