Using the Prince George’s County On-line Employment Application
....... First Time Users Guide

1. Go to www.princegeorgescountymd.gov and click EMPLOYMENT.

2. From the Employment page, click APPLY NOW.

L~

3. Scroll down the page until you see the alphabetical list of
Tt i ko e e 08 | ]ob titles.

Online applications ara storad on a sacure site. Only autherizad employeas and hiring authorities hava
access to the information submitted

ur spplication show Sl the reisvant sducation and sxperience you passass. Apphcations may

— 4. Click the job title in which you have an interest.

Drafts snneuncemants -Rates sppheations,

Paga 1of 1

5. If after reviewing the job announcement, you wish to —
ﬁmmgﬁt&a%u A C"uu,.é# ”//Iwwza,uz

submit an application, click the Supplemental Questions
tab.

Employment Qpportunities

\ NEOGOV
Job Title: Accounting Glerk 1711

Salary: $020,620,00 - §1,460,620,00 annually

TIP: You can use your word processing program to
prepare the supplemental questions, and then copy and
paste your answers into the application.

Job Type: Full-Time

Lacation: Communications Buiding, Maryland

Print Job Infogmation | Apply

Description Benefits

Supplemental Quastione

. . . . . /-—-—
6. Click the Apply link to submit your application.

. FGovernmentJobs
7. Click on CREATE YOUR ACCOUNT HERE. Fhome | 200 seweh | careercesters] souut v RURERE
NOTE: If you created an account earlier here or at
www.governmentjobs.com you may log in at this point and either L
create a new application or click on the sentence near the top “To o e v s
apply for <JOB TITLE> click here” and follow the directions. et
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e 8. There are several places (e.g., yahoo, hotmail...) where you
can get a free email account if you do not have one. The on-
s e ey ez | line employment application system only uses your email
address to send confirmations when an application is
password | submitted. Click SAVE once you have completed the
Confirm password | information.

Password Hint [

Tip: If you forget your password, you can click on Lost Password and it
will b2 emailed to you.

Save

;ﬂgmdﬂygy 8 gyﬂ.u%, %(a«r,dr&wf

9. Print this screen for your records. It
contains the log on information you will need Employment Opporturities
tO aCCGSS YOUI' account. Thank you for registering with Governmentdobs,com. Your account is now active,

Usemname JoeSmith

Email Jsmith@msn, com

Press the LOGIN button. Password scarlet

Password Hint r=d

| togin

FGovernmentJobs . -
PR _10. Log in using the Username and Password you
e and e s just created.

|
|
| 11. Click CREATE APPLICATION
|
Welcome Welp | | Logout

In arder to apply for 3 pogRion you nasd to aats an appheation first. Click on the
‘Create Application’ buttoW and we'll guide you through the process

Create Apphication

Appleations You've Created:
Nome Date Created Modity

Tip: You do NOT need to recreate a new agplication every time you're applying for 2

Address | 12. All fields marked with “*” require that you enter

1234 Wain Stree information. You may choose to enter a dummy
Social Security number if desired. Enter your

B |__—— information and click SAVE AND VIEW

o Seuy N V/ APPLICATION. To move between pages, use the

,m buttons at the bottom pf the page.

v

Cancel I Save & View Application
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13. You are now viewing your full application. All of
the additional sections operate using the same steps.
For example, click ADD WORK EXPERIENCE in
that section.

TIP: You may copy and paste information from your
word processing program into the application. Heavily
formatted text (i.e. special fonts, bullets, color text,
etc.) does not transfer well. Remove as much formatting

/ as possible before transferring your text.
FrE— 14. When you have finished entering your work
e — experience, click the SAVE AND VIEW

May we

S APPLICATION button at the bottom of your
[ / screen.
’ [;xuet;‘:w trucks and lawnmowers. =l

cancel Save & View Application /

* Required Field

15. You will now see the work experience you just
added on your application. To add more jobs click
on ADD WORK EXPERIENCE. You will repeat the

steps 13 and 14 you used to enter your first work
experience.

| Work Experience Add Work Experience A/
s orsem o e At this point you will be able to enter information
into any of the other sections by clicking on the
“ADD...” links next to each. When you have
KAk o v finished, click GO TO STEP 2: AGENCY-WIDE
— s QUESTIONS at the bottom of the screen.

16. Complete the agency wide questions page and Fagiop g Wiyt

move forward by clicking on the SAVE AND
PROCEED button at the bottom of the page...

Do you meet all of the above criter Displaced Homemaker Preference? If appointed,
appropriate proof will be required.
“ Yes T Mo

Save Wark in Progress | savesPracee d

* Reguired Field
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€ which involves reading and

raclnsssinimtiondod o 17. You will now view your entire application again. If it
2 At Joes Gwroge |__— is now complete, click CONFIRM APPLICATION at the

Conim Apphcais 1/ bottom of the page.

PanorgGroags o Cousty, Waytoiat

[

| __— 18. Read the statement, and click the ACCEPT button.

Phinen, (/.,,».,7. ;/!u....z# Paytanet ) . .
19. You will now see the confirmation screen.
o] oot |

Employment Opportunities
! boe
#op Counting Clerk 1/1) 15 Chk hace for  orintable varsion of the anplication you
com [ mittad

You will remain logged into your account unless you click
LOGOUT on this page. It is important that you log out of
your account before leaving a public access computer, so
that the next user cannot see your personal information.

ADDITIONAL INFORMATION:
If you anticipate a job opportunity that is not yet advertised, you can prepare an application in advance:

¢ Go to www.governmentjobs.com (our vendor) and create a Job Seeker account.

e Create your application; it will remain stored there for your future use.

e If you are applying for more than one position, you can tailor your applications and create as many
versions as you wish. These multiple versions will reside in your account, and you will be able to select
the appropriate version when you apply for any future job.

¢ Remember the log on nhame and password you created.

When you apply for a job at www.princegeorgescountymd.gov, you will use the same name and password you
created at www.governmentjobs.com. You will only need to review the application you created previously,
answer any supplemental questions required for that particular position, and submit the application.

Please, do not share your email login or password with anyone; it will compromise your account.

HAVE QUESTIONS OR FEEDBACK ABOUT USING THE ON-LINE EMPLOYMENT APPLICATION?
Telephone the Prince George’s County Government Office of Human Resources Management at
(301) 883-6330, or send an email to onlinejobapps@co.pg.md.us
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