Online Employment Application Guide

To Create Your Applicant Profile Before Applying for a Job

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

¢ 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.
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[ Forgot My Password

e Enter your new account information (you MUST remember this information).
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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.



Welcome, John Smath Help

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

= Create Apphcation |

Date Created

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

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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Build Mew Application

craate an apphcaton, enter the name of the application in the box below and click the
e Application’ button. Keep in mind that yvou can create multiple applcabons, so
a desoriptive name for your application like Educational Application or Accounting

Application Name (for your gwn reference):

|My Application

Create Appcation |

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

Review 'Contact information'.
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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.
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Personal Information Edit Personal Information
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What iz your highest level of education?

Preferences Edit Preferences
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Work Experience Add Work Experience
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Additional Information Add Additional Information
References Add Reference
Resume Edit Resume
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Attachments Add Attachment{s)
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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

Job Title: (PART-TIME) REVENUE ASSISTANT [
Salary: $15.54 - $19.94 hourly
Job Typa: Part=Tume {19 1/2 Hours per Weaak)
Lecation: City of Stockton, California
Department: adimnistrative Services

Print 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.
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Are you registerad?

To apgly onling for a position, please croate an account (regestration is freel IF you have
already created your Gowernmentlobs.com personal account, please login below,
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Usernamae: joe_85

PFassword: ses

Not Registered Yet? Create Your ACCount Herel
LEorgat My User Mams and/or Password

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) BEVENUE ASSISTANT 1 chck here. |

Croste Application |




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. Answer the agency-wide supplemental questions.
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6. Click on the ‘Save & Proceed’ button at the bottom of the page.
7. Answer the job-specific supplemental questions (if any).
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8. 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.
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Certify & Submit

By clicking on the ‘Accept’ button, I hereby certfy that every
statement I have made in this application is true and complete
to the bast 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 reguired to
varify 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. I
understand that [ must notify the Human Resources Division of any changes in my name,
address, or phone number.

Accapt Dacline I

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



