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 vou have
already created your Governmentlobs.com personal account, please login below.
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Usernane:

Password:

Mot Registered Yet? Create Your Account Here!
[ Fargat My Password




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

* First Hame
Hiddle Tmitial

“ Last Hame
Primary Phone
Alternate Phone
= Email

* Molification Preference | .. caject ==
By which mathed would you prafer to be notifisd about application status. testing dater and
sxamination resulta®

* Address 1

Address 2

* City

* State | oo salect == b
= Zip

Country | == Salect == w

* UsErname
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* Password
* Confirm Password

Password Hint
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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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Welcome, John Smath Heln

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

= Craate Apphcation |

applications You've Created:

Date Created

Tip: You do MOT 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).
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Help

Build New Application

create an apphcation, enter the name of the application in the box below and click the

‘Cregte Application’ button. Keep in mind that you can create multiple applications, so
choossa desoriptive name for your application like Educational Application or Accounting
Applic: .

Application Name (for your gwn reference:
My Apphcation

Create Applcation ]

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

Review 'Contact information'.

Ciore oot seorh ] aboutus e cogout]

Welcome, John Smith Help

Job Application = Prafile

= Required Fisld

Cancel Save & View Application

Contact Information

* First Name [gha

Middle: Initial [

" Last Name [Srah

Primary Phone [1310) 426-8304

Alkernate Fhone

* Emad [johnksmith@neagev.com

* Motification Preference | gmail w

By which mathed would you prefer to be notified about application status.
tasting dates and sxamination results?

gdress 1 (352 N Sepulveda

Agdress 2 |

* City [¢) Sequnde

= State | California

W
Country | ys e
Cancel | Save & View Application

= Required Fisld

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

Contact Information

Name: John K Smith Address:

Email:

Personal Information
Driver's Licenge:

Can vou, after employment, submit proof of
your legal right to work in the United States?

What is your highest level of education?
Preferences

Preferred Salary:

Are you willing to relocate?

Types of positions you will accept:
Types of work you will sccept:
Types of shifts you will accept:
Objective

Education

Work Experience

Certificates and Licenses

Skills
Office Skalls

Typing: 0
Crata Entry: 0

Additional Information
References
Resume

Text Resume
Attachments

Motification Preference:
Home Fhone: (310) 428-8304  Alternate Phone:

* Required Field

Edit Contact Information

222 N Sepulveda
El Segundo, California %0245

jghnkcsmith & neogov.com
Email

Edit Personal Information

Edit Preferences

Add Education

Add Work Experience

Add Certificates or Licenses

Add Skills
Edit

A iti I Tnf ati

Edit Resume

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

Jab Title: (PART-TIME) REVENUE ASSISTANT L
Salary: $15.54 - $19.94 hourly
Job Type: Part=Time {19 1/2 Hours per Week)
Location: City of Stockton, California
Department: Admnistrative Services

Erint Job Information | 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.

TRy oot o~ Jrost s20b Lemoioyer topn

Are you ragisterad?

To apply onhng for 3 podbion, phéase create an sccount (Fegestration i free). IF you have
already created your Governmentiobs.com personal accownt, please login below,

Conling Erglogmgnt deploatan Guidy

Wsermamae: | joi_85

Password: | ses

Mot Regisbered Yet? Create Your Account Herel
LEQrgot My Liser Mame andlor Fasiword

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

Creste Applicstion |

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



5. Answer the agency-wide supplemental questions.

(PART-TIME] REVESUL ASSISTANT | - Applcabion Drocess stepds:

z
Job Agemcy-wide
fpplication  Questions

Agenc y-wido Juestions

* Badgpavad Frpld

i you need mors than one kour to complete Ber section clck the “Save Work in Progress’
button cocatignaly T fave your work. A questions markoed "Ragquirad” need 1o Be andwered in
order ko subneedl the appication. Note! DD NOT ooe HTML T35 i YOUF Birgwers,

The purpose of thet Supplamentsl Questionnesrs i to obtain additional job related information in
arder to evakaats sducation, traning and sxparience relatve bs the pasmion.

=1, &re you currently or have you ever bean employed by the City of Stockton?

T wes © Mo

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

o 1] &
Anency:wide Supelensntal
Application Dussiicns Dusstions

Supplemental Questions

* Ragquirad Fald |

Bf pou need more thas ane hour o complets this feckon cbck the "Save Waoark in Progress”
button occasionally to save your mork. &l questions marked "Reguired” nesd to be snswered in
order to subsmat the applicstion. Note: DO NOT usa HTML tags in your Snswers.

The folleming questions sgply 10 only the pabon you are appliying for,

*1, The Supplemental Questonnaire is part of the sxamination process; sccordingly; it should be
complated carsfully. It must be submitted with yowr official employment spplication. 0o not
wdicate "§68 FASUME" §5 &h grdwar bo ahy of these queitions

I cartify that the wforrmation provided is accurasts and complete to the best of my knowledge. [
undsrstand that any Falsfhcation may cancel any berend, condibans, of paradeges of
arEplaymant,

& ves T Ne
=2, Do you possess 4 high scheol dplomas or GED?
T reg T Np
=3, Dp you possess & valid California Class "C"° Driwer's License?™

 ves 7 Wo

Save Wl i Progress f Save & Procaed

* Reguired Field |

©

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

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

10. Click the *Accept’ button on the digital signature screen.



1] 2] 2] 4] &
Application Questions Questions Application Submit

Certify & Submit

By clicking on the ‘Accept’ button, I hereby certfy that every
statement [ have made in this application is true and complete
to the bast of my knowladge. 1 understand that any false or
incomplete answer may be grounds for not employing me or for
dismissing me after 1 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 reguired to
verify any and all information given 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 contact prior employers and other references. [
understand that [ must notify the Human Resources Division of any changes in my name,
address, or phone number.

Accept | Decline |

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



