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Applying for a Job

1. Navigate to the Careers portal at careers.ohio.gov TeamOhio

It's more than just a job

2. CIiCk the ”Apply” bUtton for the pOSition you WiSh Welcome. You are not signed in.
to apply for. JOBSEARCH MY JOBPAGE

Keyword Location Organlzallon
View All Jobs
Advanced Search

Job Openings 1 - 25 of 840

V Posting Date B save this Search Multi-ine 2
> Sort by
Relevancy v
¥ Organization
- Requisition Title Organization Location Actions
gency
[ Public Safety (92) Transportation Engineer 1, TCE- Transportation - District 11 OHIO-Tuscarawas County-

Apply

[JHealth (31 Construction, PN 20054886 and New Philadelphia
[ Commerce (29 20056009
[JMental Health &

N s Workshop Program Evaluator-  Mental Health & Addiction Services OHIO-Lucas County
Addiction Services (28 Apply

L}
«

h - Northwest Ohio Psychiatric
[JMental Health & Job Coac Northwest Ohio Psychiatri

Addirtinn Servires - Hnenital
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Applying for a Job

3. Usg the ve:'rtlcal scrollbfar tp review t.he Privacy and TeamOhio
Security Notice. After reviewing the Privacy and It's more than just a job
Security Notice, click the “I Accept” button to accept i
the notice and continue the application. o sERR

Privacy Agreement

Privacy and Security Notice

The State of Ohio recognizes the importance of privacy to users of our online job application service. This notice discloses how the personal

nformation collected on this site may be used

| Decline

1 Accept

For applicant support and additional information about employment with the State of Ohio, return to Careers.Ohio.Gov
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Applying for a Job

Returning user

4. If you are a returning user, enter your User Name and Password and click
Login.
WJser Name

wPassword

Forgot your user name?

5. If you are a new user, click the New User button.

Forgot your password?

Don't have an account?

Use a sign-in partner

YAHOO!

Q
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Creating a User Account

6. The User Name is a required field. Any field denoted by a red asterisk (*)
will be required. Enter a unique user name into the field. In this example, we
will enter JaneDoe. WUser Name

JaneDoe

Create an account

7. The Password and Re-enter Password fields are required. Ensure that the
values entered into these fields are matching. WPassword

8. Enter a valid email into the Email Address and Re-enter Email Address
fields. Ensure that the values entered into these fields are matching. P

ooooooooooo

9. Click the Register button.

Email Address

JaneDoe@invalidemail.cc

Re-enter Email Address

JaneDoe@invalidemail.cc

Department of o .
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Resume Parsing

10. If you have a resume, you can choose to extract basic mry S, WSS el e i A

information from it to begin your application. If not, select s parsing |

“No thanks, | will fill out the online submission manually.” For ...

this example, we will select “No thanks, | will...”

n the profile and fill out part of the online profile. You can review the extracted information and make the appropriate changes in the next steps.

If you do not upload a profile, you will need to fill out the online profile manually.

11. You may select Save and Continue, Save as Draft (to
continue later), or Quit.

Import profile data

o)

Selecting "Quit" will stop the application process;
information will not be saved.

Or upload a resume

For this example, we will click the Save and Continue button.

Select the resume file to upload

No file chosen

Save and Continue

Save as Draft

For applicant support and additional information about employment with the State of Ohio, return to Careers.Ohio.Gov
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Personal Information

12. In the Source Type field, select the option that Q ° A\ T
best describes how you learned about this job. For R L R T "

this example, we will select Careers.ohio.gov. Personal Information

Source Tracking

13. For many Source Types, you Wi” aISO be reqUIred Please indicate how you heard about this job.
to select a sub-source type below. For this example, oo e
we will also select Careers.ohio.gov. Careers.ohio.gov .

¥ Careers.ohio.gov

14. Scroll down to the Personal Information section.

Careers.ohio.gov v
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Personal Information

15. Enter your first name into the First Name section.
16. Enter your last name into the Last Name section.

17. Enter your home address using the Street Address, City,
Zip/Postal Code, State, and County section.

18. When selecting your County, use the Search button next

to the field. If your address is not in Ohio, select Out of State.

19. Enter your Home/Primary Phone Number. For this
example, we will enter 123-456-7890. The number must be
entered in XXX-XXX-XXXX format.

20. Use the vertical scrollbar to view the bottom of the page.

Department of

Ohio

Personal Information

Please enter all relevant personal information in the fields below.

“First Name “Last Name
Jane Doe
“Street Address (line 1) Address (line 2)

1234 Main Street

“City “Zip/Postal Code
Columbus 43210
*State *County
?
"Home/Primary Phone Number "Email Address
123-456-7890 janedce@invalidemail.com

Format example: 123-456-7890

Administrative Services Application Guide 8




Personal Information

21. Select your Closest Metropolitan Area, “Closest Metropolitan Area
starting with the Country. After selecting the Country

Country, the State/Province and Region fields will it .
appear. For this example, our closest e ——
Metropolitan Area is Columbus, Ohio. - .
22. If you would like to receive an email S

notification each time a job is posted matching Frankin v @

your profile, select the Job Posting Notification
box. For this example, we will check this box.

Job Posting Notification

23. Select Save and Continue.

Select the checkbox below to receive an email notification whenever a new position matching this profile is posted.

Send an email notification whenever a new position matching this profile is posted.
g f

Save and Continue

Save as Draft

Quit

For applicant support and additional information about employment with the State of Ohio, return to Careers.Ohio.Gov
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Work Experience

Work Experience

24. In the Work Experience section, you will be required to
specify whether a job is your current job. If you do not check
the Current Job box, you will be required to add an End Date
in addition to a Start Date for the position.

List the work experiences below, starting with the most recent one.

Work Experience 1
Current Job

For this example, we will select the Current Job checkbox. B it
25. Enter the employer name into the Employer field. Dunder Mifin Receptionist
26. Enter your job title into the Job Function / Title field. ’ '

Start Date

27. After selecting the Start Date field, you will be prompted
with a dropdown field where you can select the month and on vl 20m v
year in which you started this position.

Department of o .
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Work Experience

28. Enter the position supervisor’s name into the

Supervisor’s Name field. , | | |

Supervisor's Name Supervisor's Contact Information
29. Enter your supervisor’s contact information into - .
the Supervisor’s Contact Information field.

"Hours Worked per Week he supervisor may tacted
30. Enter the average number of hours worked per o Sparas i s
week into the Hours Worked per Week field. 40
31. If you wish to allow the recruiter to contact your
supervisor for the position, check “The supervisor
may be contacted” box. For this example, we will Michae!Scot Michaelscott@invalidemai.com
CheCk thiS bOX- *Hours Worked per Week The supervisor may be contacted

40

32. Enter a detailed list of the job duties associated
with this position in the Job Duties section.

- Greets office visitors and helps them navigate the office;
- Maintains calendars for appointments:

- Sorts mail:

- Makes copies;

- Plans trave arrangements.

Department of o .
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Work Experience

33. Enter your reason for leaving the position in the
Reason for Leaving field. Since we marked currently
employed in this example, we will enter Currently
Employed.

“Reason for Leaving
Currently Employed
Remove Work Experience

Add Work Experience

34. You can add additional work experiences by
selecting the Add Work Experience option. You can
also remove any added work experience by e
selecting the Remove Work Experience option. e

For applicant support and additional information about employment with the State of Ohio, return to Careers.Ohio.Gov

35. Select Save and Continue.
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Education and Licenses/Certifications

36. Enter the school where the education was

obtained in the School section. You can select Q (2 b—3) o : g
your school from a pre-defined list using the U k/ e G  mEmr R BRI SRR e
Select/Enter button OR you can type your N o M sl
school directly into the text box. s clo
Education
37. In the Major/Minor field, enter any major List the educational experiences below, starting with the most recent education.
or minor associated with the education. You
can select your major/minor from a pre- -
defined list using the Select/Enter button OR . s

you can type your major/minor directly into

7 7

38. In the Education Level section, enter the
degree received or worked towards with the s okl ot
assoc|ated educa'“on. Bachelor's Degree (16 years) v Complete v

Graduated from High School or GED

Department of o .
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Education and Licenses/Certifications

39. In the Education Status level, enter the
completion status of the degree. For this example,
we will select “Complete.”

40. If you graduated High School or received a GED,
ensure that the Graduated from High School or GED
box is checked. For this example, we will check this
box.

41. Enter the Start Date and Graduation Date of the
education in the associated fields. For this example,
we will have a start date of August 2004 and
graduation date of May 2008 (note: these fields are
optional)

42. You have the option to add or remove any
education using the Remove Education and Add
Education buttons.

Department of
Administrative Services

Ohio

Education Leve
Bachelor's Degree (216 years) v

Graduated from High School or GED

Start Date

Aug v 2004 v

Remove Education

Add Education

Education Status

Complete

Graduation Date

May v 2008 v

Application Guide
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Education and Licenses/Certifications

43. After using the vertical scrollbar to view
the remainder of the page, you will be able
to enter any licenses or certifications Licenses / Certifications

recelved . Start by entering the most relevant license/cert fication and continue add ng censes/certifications unt you have entered all that you feel are
mportant to disclose for this job. Do not list expired icenses/certifications.

44. Enter the license or certification received
into the License/Certification field.

License / Certification 1

45. Enter any number or ID associated with Licenses / Certifiations
the license or certification in the Number/ID o
field.
46. Enter the organization associated with N
. . pe . . . Number/ ssuing Organization
the license or certification in the Issuing
123456789 Issuing Organization Name

Organization field. For this example, we will
enter Issuing Organization Name.

Department of o .
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Education and Licenses/Certifications

47. Enter the issue and expiration dates of the
license or certification in the Issue Date and
Expiration Date fields.

Issue Date Expiration Date

48. You have the option to add or remove any license

Jul v | 2020 v Jul v | 2025 v

O r Ce rtifi Catio n u Si ng th e Re m Ove If this license/certification will be received in the future, enter the expected issuing date.
License/Certification or Add License/Certification g oo
b utto n S Add License / Certification

49. Select Save and Continue.

Save and Continue

Save as Draft

Quit

For applicant support and additional information about employment with the State of Ohio, return to Careers.Ohio.Gov
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Job-Related Questionnaire

50. The Job-Related Questionnaire section will differ O O Q 0
depending on the position being applied for. This roman " in) omrnate amoats s o
section can consist of a combination of multiple ob Reated Questionnare

choice and extended response questions. When esternare

answering these questions, ensure that your e
responses properly reflect your qualifications and i secetria scenceor usiess —
that they are also reflected in the Work Experience -
and Education sections of your job submission.

¥2. How much experience do you have in secretarial/administrative professional field?

None

51. Select Save and Continue.

Less than 18 months
At least 18 months, but less than 36

36 months or more

¥3. Do you possess six (6) months experience as State of Ohio Administrative Professional 1, 168712

Save and Continue

Save as Draft

> £
z g
“‘ 0:9‘

Department of o .
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General Questionnaire

52. Select if you are or are not a current State of Ohio
employee in the “Are you a current State of Ohio
employee” section. For this example, we will select No, I’'m
not a State of Ohio employee.

53. Select whether you have a legal right to work in the
United States in the “Do you have a legal right to work in
the United States” section. For this example, we will select
Yes.

54. If you have previously been employed with the State of
Ohio, use question three to select the date range in which
you were employed; if you have never been employed by
the State of Ohio, select N/A. For this example, we will
select N/A.

55. Select Save and Continue.

Department of
Administrative Services

Ohio

seneral Questionnaire
Juestionnaire

‘o help us better know you and further assess your qualifications for this position, please answer the following questions as accurately as possible.
“1. Are you a current State of Ohio employee?

No Selection v

2. Do you have a legal right to work in the United States?

*3. If you were previously employed by the State of Ohio, please choose one of the following:

No Selection v

Save and Continue

Save as Draft

Application Guide 18




Attachments

Additional Attachments

56. The Additional Information section provides an
opportunity to attach documents (resume, cover letter,

etc.) to your job submission. For hse osing
57. Click the Browse button to browse for file(s) you wish

to attach to the job submission.

58. After selecting an attachment, click the Attach button i

to attach the file to the job submission. ook ey a5 o e e

59' SeIeCt Save and Continue. Choose File 'P'Ioﬁle;:.hc;sen N o o ‘ -

Department of o .
Administrative Services Application Guide
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Diversity/Disability

60. Use the internal vertical scrollbar to review the State of

Ohio Equal Employment Opportunity statement.

61. You will be required to provide a response to these
guestions. If you do not wish to disclose diversity
information, select “l do not wish to provide this
information” as your response. For this example, we will
select “I do not wish to provide this information.”

62. Select Save and Continue.

Oh - Department of
lO Administrative Services

Diversity / Disability
Diversity

Please provide a response to the questions below. If you do not wish to disclose diversity information, select | do not wish to provide this information™ as
your response. This response option is available for each question

The State of Ohio is an Equal Employment Opportunity Employer and does not discriminate on the basis of race, color, religion, gender, gender identity
or expression, national origin (ancestry), military status, disability, age (40 years or older), genetic information, sexual orientation, or caregiver status
(status as a parent during pregnancy and immediately after the birth of a child, status as a parent of a young child, or status as a foster parent), in
making employment-related decisions about an individual

When cantacted for an intendiew an annlicant who reauires snecial accommaodatinns due to a dicahilitvy should notifu the office at that time _<n

*1. Race/Ethnicity:

| do not wish to provide this information v

*4. Are you an individual with a physical or mental impairment which substantially limits one or more of your major life activities?

| do not wish to provide this information v

*6. If you answered "Yes" to the previous question, please indicate if one or more of the following apply:
DISABLED VETERAN: A person who has a current service-connected disability as determined by the U.S. Department of Veteran Affairs
POST 9-11 ERA VETERAN: A person who served in the military or uniformed services for any period after September 11, 2001

GULF WAR ERA VETERAN: A person who served in the military or uniformed services for any period between August 2, 1990 and September 10,

Application Guide 20




eSignhature

H H H eSignature
63. Use the internal vertical scrollbar to review the full
eSignature
State m e nt * Please read the following statement carefully, then acknowledge that you have read and approved it by providing the information requested at the
bottom of the page. Please note that an esugna\ue s the electronic equivalent of a hand-written s gr*ature.

64. Complete the eSignature by typing your name into the
box labeled “Please enter your full name.”

65. Select Save and Continue.

Do Not E-Sign Until You Have Read The Above Statement.
y my eSignature below, | certify that | have read, fully understand and accept all terms of the foregoing statement.

Please signify your acceptance by entering the information requested in the fields below.

“Please enter your full name:

._.
)

Save and Continue

Save as Draft

For applicant support and additional information about employment with the State of Ohio, return to Careers Ohio.Gov
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Review and Submit

Applying for: Administrative Professional 2 (Job Number: 22000995) SignOut| My Job Carz (0 iemns)

66. The last section of the job submission allows you to
review and submit your information. O )

Review and
Submit

67. Use the vertical scrollbar to view the remainder of the
pa ge * Review and Submit

The following information will be submitted after you click the Submit button. Where an Edit link is displayed, you can modify the corresponding
information.

Personal Information | Edit

Source Tracking

Source Type

Careers.chio.gov
Source
Careers.chio.gov
Personal Information
Full Name
e Jane Doe

Street Address (line 1)
1234 Main Street
Address (line 2)

City

Columbus
Zip/Postal Code
p/Postal Cod 43210
State Ohio
County
T Franklin
Home/Primary Phone Number
1234567890

Email Address . . .
janedoe@invalidemail.com

Department of o .
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Review and Submit

68. Select Save and Continue.

Relevant Files Resume File Name Date Comments

Diversity / Disability | Edit

Diversity

1 do not wish to provide this information

1 do not wish to provide this information

| do not wish to provide this information

| do not wish to provide this information

1 do not wish to provide this information

| do not wish to provide this information

eSignature | Edit

eSignature

Jane Doe

10727722

Submit

Save as Draft

Quit

For applicant support and additional information about employment with the State of Ohio, return to Careers Ohio Gov
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Completed Submission

69. When your application is successfully submitted, you
will see this “Process completed” notification.

JOB SEARCH MY JOBPAGE
Thank You!

Process completed

Thank you for your job application. If your profile meets the requirements, a member of our team will contact you.
We invite you to view the available job openings and to further explore the functionalities of your account.

View My Submissions

For applicant support and additional information about employment with the State of Ohio, return to Careers.Ohio . Gov
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