CAREERS.OHI0.GOV APPLICATION GUIDE

T'S MORETHAN JUST A JOB!

Application Process:

1. Search for Jobs

2. Create an Account

3. Set up Profile /Apply for a Job
4. My Jobpage

1. Search for Jobs

Follow these steps to search for jobs:

1. Direct your web browser to www.careers.ohio.gov/

2. Click the Search for State Government Jobs red button.

Search for State

Government Jobs



http://www.careers.ohio.gov/

3. You can perform a keyword or a location search.

Welcome. You are not signed in.

Job Openings 1 - 26 of 263

¥ Job Leved B Save this Search Single-lne ?
O nanvicual Conrguter Sort by
O Manager ! Supsrs Relevancy v [ ending ¥
¥ Jab Type Financial Associate (150000HC) Apply
[ Permanant (24 Rehabilitation & Correction - Allen/Cakwood Comrectional Instiution - QHIO

P Permanent - Full-time
[ Seasonal

N 17.61
[ Tempesary (2
¥ Job Schedule Correction Captain (130000HA) Apply
[ Fut-tim (252 Rehabilitation & Correction - Senior Leadership - GHIC, OHIO-Frankiin County-Columbus
[ Pasi-times (i Permanent - Full-time

$17.35

4. Tofilter postings, make your selection(s) in the filter options. Selections made within the
search criteria will appear under each search box. The number next to each criterion
indicates the number of postings that fall within that particular search criterion.

5. Click a position title to view the job duties, minimum qualifications, and any additional
requirements or information.

6. Click the Apply button.

7. Please read the Privacy Agreement and, if you agree, click | Accept.

Privacy Agreement

Privacy and Security Moboe

The Saste of Ohic recognizes the imporiance of privacy fo users of our onling job spplication service. This nobice discioses how the personal infomrmation collscbed on this sibs may be used

Public Records

Oio public reconds law requires stsde apencies 1o discioss Vanous documents and records 10 anyone making & publc reconds reguest With imited exceptions, T includes requests for empioyment
applicabons and attachments such s resiames and letters of ecommendation. Thoss imied exceptions include but are not kmited o Social Security Numbers, email addresses and phone PEmbers
submitied on employment applications. and we will not desclose that information uniess othensise permitied or required by law

Use of Information

‘Wour personal information is being gathened for State of Ohio applcation and recruiment purposes. The information you provide is used to assess your application for The positioni's) for which you appled
Online applications ars stoeed on a sepune sie Orly authorized State of Shio employees, avthorized contractors, and State of Ohio hirng suthontiss Pawve acoess bo the information submitted
Additionally, pleass be sware, we may shans sry informeSon St you submit theough this Web sie with other stabe of Ohio agencies or other government entities when reguired or offeraiss pemithed by law

Ursuthorized sccess, use misuss o modific afon of s computer system or of the data contaimed in it or in transit i and from this system i sticSly probibited, may be in violeSion of state and federal law,
and ray be subject o sdministradee acsion. chvil and trimral peralties Uss of the system s govemed by United States law and Ofes law and polcess.

The Saate of Ohio monbors & Saes on this syster and may record and dscloss those acthites intsmally and 50 lew enforcameant snd other arSties 10 snsuns the proper snd tewful vss of i infsrmation and

resturtss Such monilonng may resull in tha acquesition, moonding and analyss of all 3858 being communcaled, rsnsmitted . peocsssed or shored in this syaber by & vser. ANYONE USING THIS SYSTEM
EXPRESSLY COMSENTS TO SUCH MONITORING

| Accept ||| Decline



2. Create an Account

Follow these steps to create an account:

If you already created a user account, you can login to make changes to your profile. Otherwise,
click the New User link, and enter your new account information.

Welcome. You ane not signed in.

& Job Search

Login

To access your account. please identify yourself by proading the mformation requested im the Selds below, then click "Logn®. H you are not registered yet, click "Hew user” and follow the instructions to

create an account

Mandafory Seids e marked wi

sliser Hame

sPassword

or Sign in with

G-

e Your password must meet all of the following requirements:

(0]

(0]
(0]
0]
(0]

It must contain between 6 and 32 characters.

It must contain at least 1 letter.

It must contain at least 1 numeric character.

It must not contain more than 2 identical consecutive characters.
It must not contain your user name.

e Be sure to enter information in all required fields.

e Click Register.

o Keep arecord of your username and password.

¢ If you have an existing account, you cannot use the same email address again to create a
new account. The email value must be unique.

*Note: You may use your email associated with your account as your username



Login

To access your account, please identify yours
create an account.

Mandatory fields are marked with an asterisk.

#User Mame

#Password

-

Forget wvour user name?
Foroot vour password?

Login | New User |

o [f you created an account before and can’t remember your username, click the Forgot your
username link. Enter the requested information and click Validate*. You will receive an
email providing you with your username. An error message will display if the email address
is not linked to an account in the system.

¢ If you created an account before and can’t remember your password, click the Forgot your
Password link. Enter the requested information and click OK. You will receive an email with
a link to reset your password. An error message will display if the email address is not linked
to an account in the system.



3. Set up Profile/Apply for a Job

To apply for a job:

1. Your progress and current step in the process is displayed. In the example below, the Resume
Parsing step is in progress:

Eduecation &
Licenses |
Certifications

Personal

Summary of

Information Qualifications

2. Optional: Resume Parsing will allow you to submit personal and professional information by
uploading a resume. The system will automatically extract the relevant information included in
the resume and fill out part of the online submission.

3. Complete all relevant information. Fields marked with a red asterisk are required in order to
proceed.
4. For each step, the buttons on the bottom allow you to save and continue or save as draft.

Save and Continue m

5. Review each section. If there is an error, you will not be able to proceed to the next section of
the application until the error is corrected.

6. Upload any attachments, such as a resume, cover letter, or transcripts. The supported file
formats are doc, docx, txt, pdf, jpg, and png.

7. Onthe Review and Submit page, click Submit.

8. A “Process completed” message confirms that you have applied for the job. You will receive
an email confirmation.

Thank You!

Process completed

Thank you for sending us your online job submission. If your employment profile corresponds to our requirements, a member of our human resources department will contact you.
We invite you to view the job openings available in our Career section and to further explore the functionalities of your account.

Yiew My Submissions



4. My Jobpage

With My Jobpage, applicants will be able to access draft and completed job submissions. Applicants
will be able to view correspondence from the hiring agency for each submission by clicking the View

Email Messages link. If an applicant applies to a position and is no longer interested, the Withdraw
link removes the submission from consideration.

Welcome first last. You are signed in.

| ] s sovcce |

Keyword IR Location NN |
Job Openings 1 - 25 of 257

¥ Job Level Save this Search
[ Individual Contributor (97

|:| Manager / Supervisor (2

¥ Job Type 3/20/2018 Financial Associate Ir (180000HI)
[ Permanent (252 Eehabilitation & Correction - Richland Correctional Institution - OHIO
[ seasonal (3 ermanent - Full-time

[ Temporary (2

3.20.18 Financial Associate SLP (180000HD)

¥ Job Schedule Rehabilitation & Correction - Chillicothe Correctional Institution - OHIO
[ Ful-time (256) Permanent - Full-time

[ Part-time (1

If a job is still posted, the View/Edit Submission link allows applicants to make edits to their job
submission.

| Information Technology Supervisor 2"~ - Full-time
United States of America-QHIO
Job Mumber: 1300009Y
Job Status: Active (Accepting Job Submissions)
Submission Status: Screening — Updated: Feb 9, 2018
View/Edit Submission | View Email Messages | Withdraw

If a job is no longer posted, the View Submission link allows applicants to view or print their
application. However, applicants will no longer be able to make edits.

| Labor Relations Administrator™~ - Full-time
United States of America-OHIO
Job Mumber: 18000096
Job Status: Active (Accepting Job Submissions)
Submission Status: Screening — Updated: Feb 9, 2018
View Submission | View Email Messages | Withdraw
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