Online Employment Application Guide

To Create Your Applicant Profile Before Applying for a Job

1. Log in to: www.governmentjobs.com and create an applicant account.

e Click on the 'Career Seekers' link.
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e Click on ‘Create Your Account Here!’.

Note: If you have already created a user account, login using your previously created username
and password. You will not be able to create another applicant account using the same e-
mail address.
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Are you registered?

To apply onling for a position, please create an account (registration is free). If you have
already created your Governmentlobs.com personal account, please login below.

Cialin ey

Username:

Password:

Mot Regustered Yet? Create Your Account Hera!

[ Forgot My Password

o Enter your new account information (you MUST remember this information).
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Request New Job Seeker Account

® First MName
Hiddie Tmitial

“ Last Hame
Primary Phone
Alternate Phone
= Email

* Notification Preference | .. sojoct == &
By which mathed would you prefer to be notifisd about spplicstion status. testing dates and
sxaminstisn regults?

* Address 1

Address 2

* City

* State | == sajact == w
= Zip

Coumtry | == Select == v

* Username

Tig: Your usernames must be unigus. Chocse & Ussmame that you can aasily ramambar.
You mEy uls latters and numbers and the underscors =", Example. john_doels

* Password

* Confirm Passward

Pazssword Hink

Tig: I you fedgat pouf pRddnacd, you din glick aa Loft Pajivacd and i will Ba emailed L&
$ - 111

Save |

2. Click on the ‘Save’ button.
3. Click on the ‘Create Application’ button.

Note: You do not need to create a separate application for every job that you apply for. Each
applicant must have his/her own account. You cannot share accounts.
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Walcome, John Srmath Hatp

In order to apply for a position you need to create an application first. Click on the
"Create Application’ button and we'll guide you through the process.

&= Craate Apphcation |

Date Created

Tip: You do NOT need to recreate a new application every time you're applying for a
position,

4. Input a title for your application for your future reference (this is for your reference only
and will not be seen by any agencies).

Home | Job Search | About Us mm

welcome, John Smith Halp

| HainMens | Searchlobs | AsclcationStatus | v Account

Build Mew Application

create an application, enter the name of the application in the box below and chick the
e Application’ button. Keep in mind that you can créate multiple appliations, so
a desoriptive name for your application like Educational Application or Accounting

Application Mame (for your gwn reference):
My Application

Create Applcation J

5. Click on the 'Create Application' link below the title to proceed.

Review 'Contact information'.



Home | Job search | About Us | Help| Logout

Welcome, John Smith Halp

Job Application » Profile

® Raguirad Field

Cancel Save & View Application

Contact Information

= Firsk Marme |]:|..-.

Middle [nitad 5

" Last Name [5oah

Frimary Fhone 7

Alvarnate Fhone

* Ema |_||3|'|"n'5-.'!'||:|“'";|"¢¢|;|:'..{$"|'|

* Nobihcatian Praferance | Bmail w

By which mathed would you prefer to ba notifisd sbout spalication statun.
testing dates and axamination results?

" Acdress 1 [333 N Sepulveda

Agdress I |

* City [g) Segurde

* State | Saliferma W
Zip [90245
Coundry | & w
Cancel | Save & View Applicaton

" Ragquirad Fiald

6. Click on the ‘Save & View Application’ button.

7. Click on the blue edit links in each section (Personal Information, Preferences,
Education, Work Experiences, Certificates and Licenses, Skills, Additional Information,
References, Resume, Attachments) to complete your application details. Click the 'save'
button at the bottom of each section.



Job Application » Review

* Required Field

Contact Information Edit Contact Information
Mame: Jobr K Smith Address: 222 N Sepulveds
El Segundo, California 90245
Email: johnksmith@Eneogov.com
Meotification Preference: Email

Home Phone: (310) 426-8304  Alternate Phone:

Personal Information Edit Personal Information

Driver's License:

Can you, after emplayment, submit proof of
your legal nght to work in the United States?

What is your highest level of education?

Preferences Edit Preferences
Preferred Salary:

Are you willing to relocate?

Typas of positions yeu will accept:
Types of work you will accept:
Types of shifts you will accept:

Objective

Education Add Education
Work Experience Add Work Experien
Certificates and Licenses A ifi r Licen
Skills A ill
Office Shklls Edit
Typing: o

Cata Entry: 0

Additional Information Add Additional Information
References Add Reference
Resume Edit Resume
Text Resume

Attachments Add Attachment(s)

* Required Field

8. Your application is saved, but has NOT been submitted to any employers for
consideration. Click on the 'Logout’ link in the upper-right-hand corner. Next, we'll show
you how to submit an application to an employer for a specific job posting.

& Note: Be sure to save often. You will be automatically logged out of your applicant
account after 30 minutes from the last time you saved your information.



To Apply for a Specific Job Posting

1. From the employer’s employment opportunity website, click on the job title of the job
you are interested in.
2. Click on the “‘Apply’ link

[ oo [ERTRERUY c arecr seekers| About us | Past a Job [Empioyer Login
Job Title: (PART-TIME) REVENUE ASSISTANT I
Salary: §15.54 - $19.94 hourly
Job Type: Part=Time {19 1/2 Hours per Week)
Lecation: City of Stockton, California
Departmeant: Admenistrative Services

Brint Job Infermation | Apply

3. Login using your applicant username and password that you created previously.

Note: If you have previously created an applicant account, login using the previously
created username and password. You will not be able to create another account using
the same e-mail address.

BRI o o+ Jrost oot Lemoioyer toge

Are you registered?

To apply onhng for 3 podbion, phease create an account (Fegestration i free). IF you have
already created your Governmentlobs.com personal account, please login below,

Conbing Ergloement dpploatan Guidy

Wsermamae: | joi_85

Password: | ses

Net Registered Yet? Create Your ACCount Herel
LEQrgot My Liser Mams andror Passwoard

4. Click on the link that says “To apply for the position of your position title click here.”

| To apply for the position of (PART-TIME} PEVENUE ASSISTAMNT I chck here. |

Create Applcation |

Note: Be sure to save often. You will be automatically logged out of your
1\ applicant account after 30 minutes from the last time you saved your
information.



5.

6.
7.

®©

10.

Answer the agency-wide supplemental questions.

(PART-TIML] REVESUL ASSISTANT 1 - Apphcation process steps:
I

ol Aaency-wide
fpplication  Questions

Agency-wide Questions

* Baspuvad Fepld

if you need more than ome hour to complete thes sachion click the "Save Work im Progress'
bultoh cicailanally o dave your work. A queibohi madked "Reguired” feed 1o be afdmared in
Brdar to Subied the spehostion. Note! DD MOT aie HTML B8535 i yOUF BREwers.

The purpose of thay Supplamentsl Quastionnsere it 23tain sdditional job relsted information in
order o evalaste sducation, tramng and expanence relabee ts the posmion.

*1, fire you currently or have you ever haan smployed by the City of Stodktan?
T owes T Mo

Click on the “‘Save & Proceed’ button at the bottom of the page.
Answer the job-specific supplemental questions (if any).

1] ] a
Anency:wide Supplemental
Application Duesiicng Duestions

Supplemental Questions

* Raguired Feld |

If you nasd moare than one howr i complets this cechon deck the "Save Work in Progress’
button occasionally to save your work. &l guestions marked "Required” need to be snswared in
order to subimit the applcstion. Note: DO NOT use HTML LGS & yOUr SNSWETS.

Thee follewing questions agply to anly the postion you are applying for.

#1, The Supplemental Questonnaire is part of the sxsmination process; sccordingly, i should be
comiplated carefully. It must be submitied with your offecisl smploypment spplicabion. Do ot
B 2 e i L3 L

I carufy that the imformation provided is accurate and complete to the bast of my knowledge. §
understand that any Falsification may cancel any berms, condibons, or proaleges of
emplayment.

& vag O HNe
=2, Do you pessess a high school diploma or GEDT
e 7 No
*3, Do you possess a valid California Class “C” Driver's License?

® ves " No

Save Woeds i Preogress f Sawe & Procasd

* Reguired Field |

Click on the “‘Save & Proceed’ button at the bottom of the page.

Scroll to the bottom of the application review screen and click ‘Confirm & Send
Application’.

Click the “Accept’ button on the digital signature screen.
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Application Questions Questions Application Submit
Certify & Submit

By clicking on the ‘Accept’ button, [ hereby certfy that every
statement I have made in this application is true and complete
to the baest of my knowledge. | understand that any false or
incamplete answer may be grounds for not employing me or for
dismissing me after | begin work. I understand that I will have
to produce documentation verifying identity and employment
eligibility in the U.5. I understand that | may be required to
varify any and all information givan on this application. 1
understand that this completed application is the property of
the City of Metropolis and will not be returned. | understand
that the City of Metropolis may contack prior employers and other references. [
understand that 1 must notify the Human Resources Division of any changes in my name,
address, or phone number.

Accapt Daxcline I

11. Click on the “Logout’ link in the upper-right-hand corner.
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