
 
 

 
 

Presented by: Human Resources Department 



∗ Valid E-mail Address 
∗ Driver’s License Information 

∗ Education Information (if applicable) 
∗ Previous Employers Information 

∗ Resume (optional) 
∗ References (optional) 

 
 

 









Options to Sign In: 
• Create an Account 

(First time users) 
• LinkedIn Account 
• Facebook 

Select Apply  

* If you already have a 
Govermentjob.com account, 
enter your pre-existing account 
information. 



If this is the first time that you are applying 
select “Create an account” 
 
If you have previously applied you also have 
the option to recover  your username by 
selecting “Forgot Username” or resetting your  
password by selecting “Reset Password”   

To create a new account 
you will need to complete 
3 fields.  
1.) Email Address  
2.) Username  
3.) Password  

*Password must be at 
least 8 characters in 

length contain upper and 
lower case letters, 

numbers and symbols* 



If you have a Resume that you want to attach to your 
application you have 2 options on this screen.  

1.) Transfer from your LinkedIn account  
2.) Upload directly from computer  

 
If you do not want to add a Resume you can select         

“Skip this Step” 
 



After uploading a Resume or skipping the step you will be 
prompted to start filling out required information under 

each tab   



Select “Edit” to complete section   

Complete all red 
highlighted fields and 

then click save to 
advance to “Work” tab 



Select “Add work 
experience” to add 

work history 
information     

You will need to 
enter information for 
all fields containing 

an asterisk (*) 



After entering Work 
History if you wish 
to add additional 
work experience 
you would once 

again select “Add 
work experience” 
before selecting 

“Next”   



Next you will have the 
option to add education 
information. If you opt to 

skip this step select “Next”    
 

If you select “Add 
Education” you will need 
to enter information for 
all fields containing an 

asterisk (*) select “Save” 
and then “Next to 

proceed  



In the following screen you 
have the option to add 

Additional Information such 
as  

• Certificates and Licenses 
• Skills 

• Languages  
• Supplemental 

Information  



In the next tab you will have the option to add 
references. If you opt to skip this step select “Next”    

After completing or skipping the “References”  tab and selecting 
“Next” you will have the ability to attach any necessary documents 

to supplement your application. Examples of this can be resume, 
licenses or certifications, reference letters, etc.  



In the following tab titled 
“Questions” you will be 

asked a series of 
questions. You will 

needs to answer all 
questions marked with 

an asterisk (*) 
 

After completing 
answering all questions 

select  
  



In the “Review” tab you 
will have the ability to 

review you application 
prior to submitting it. If 

any corrections need to 
be made you have the 
option to “Edit” those 

sections.  
 
 

After completing the 
review select “Proceed 
to Certify and Submit”  



To certify your application 
selection “Accept & Submit”  



Congratulations! The below screen is 
verification that you application has been 

successfully submitted.  



Once your application is submitted, it will be 
screened by our Human Resources personnel 

in approximately 5 working days 

The Human Resources Department will then 
notify you by email if your application was 

• Incomplete 
• Did not meet the minimum qualifications, or 
• Did meet the minimum qualifications and 

was referred to the department you applied 
for 

 
The Human Resources Department will also 

notify you via email if the position was already 
filled by another qualified candidate. 

 



If you have any questions 
regarding this procedure, please 

contact the Recruitment, 
Training, and Employee Relations 

Division at  
(956) 727-6460. 
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