Guide to the Online Employment
Application

Deschutes County Personnel Department
Guide to Apply Online

If you have applied for jobs online using a Governmentjobs.com account, you may
use your same username and password to apply for a job at Deschutes County!

Deschutes County has joined with many other agencies to accept applications online
using a web-based application program called NeoGov, a division of
Governmentjobs.com. If you have applied for jobs at agencies such as the State of
Oregon, Parks & Rec, or many Oregon cities and counties, you may already have an
account: established accounts can use their Governmentjobs.com username and
password to apply for jobs with Deschutes County.

Inside This Guide:

1. How Do | Apply For a Job at Deschutes County (Intro) ......ccccccceuurennnnnee.

2. Four-Step Application Process:
A. Create an aCcCoUNt......ccciiiieieiiiteieiiiietaiiiretasiiresasseresasssresasssresassssesass
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C. Check Application Status........ccciuiiiiieiiniiiiiiciiiinicine.

D. Schedule an EXam (INtervieW) .....ccceeieeiieniieiienciencieirencreceeneenceeecenns
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Go to www.deschutes.org

1.  Click on How Do I... Apply For a Job at Deschutes County

Tetsze: [ [a[@

of citizens by delivering quality
I er.

manng earct @

Veterans — go to
www.deschutes.org/Personnel
for information about the
required documentation to
request Veteran’s Preference.

What's Happening in Deschutes County How Do ...

Deschutes County Hews | Deschutes County Events

Media Releases

A.  This will bring you to the Current Job Openings page of the Deschutes
County website: www.deschutes.org/jobs.

| Current Job Openings

Sp——— NEGcoy 5 ramm

Links

Wolcamo 10 the Deschutes County's onlino application process!

2.  Read information, scroll down to the Position section, and click on the Deschutes
County job you are interested in:

Questions?
Please contact the Personnel Department at (541 17-4722

Deschutes County is an Equal Opportunity Employer. ‘Women, Minorities, and the disabled are encouraged to
apply. Deschutes County daes not discriminate on the basis of race, colar, national origin, age, gender, sexual

arientation, marital status, religion, political afiiation, physical or mental disability, ar any other basis prohibited by
State of Oregon, federal or local law.

S Print this page

12 records found

Page #IW— of 1
\ Position K Emp. Type 1V Salary IV Closing Date Y
Ziv.\rnral Health Specialist | - hﬂs'?:é‘a; full time, full $3.470.94 - 5475074 Monthly  |05401414
i:zivmral Health Specialist || - \gjrgzgiﬁamn‘ full-time, 5412191 - §5 642 42 Monthly  |04/28414
1 sndfll it AHandant Regular, fulltime, full £ SR A §3 1738 18 Manthle 047N 4

3. You will be directed to the Summary tab: a full description of the recruitment.
Read the posted information and Supplemental Questions to determine if you
qualify. Click Apply to begin the application process.

Print Job Information | enn!y/

Summary Benefits Supplemental Questions

This position focuses on an intensive, out-patient, short-term treatment model. The position will pravide brief solution

fnmiimmd bvmabemant bnn memaland

A rlinmbe itk unsiabu af dinsnacae inelidine anvinte dasvaeniaon OTEN and Binalae
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4.  The application process consists of the following four steps:

A. Create An Account

B. Apply for a Job

C. Check Application Status
D. Schedule an Exam

A. Create An Account

1.) If you do not have a Governmetjobs.com account, you will need to create one.
Click Create an account to begin the process. (If you have an account, Sign in):

Sign into appfy Create an account %

Username

*Password

2.) As you supply correct information for each field, a checkmark on the right
indicates that the value is correct (passwords must be at least 6 characters with 1
number). Answer the security question (in this example, type 11):

Create a new account sign in €——
B - % If you created an account before, you cannot use the same
Click Create peulcrssmith p email address again to create a new account. Click Sign in
when ) and enter your username and password. If you have

forgotten your username or password, click the appropriate

button at the bottom of the sign in box:

Forgot Usemame | Reset Password

complete

Keep a record of your username and password.

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

@ paulcrsmith

4.) The pulldown menu under your username lets you quickly access several
common options as well Help & Support:

- Options include:
Applications & Status to review all of your job applications and schedule

interviews or exams.

Applications & Status

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

Account Settings

Help & Support Profile to update or correct application information, 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.

Sign Out

8.5
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B. Apply for a Job

1.) Your first application will require that you complete a series of steps (entries or
screens). The specific steps that you must complete are determined by the
employer. If you have created an application previously, and already have an

account with Governmentjobs.com, just type in your username and password and
click Sign in:

Signin to apply Create an account

*Username

"Password

Forgot Username | Reset Password

e |f you are applying with a pre-established application template, please remember to
update and edit each section of the application before submitting to the new position.

e To keep your application current, you can always access your applications template by

going to www.governmentjobs.com. Click E i, the top right of the menu bar to

access your account. Then click Profile and edit as necessary. The next time you apply
for a job, the new information will be updated.

2.) As you complete your application, your progress and current step in the process is
shown on the left. In this example, the information step is in progress at the
Questions step:

© | -
— o If you already have an
) application completed,
o you will be directed into General Information
g/ each section for editing. A0 et rure s ey e ke i)
Click the edit pencil. Conact formaton
| Name Edid 4

3.) For each step or section, the buttons on the bottom allow you to save or discard

your work:  sene [ RS

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

e 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.

e The last time that the entry was saved is also displayed at the top:
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4.) As you work through the steps, you will:

Provide general contact information.
Provide previous work experience information.
Provide educational information.

If required or desired, provide additional information, including certificates and
licenses, skills, etc.
e Provide references.

5.) Deschutes County has required “agency’ questions that are part of each
application. In addition, there are usually Supplemental Questions for each
position that are directly related to the skills required for the job. Please complete
all information requested completely and accurately. Incorrect or missing
information may be reason to disqualify you.

6.) Upload any attachments, such as a resume, cover letter, or certificates.
7.) You can use add supplemental attachments at your discretion. In the Attachments

section, choose attachment type, and then use the Upload button:

Attachments

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

‘ r' Please fix the errors in the following section.

9.) Use = 7 to open the section and correct any errors.

Review your application carefully: incomplete information
may result in disqualification.

10.) Once your application is complete, click on Proceed to Certify and Submit.
11.) 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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C. Check Application and Status

1.) Point your web browser to www.governmentjobs.com.

2.) Click in the top, right corner of the menu bar and sign in as described

above.

3.) Your username indicates the number of in-progress applications you currently
have open (in this case, 2):

@ paulcrsmith

4.) You can get detailed information for all applications by clicking on the

Applications & Status link in the pulldown below your username.

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

Applications\m

ACCOUNTING ASSISTANT Il
County of Riverside, California | Applied on: 04/09/2014 08:03 AM Pacific Time

Application Received

6.) Review job and other information by clicking on the job title. Click on
Application View to see the details of your application. You can also click on the
down arrow to see additional related information.

7.) Use the Incomplete button to see all applications that you started, but did not

complete.

L Click on the job title and then Apply to
complete the application. Or, use Remove if

Applications

you want to delete an application without
romon completing it.

ING ASSISTANT
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D. Schedule an Exam

1.) Point your web browser to www.governmentjobs.com.
2.) Click ENTH

above.

in the top, right corner of the menu bar and sign in as described

3.) Click on Applications & Status in the dropdown under your username (top menu

bar). Applications that are requesting an interview or exam will be noted with a
Schedule Exam link:

Administrative Assistant

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

Application Received Schedule Exam ‘—

e Click on Schedule Exam. A list of locations, dates, and times will display:

Schedule an Exam

lease
below.

GJ HR Office

Thursday, April 24

0B:00AM  09:00AM  10:00AM  1H00AM

OL00PM  OZOOPM  03:00PM  04:00 PM

e Select a time, and then click Confirm Appointment.
e The application status now shows the time of the exam appointment:

Administrative Assistant

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

Application Recelved Update Schedule | 4/24/2014 08:00 AM Pacific Time b

e You can use the Update Schedule link if you need to change the appointment prior to
the scheduling deadline.

4.) ***Please note that Governmentjobs.com no longer supports some of the older-
version web browsers, such as Internet Explorer 8 and 10. If you are using an
older version web browser, please consider updating it. Scheduling exams and

updating application templates may not function correctly when using older
versions of your web browser.
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Job Interest Cards

5. To Be Notified of Future Openings at Deschutes County, go to
www.Deschutes.org/jobs:

A. If you would like to apply for a position, but it is not currently open, you may request
notification when the job becomes available in two ways.

By Job Cateqgory:

B. To select a category of positions, and be notified when something in your field becomes
available, click on Job Interest Cards in the Links section and follow instructions. A
notification will be sent to your email when a recruitment in that category becomes

= Place 3 check in the box next fo each jab category for whish you would like to receive email notfications,
powered by L~ | Tweet f Share and fill ot the required information in the ob Inerest Card section below, then click the ‘Submit
N EO G OV Request’ button. For the next 12 months after you submit this form, you will receive an email notification
I L I =

using the Clear All Categories/Select All Categories links or by clicking on the check boxes

App”cant LDgin Select Category Select All Categories Clear All Categories|
I~ 911 Telecommunications I™ Accounting and Finance I~ Administration
Current JDb Openings ™ Administrative Assistant I~ Animal Control ™ Attormney
I Audit I Automative I Building & Grounds Cleaning
| and Maintenance
ruitrment. Jrtetuleieiobrideiotomiuiioott wotiiotuniotet-- o I™ Building & Safety ™ Building Maintenance ™ Clerical & Data Entry
™ Code Enforcement ™ Communications ™ Community and Social
Yolunteer Applications Serices
o ™ Community Development ™ Community Senvices ™ Construction Maintenance
Joh Descriptions (8] o s I Corrsctions [l Gy
/ ™ Cout Adrministration W GimEEy I Custodial
; J s ™ Customer Service I™ Dispatch I™ Diversity Management/EED
| Z
L I™ Economic Develapment I~ Education, Training & Library [~ Elections
Return to Personnel T ientinninn T S Mt T Sniennien

By Specific Position:

C. To be notified for a specific position only, click on Job Descriptions in the Links section
and then the job title of interest.

NEGGoy o >

Class Title H

Accounting Clerk | 520

Accounting Clerk [l 525

e Accounting Clerk [l 520

sruitment. Internal Job Dpenings Accounting Technician 53,
Y..D / Administrative Analyst 54 ¢

Administrative Assistant 53,

‘\z Addriniztrative Manarar 543

------ Return to Persannel

D. When the description opens, click on Email me when jobs like this become available.

INLASUI Y

Class Title: Accounting Clerk Il
Class Gode: 1892

salary: $16.21 - $22.21 Hourly
$2,798.32 - $3,534.50 Monthly
$33 57957 - §48,013.94 Annually

Print Joh Information
Email me when jobs like this ilabl /

Keeps a complete set of books for a small department or specialized elements withina |

Summary | [T

Deschutes County is an Equal Opportunity Employer. Women, Minorities and the disabled are encouraged to apply. Deschutes County
does not discriminate on the basis of race, color, national origin, age, gender, sexual orientation, marital status, religion, political
affiliation, physical or mental disability, or any other basis prohibited by State of Oregon, federal or local law. Deschutes County
provides reasonable accommodations for persons with disabilities. To request this information in an alternate format, please call (541)
617-4747 or send email to ken.harms@deschutes.org.
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