Using the Prince George’s County On-line Employment Application

.......First Time Users Guide

1. Go to www.princegeorgescountymd.gov and click

EMPLOYMENT.

| —

o

smcarn sitw. Only asthorioed onployees and hiring shoritios have

® @i

2. From the Employment page, click APPLY NOW.

3. Scroll down the page until you see the alphabetical list of

job titles.

5. If after reviewing the job announcement, you wish to
submit an application, click the Supplemental Questions

tab.

TIP: You can use your word processing program to

\ Jabs Tithe: Accounting Glark (211

prepare the supplemental questions, and then copy and

paste your answers into the application.

6. Click the Apply link to submit your application.

7. Click on CREATE YOUR ACCOUNT HERE.

P

NOTE: If you created an account earlier at www.governmentjobs.com
you may log in at this and either create a new application or click on
the sentence near the top “To apply for <JOB TITLE> click here” and

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

i Phier rvsge s Cosity, Wangteiet

Employment Opportunities

NEOGOV

Salary: $R7R,620.00 - §1,960,678.00 annualy
Job Typa: Ful-Tima

: Communications Sulding, Maryland

Description | [ITTINTEN] [T

emisntal Guaastion=

T GovernmentJobs

Plagse anter your Employer Usmama and Dasswerd balaw.

1F you do nat have a Username and
Pasgword cAck piag to register for a
rw atcount

beun Guvammastichy Bryace Baliey | Liaul Tasmy
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Request New Job Seeker Account

Enter your account information:

Username

Email Address
Create a Password:

Password [

Confirm Password |

Password Hint [

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

Save |

9. Print this screen for your records. It

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-
line employment application system only uses your email

address to send confirmations when an application is
submitted. Click SAVE once you have completed the

information.

'0”“”17""?’“ 3 _@-ﬂm&}, i///w/#@,ul

contains the log on information you will need

to access your account.

Press the LOGIN button.

\.

Employment Opportunities
“hank you for registering with GovemmertJabs.com. Your account is now active,

Usemame  Joesmith
Email Jamthi@risn.com
Password scarlet

Password Hint red

" GovernmentJobs
[ itome [ tob saari | Goreer Seckors | Atout us ]
Blaase anter your W,
1
Login ] |
| s
*Address |
[1234 Wain Street

123-54-6789

Fper 3
*Somal Securty Nullb/
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10. Log in using the Username and Password you

just created.

11. Click CREATE APPLICATION
|

Winlcome,

‘Create Application’ battW and wa'll guida you theough the process.
Crasts dpplication

oSt

In arder te apply far 3 paglien yeu naed to waate an apphkeanon hret. Click an the

Appleatinns Yau'vs Ceastad:
e Dabe Crealed Muslily

Tip: Wou do NOT need to recreate a new application every time vou're applying for 2

12. All fields marked with “*” require that you enter
information. Enter your information and click SAVE
AND VIEW APPLICATION. To move between
pages, use the buttons at the bottom of the page.

v

Cancel | Save & View Application
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Persanal Profile

Name of Supervisor
[iohn Smith

Title of Supervisor
[owner

May v ntact this employer?
O ves @ o

Reason for Leaving
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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.

14. When you have finished entering your work
experience, click the SAVE AND VIEW
APPLICATION button at the bottom of your
screen.

-

*Duties
Repair trucks and lawnmowers. =

= /
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.
add Work Experience A/

ot 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

Work Experience

Big Wheel Bass
/2003 - Fresant

{5
finished, click GO TO STEP 2: AGENCY-WIDE
QUESTIONS at the bottom of the screen.

Certificatas and Licenses Add Certificites or Licenses

16. Complete the agency wide questions page and Phacsfangs s Couaty, Wlasglundt
move forward by clicking on the SAVE AND

PROCEED button at the bottom of the page...

] e |

Do you meet all of the above criteriaNgr Displaced Homemaker Preference? If appointed,
appropriate proof will be required.
 ves " no

Save Work in Progress | save&Pracee d

* Required Field = Turen

B i
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A, O Ploase describe wour fEDENENDE DIOCHSTING DENTILS
& | processed work permits.

5. Q: Pleaie descnbe vour expenence privding techiical iformation and exglaiming rues
an

mployeae.

&, Q: Please list the jobs where you peined expenence which invalves reading and

GEANAIT Fara, g, 0 1eeal sensmcan oy, Tese ok 17. You will now view your entire application again. If it

muist be detailed wehin your appication

&1 84 oes Garage |__— is now complete, click CONFIRM APPLICATION at the

T |/ bottom of the page.

%ﬂﬁagy s If‘-‘wm@; Wm;,fna{

waicome, Jobhvs Dos o e

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

4 Orew

ﬁi.,.:z,ﬁ-ugx "Jﬁﬂlluf&l. Wn.vﬁr.u( i . i
19. You will now see the confirmation screen.

T~

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.
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.

o Remember the log on name 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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