How to Apply - External
Step

Instructions

1

Click the Job Title of the position you wish to apply for.

2

Scroll to the bottom of the posting description and click Apply Now.
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Step 1 of 9: Review the requirements and click Continue
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Step 2 of 9: Add your resume but clicking the button that applies to you - Upload, Build, Facebook, Google+,
Indeed, Dropbox, Google Drive, or One Drive.
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Step 3 of 9: Ensure your legal name as it appears on your ID is entered. Your name pulls from your resume, so
you may need to update this.
Ensure your address, email, and phone are correct and click Next.
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Step 3 of 9: Work History - the system will parse out your work history from your resume. If something is not
complete, the system will turn the text red and ask you to fill in the missing section before continuing. As long
as everything is complete, click Next.
**Note: The system may jumble the order of your work history. Do not be alarmed. The resume is the official
document for review. As long as your work history is on your resume, you are okay to click Next and continue.

Step 3 of 9: Education History - the system will parse out your education history from your resume. If
something is not complete, the system will turn the text red and ask you to fill in the missing section before
continuing. As long as everything is completed, click Next.
**Note: The system may jumble the order of your education history. Do not be alarmed. The resume is the
official document for review. As long as your education history is on your resume, you are okay to click Next
and continue.

Step 4 of 9: Respond to the questions (only the County you currently live in is required) and click Next.
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Step 5 of 9: Respond to the questions (those required are denoted with an asterisk). Check the Licenses and
Certifications you hold, as well as the Association & Memberships you are affiliated with and click Next.

8

9

Step 6 of 9: Complete the Veterans’ Preference page by responding to the listed questions and click Next.

Step 7 of 9: Answer the job related questions. These questions may include some Self-Identification questions
that are strictly volunteer and in no way impact your application on the vacant position. However, we must
ask these questions in order to comply with federal reporting requirements. Your response is greatly
appreciated and this data is used for federal reporting/compliance purposes only.
This list of job specific questions (such as work experience) may vary each time you apply.
Click Next.
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Step 8 of 9: Upload any additional documents you would like to submit with your application. This is not
required. Click Submit.

Step 9 of 9: Additional Self Identification Details - These are strictly voluntary, but again, are used for
reporting purposes. Your response will in no way impact your application for the vacant position. Click Submit.
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You will receive a green checkbox, meaning you have completed the application process. This does not
necessarily mean your application was submitted successfully. Once the green check mark disappears, you will
receive the following screen. Follow the instructions listed to ensure your application was submitted
successfully.

