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Online Employment Application Guide

This guide describes how to apply for jobs using the Government Jobs web site. The process consists of the
following steps:

Create An Account
Find Jobs

Apply for a Job

Check Application Status
Schedule an Exam

Create An Account

Follow these steps to Sign In:

1. Point your web browser to www.governmentjobs.com.
2. Click m in the top right of the menu bar.

3. Ifyou already created a user account, login using your previously created username and password.
Otherwise, Click Create one to create an account, and then enter your new account information.

Create a new account

Emai
Username

Password

Create
or cresta with

in Unkodn  f  Focobook

Already have an account? Sign In.

M Employer Login

o Ifyou created an account before, you cannot use the same email address again to create a new
account. The email value must be unique.

o Ifyou created an account before and can’t remember you username, click on Forgot username.
This sends you email with your username.

° Your password must be at least 8 characters in length and contain upper and lower case letters,
numbers and symbols.

o Answer the security question. In this example, type 11.

o As you supply correct information for each field, a checkmark on the right indicates that the value


https://gjobs.qa2.neogov.net/Home/ApplicationGuide#create-an-account
https://gjobs.qa2.neogov.net/Home/ApplicationGuide#find-jobs
https://gjobs.qa2.neogov.net/Home/ApplicationGuide#apply-for-a-job
https://gjobs.qa2.neogov.net/Home/ApplicationGuide#check
https://gjobs.qa2.neogov.net/Home/ApplicationGuide#schedule-an-exam
https://www.governmentjobs.com/
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is correct, for example:

Create a new account

paulsmith@gmall.com

paulcasmith

Create

oF Crisatis with

in Unkadln f Facebook

Already have an sccount? Sign In.

1l Empioyer Login

o Click Create.

Keep a record of your username and password.

When you are signed in, your username appears on the right in the top menu bar:

(1) paulsmith@gmall.com

The pulldown menu under your username lets you quickly access common options:

i'j:l paulsmith@gmail.com

Applications & Status
Account Settings

Profile

Sign Out

These are:

e Use Applications & Status to review all of your job applications.

® Use Accounts Settings to edit your contact information, or change your password. If you change your
contact information, this information is updated with employers with which you have applied.

e Use Profile to update basic information that you use to apply for jobs, such as work experience. Changes
that you make do not update previously submitted applications, but are saved for use when you are
applying for other jobs in the future.

Find Jobs


https://gjobs.qa2.neogov.net/Home/ApplicationGuide#check
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You can find jobs using search as follows.

1. Type a job title in the search box. You can further limit the search by providing a state, city, or zip code.
For example:

Q accountant O california

As you type in these boxes, it suggests jobs or locations that match, for example:

Q accounting|
O

Title Accounting clerk
accounting manager

accounting supervisor

2. Click Find Jobs.

3. The jobs that match your search are shown, for example:

P2 GovernmentJobs

A ey i

 carcertuild.. v Accountant Job

. Find Open Accountant Positions i Wour Anea. Apply Onling Tedayl

L accounting Browse By Company - Advice & Resources - Resume Tips - Jobs Near You
Ratingd: Listing quality 10710 - Listing voriety 9710 - Tosds & odvice 8.5710
Z01G6 Uesr's Chabce Awands -Elin Cning BEmployment Servioes - Wedda's

T tmobiiecar.. + T-Mobile Finance Careers - Accountants & Analysts Apply
Uiz the Military Skills Transistor to Mstch Your Siills. to Current Openangs.

Find Jabs Child Core Subsidy - Groat Benefits - Deployment Coverage

Accounting Manager | {Open and Promotional)
Sont Recharpind Ciny, CA
E’I FulkTime - SR0TIEY - $196, 202 B0 anfusly
Tesp Conolers Ofice of the Courty of San Maled 2oeks Righly-Gualfiog Candicanes A e poirion of
Auseruneing Massger | . This seden i In ™o Ganorsl Aeeounming Diamisn of 1he Contnaller's Ofss and wil B
i fOF Sl NG OGMTRSTAY SEESLng Sunga Funeiesr, wieh iFens, Bt AIE Rt BTne
Filter Results Ciaar ol Sotoineing 500 Brancisl Bonaots 10 County SHEIrTmants B3 Soencion 8, Bnancial S Sute hapert
SepETEn, nchuding the County Comprehaniing Aol Finandial Repert [CAFR] I saczinn 50 Thinke BandTons,
g Secourtry Marsgd | will Fiat with Dinlopineg afd Emplamanteeg il S, shiieivel, il prisrtis

Q' ealifeiria

Eelrvance

ik

Dany Pt e Dievekoping, implomesng, and
Posied mars B 30 deyi #90 | Corfnuecn 1 1 Sharg
AT [N
Last 30 én 1)
Lo T o Y ACCOUNTING MANAGER
Cirangs Conunty Court Faciity,
Liasn 24 hours [0 o o

il Time Regraiar - $ROGETS - FLAXROT menthly

Tesgy Sugaricor Siouart of Calornia, Comarty of Qrange B fow peoepmng Bpgltaton fon ACCOUNTING MANAGER
*Official clataification i Fnencial Socviced Mansger Il The pousion i aniciased 1o ba 56 5 The B ke, But
‘Oegeriration -] g Feaing elgibla et may alio bo wied 1o Ml poditiond at the | level Firancisl Sorvices Mansged B (SPRCET20
- SRR Finandial Savvices Marsgor | [BPEATEB0 - STHAAE) Baorafn Mghichu: PPC and MWD keakn Pisn
Oripticati. $FR00 Optangd Mrsafiy Pign (OIS Vet ation and #ick lageg Bacagi T) paid RoScin ped yoar Defngd-
County of Los Angles (2} Bt totimintpean plan Tetion relmiroment CEncnsl catimed Somaernatnn program (457 plan]
NEDGOV - Test i)

Samas Rods Jonkor Colegi (5

Posing monk S 30 deys s | 15 Srave

Cadtoeria Susce Unkerzy, San
Barmancing (7} Accounting Manager (L)
Cosan Comyrmenity Colege $an Bomanding, CA

4. Click on the title to open the job details.

Apply for a Job



GovernmentJobs | Application Guide

To apply for a job:

1. Click on the Apply tab from job details:

Accountant lIYAccounting Office

Job Details

2. You can speed completing basic profile information by importing a résumé from LinkedIn, or by
uploading a file.

3. Next you complete a series of steps (entries or screens). The specific steps that you must complete are
determined by the employer, and may vary from this example.

Your progress and current step in the process is shown on the left. In the next example, the information
step is in progress:

Job Details Apply
@ Work (1)
B8 Educstion (1)
s+ Additional

@ Referances
&' Attachments
@ CQuestions
&+ Review

B Submit

As you work on your application, refer to the the progress bar to see the number of items for each entry,
and errors. In the next example, the work entry contains eight items, and the questions entry contains
errors:
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11.

CLOxNOW

v)
0 info -
: (v
W Work {T) -

(v}
M Egucation {1 -

)
wee Agdditkonnl

©
@ Refoences .

(v
& Anschemarms -

(1)
@ Guostions -
& Submit

. For each step, the buttons on the bottom allow you to save or discard your work on this entry.

Although your typing is periodically automatically saved, it is good practice to click on the Save button.

The Cancel button discards any changes you have made since the last save.

For some entries, the Remove link is present. It deletes the current entry (such as a previous job), after a
confirmation. Once deleted, the data cannot be recovered.

The last time that the entry was saved is also displayed at the top:

Provide general contact information.

If required, provide previous work experience information.

If required, provide educational information.

If required, provide additional information, including certificates and licenses, skills, and languages.
If required, provide references.

If required, answer any additional supplemental questions. These are general and agency supplemental
questions. Depending on the hiring agency, this section may be blank.

Upload any attachments, such as a résumé, drivers license, or certificates. The supported file formats are
determined by the employer.

o If a particular attachment type is required by the employer, there is an area provided so that you
can upload that attachment. For example:
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Cenver Letter

Click Upiload or drag and drop a file info this box to stan uploading,

>

* Repuared ARATNTENIT MLAT b Crdnided
Darfiovcr SULN TR Ta0T

o If there are no required attachments, then you can use Add supplemental attachment to add
additional files. First, use Choose attachment type to select the type, and then use the Upload

button. In the next example the License type attachment is selected to upload a file:

Attachments

Suppodted file types: doc, docx; xis, X, ppt, ppte potx, pdl, gif, 4 5 jpe, jpeg, Jog, .pog, Him,
htmi, i, Joet, wpd, e, bmp

License

Click Uipload of drag and drop o filp into this box to start uploading.

o

* Boguired aifachmends mend be prosided
befpee Fubmizsion

If you have previously uploaded attachments, you can use the Recent Uploads button to access these
files.

12. Review each section. If there is an error, it is shown in the progress bar and also in the section.

@

@ Guestions -

Edit #

Use to open this item and correct any errors.

Once your application is complete, Click on Proceed to Certify and Submit.
13. On the Certify & Submit page, click on Accept and Submit.

An Application Submitted message confirms that you have applied for the job.
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Check Application Status

Your username indicates the number of in-progress applications, for example:

@' Paul Smith

You can get more detailed status information for all applications by clicking on Applications & Status in the
top menu bar (in the pulldown below your username).

e Use the Submitted button to see all applications that you have successfully submitted. For example:

Applications Incomplete

Accountant lll/Accounting Applied on 12032016 02:15 AM Pacific Processing
Office History

Callfornsa State Laksersity, 588 Bernanding,

Caltfarnis

Click on the job title for more information. You can then use Job Postings to see the information on the
job, and Application View to see the details of your application for this job.

You can also click on the down arrow to see more information. This can include a summary of
the steps in the hiring process process:

Administrative Assistant
NEQGOV - Test, California | Applied on: 02/06/2014 09:08 AM Pacific Time

Application Received Schedule Exam
O View job listing

Application Received
Pass

Oral Exam (Current step)
MNIA

Click on View job listing to see more information on the job.

e Use the Incomplete button to see all applications that you started, but did not complete. For example:
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Applications Submitted

Accountant |/General Last step completed: Attachments
Accounting

Click on the job title, and then Apply, to complete the application.

You can use Remove if you want to delete an application without completing it.

Schedule an Exam

If the employer wants you to attend an exam, you can schedule it as follows:

1. Click on Applications & Status in the top menu bar.

2. Applications where you can schedule an exam are noted with a Schedule Exam link:

Administrative Assistant
NEOGOV - Test, California | Applied on: 02/06/2014 09:08 AM Pacific Time

Application Received 5Schedule Exam —

3. Click on Schedule Exam. A list of locations, dates, and times displays:

Schedule an Exam

Pioate chodne B0 S lecabon and drletme from the choxes
B,

Department of Parks & Recreation
Conference Room

123 Firss Supet
Ksla-Kons, PET4D
[B0GE) 3334320

Thursdey, Januany 12

4. Select a time, and then click Confirm Appointment.

5. The application status now shows the time of the exam appointment:
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Administrative Assistant
NEOQGOV - Test, California | Applied on: 02/06/2014 05:08 AM Pacific Time

Application Recelved Update Schedule | 4/24/2014 08:00 AM Paciic Time _

You can use the Update Schedule link if you need to change the appointment.
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