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Section 1:

Getting Started

After reviewing this tutorial, you will be able to use the system to:
1) Learn about opportunities at the City of Chesapeake

2) Complete an application for employment

3) Apply for specific position(s)

4) Attach a resume or other document to your application for each
position

5) Log in to the site to view your status for each position to which
you have applied




Items To Gather Before Beginning Your Application:

1) Your complete education, reference, employment, and driver’s license
iInformation

2) An electronic (either Microsoft Word or PDF) copy of any document (such
as a resume) you wish to attach to your application (if applicable).

Helpful Hints:

1) Do not use your browser's "Back", "Forward" or "Refresh" buttons to
navigate the site. This may cause unexpected results, including loss of data
or being logged out of the system. Please use the navigational buttons
within the site.

2) To protect the security of your data, the system will log you out if it detects
no activity for 60 minutes. Please do not leave your computer for more
than 60 minutes while completing your application for employment.

Now, You're Ready To Begin The Tutorial!




Frequently Asked Questions

Q) Where do | begin?

A) To begin the application process, please select a user name and password that you
will easily remember. You should write down your user name and password, as you
will need it to apply for other positions or check the status of your application the next
time you visit the site.

Q) What information will | be asked to provide?

A) You will be asked to provide personal information such as name, address, phone
number, etc. You will also be asked to provide information about your driver’s license,
education and previous employment, as well as contact information regarding your
employment history and references. Please gather this information before beginning
the application.

Q) What if | want to submit a resume, cover letter, or other document?

A) You will be able to submit a unique resume, cover letter or other document each
time you apply for a position, if you choose. You may attach a different resume for
each applied to position. This process occurs AFTER you click the “apply to position”
button and answer any position-specific questions.

*Note: Not all positions require or allow you to attach a resume, cover letter or
other documents.




STEP 1 — Creating Your Login ID

2 City of Chesapeake - CLICK - Microsoft Internet Explorer,

File Edit Wiew Favorites Tools  Help

@Back - \_}] @ @ \;j ;j Seerey \E:\?Favorites @ [‘Z&{v ..:\'p.. _J ﬁ ':‘3

address |@ https: v jobs, cityofchesapeake. netjapplicants; jsp) shared|framesetjFrameset. jsprtime=1 186517989715

' www.jobs.CityofChesapeake.net
Chesapeake

CAREeer LiNk IN THE cITY OF CHESAPEAKE

Click

" BEMEFITS AT
A GLANCE CAREER LINK INTHE CITY OF CHESAPEAKE

HOME
SEARCH POSTINGS

CREATE CHESAPEAKE
RETIREES ENCORE
PROGRAM PROFILE

CREATE APPLICATION
LOGIN

- REVISED 6, 2007
CITY DRIVING The City of Chesapeake welcomes you! Our employment application system will allow yvou to fill out an

STANDARDS empgyment application, apply to multiple positions and track the status of the positions for which you've

applied 24-hours a day.
- 2006 PAY PLAN

LINEORTANT INFO FOR SPECIAL ANNOUNCEMENTS

S Click the “Create Application” link to
select a User Name and Password

- CHESAPEAKE HUMAN and to create your application.

= YOLUNTEER
INFORMATIDN

RESDURCES DEPT

= CITY OF CHESAPEAKE |
HOMEPAGE

Microsoft PowerPaint - [Applicant Powerpaint] ek




Creating Your Login ID (cont.)

e | City of Chesapeake - CLICK - Microsoft Internet Explorer
File  Edit  Wiew Fawvorites Tools  Help

@Back v &l \ﬂ @ _h /.__\J Seatch _J ﬂ ﬁ

Address |§| https: i v, jobs. cityofchesapeake, netfapplicantsfjspishared/framesetjFrameset. jsprtime=118651 7939715 hd |

' www.jobs.CityofChesapeake.net
Chesapeake

CAReer Link IN THE ciTY OF CHESAPEAKE
Choose Application

n i —
\gf? Favorites E‘} d- &a

" -

I|*

HOME
SEARCH POSTINGS

CREATE CHESAPEAKE
RETIREES ENCORE
PROGRAM PROFILE

CREATE APPLICATION Please select the application yvou wish to complete.

LOGIN

The CLICK General Application has been designed to collect the information necessary for
us to evaluate your credentials. Therefore, we refer only to the General Application in

- BENEFITS AT evaluating candidates for interview. This practice also insures that all candidates are

A GLANCE considered on a consistent basis. Remember that you have the opportunity to "edit" your
- REVISED 6,2007 General Application to tailor it to specific requisitions.

CITY DRIVING
STANDARDS Hiring supervisors may elect to allow candidates to attach a resume and/or cover letter
for specific requisitions. In such instances, know that these documents are able to be
viewed by the hiring supervisor but are not referenced in evaluating your credentials for

- IMPORTANT INFO FOR interview.
FIRE/ POLICE —
APPLICANTS Create Mew Application

- YOLUNTEER @® General Application
INFORMATION

- 2006 PAY PLAN

Yolunteer Appin

- CHESAPEAKE HUMAN
RESOURCES DEPT (y  Fire Entrance Exam Application

= CITY OF CHESAPEAKE
HOMEPAGE

Police Entrance Exam Application

Choose your Application type, then
click “GQO”. For this example, we will
complete a Regular Employment

Application.

Internship Application

B Internet



Creating Your Login ID (cont.)

2} City of Chesapeake - CLICK - Microsoft Internet Explorer
File Edit Wiew Favorites Toaols Help

eBack - 4 |ﬂ |EL| _:'] /-.-\JSearch -::'1:/ Favarites E‘E - '\-\._._,_;— _J ﬂ 'j‘:i

T
Address |@ https: [ fvavaw, jobs. cityofchesapeake . netfapplicants/jspfshared|frameset/Frameset, jsprrime=1 186518952768 i |
C' sa eake www.jobs.CityofChesapeake.net
YIRGINIA

CAREER Link IN THE cITY oOF CHESAPEAKE

Please do not use your browser's "Back", "Forward" or "Refresh" buttons to navigate the site. Use the
navigational buthons within the site.

If you have already created a user name for City of Chesapeake, please login using your existing user
name.

Select User Mame and Password:

social Security Number:

Please enter wour Social Securiky

NeLEE L Vet e eene 12ass6780 /S~ Social Security Number

Help:

Select User Mame:

Lse Ib:uetween 6 and Z0 letkers ar Pamp lename | Create a User Name

Password:

s beruesn & and 20 lstters or Wk Create a password — you will type this word twice, but only
*** will appear to protect your security

Re-enkter Password: |******** |

I CONTINUE TO PAGE 1 OF GEMERAL APPLICATION =2+ I
T 7 Security Information

_eancer J«—— Or click here to )

cancel After typing your
£l L | information, click the S & mnternet

“continue” button to go

to the next page.



Creating Your Login ID (cont.)

W City of Chesapeakse - CLICH - Mbcrosofl Intornel Expbarer
Fks Edie ‘e

g&.—m = - sl 7 Farworibes 04 = s ) ﬂ ﬂ

] hirtp e b cityafcheer sgeeasbe rest Cappia s o s e amecet Frame et S Time e | | 555 | #5407

C %'ﬁ' IE LT
Carcer Ling 1M THE €T oF CEHESAPEAKE

View [Edit General Application

wiwew . jobs. CityofChesapeake.net

| SAEE AND COESTTSUE TO REXT 22 | Type a question to
Password Retrieval Setog WhICh you WI” eaSIIy
Dk Faeray o Opsn @ reney wimcioess iy Can prind out, o record your uses nannes e passeecrd. remember the answer.

(Plosos note i youwine usng a public cormpotes you masy b pnable o prine)

“iowa il resed poLr sy mame and passvword o check e stabus of positons appled for or D apply
for ot s it Sy reat G pou wisit e site

Bafions bagirming your applcaton, plecsss onbtor o quesshon and arewser that oy o ko, 1F you
forget your passyord wihen refuming o e site, S sysierm will roset it onos oo anseer this

U o CorTescithy.
This qrerstion amd anseer will not e part of your esmgloy ment sl icason.

The quesstion and arewoer ane CoSe-SosiHve. Examplo: If you enbor your passwon ST

WO Canv't re—onber aes Sweincions™ o Sstircoesw ™)

=Rwguinesd inf ormustion & denobed wath sn ot

Type the answer here.

- [Piosgs enter & guestion itk s i ’ <
2 ; what is my pet’s name <
- Pioage m Ehe arvever B0 oo spot
Resr ol nifor et B dercted wath S0 setdrik \
1 SANE AND CONTINEE T SENT >3 1
SAME AND STAY 0N THIS PAGE ]  exaw]

Click here to go to the next page.

I i a1 Bag ol nhed cite ared cleis pe brevasss siedoie

MITE:  Ta pracsct che cocurity of peur spplicssien
wrlsen you are Fminbed.

S W Irterres



Creating Your Application

W City of Chesapeake - CLICK - Microsoft Intermet Explorner

Farvamitos

| This process conS|sts of several separate ‘pages” (or web
pages) of information. Each page will also have information
that you may need to “scroll down” to access.

Fhﬁ’nr-’LwcﬁF‘J‘mhM .l:nrmn thee baottom of She moreon every GO rmirustes ) order 5o okl
Boesiirugy yomer chaba,

e inforenation s deroted wath an astersh.

Parsonal Information

* Fmsk Mame:

You may quit the application process at
any time by clicking the “"EXIT" button.

Once you have completed this
section, click here to go to the
next page.

m:(watloast LS yoors of age?

o DCaennin veorks peerrnsn el baciogeoisred cheec: -)
:q-;—q—u-owlr»mkmms-q- =
1=,

mmmmmmm .
= or reguested o resion rom sy {42}

5F yes, gree the name and address of
Ehe: el detads of the
Eigrstion:

s SAVE AND RETURN TO A VLGRS I T T TG TR T e 1

" the smcwriny of wour applicstion efernetien. plesie Begous of the site and clese e beoses s weindoss wben



Creating Your Application (cont.)

<} City of Chesapeake - CLICK - Microsoft Internet Explorer
File Edit “iew Favorites Tools Help

eﬁack M Y \ﬂ @ _;\J /-.-\JSearch ‘:;'/'?‘\'(Favnrites (E‘j <] - “_1’; _‘ ﬂ 3

#Address |§| https: f v, jobs. citvofchesapeake. netfapplicantsfjsp)shared/framesetiFrameset, jsprtime=1 18657 7762606 V| !

' www.jobs.CityofChesapeake.net
Chesapeake . _
The first screen displays our Personal

Information screen, where you enter

[+ welcome  vou ors logged n your name, address, and other similar
information.

Create General Application

Page 1of 6

For security purposes, this systerm automatically logs you off when it senses no activity for 60 minutes,
Please click one of the Sawve... buttons at the bottom of the screen every 60 minutes in order 1o avoid
losing your data,

*Required information is denoked with an asterisk,

Questions with asterisks next to

R | | them are required questions and

riddle Mame:

W | must be answered to continue
to the next screen.

* Last Mame:

*  Address:

ik

|
|
|
State (enter WA iF a non U.5. address): I:I
* Zip Code: I:I

@ Daone

é ﬂ Internet



Error Messages

| City of Chesapeake - CLICK - Microsoft Internet Explorer,

File Edit Wiew Favorites Tools  Help

aBack = \_/'l |ﬂ @ ._.l\l /.__\J Search “E,':':{’Favorites E} < _ _J ﬂ ﬁ

Address |$§| htkps:f v, jobs, cityofchesapeake . netfapplicants/jsp/shared)frameset/Frameset. jsprtime=1 186577 762606 V| 1

' www.jobs.CityofChesapeake.net
Chesapeaks

If you've forgotten to complete

(@SN SNANR A e =a=04 any “required fields,” you will

Create General Appllcatmn get an error message at the top
Page 1of & Of the page

! This page has errors that must be md before you may continue. Please correct The urequired fleldsn that you

these errors before proceeding.

For security purposes, this system automatically logs you off when it senses no activity for 60 minutes, need to Complete W| ” be

Pleasze click one of the Save... buttons at the bottom of the screen every 60 minutes in order to avoid

lo=ing your data. h|gh||ghted |n yeIIOW

*Required information is denoted with an asterisk,

Personal Information

First Name:

@ This is a required figld, Please
complete field before continuing.

Middle Marpe:
Flease enter "MHMM"F you do not have a

. riddle narme, 41,

@ This is a required Fizld, Please
complete field before continuing.

Lask Mame:

@ This is a required Field. Please
complete field before continuing.

* fAddress: |123 Sample Ave

:El Crore é ‘ Internet



Creating Your Application (cont.)

<l City of Chesapeake - CLICK - Microsoft Internet Explorer
File Edit Wiew Fawvoribes  Tools  Help

eBack i \ﬂ @ ._h /.__\J Search ‘::1:( Favarites 'E‘j <] - L‘_‘.:-' _.J ﬁ ﬁ

Address |€| htkps: i, jobs, cityofchesapeake . netf applicants fjspy'shar edFramesetFrameset . jsprtime=1 186577 762606 A | C-
C' sa eake www.jobs.CityofChesapeake.net
VIRGINIA

To continue completing your
application, click Save and
:E'-:quir:\;ments apply to workers under the age ONCI Response Continue to Next>>

Hawe you ever been discharged, Forced /
or requested ko resign From any O ves @ Mo O NoResponse
position?

CAREER LINK IN THE CITy OF CHES/

inthe 5.7

Are you ak least 18 vears of agey
Certai He it and back d chack
&+ [Certain work permit and background checl @ Ves O Na

I ves, give the name and address of
the emplover and details of the
discharge or resignation:

Education Information

Indicate highest grade level completed 12 W

*Reguired information is denoted with an asterisk.,

<< SAVE AND RETURN TO PREYIOUS I I SAVE AND CONTINUE TO NEXT == I

SAYE AMD STAY ON THIS PAGE I EXIT I

MOTE: To protect the security of your application information, please logout of the site and close your browser window when
you are finished.

ﬁ:l Done [% ﬂ Internet




<l City of Chesapeake - CLICK - Microsoft Internet B3 E D UCAT I O N

File Edit Wiew Favorites Tools  Help

@Back - \_/l |ﬂ @ _:j /.:\J Search ‘-Ef"

Address |@h| htkps: f v, jobs, cityofchesapeake .net/applicants)j

Please enter your education history. Include Vocational
School, College and Graduate School if applicable. When
finished, click on the Save and Continue to Next>> button

Ch@ea](e at the bottom of the screen.
¥

IRGINIA

CAreer Link In THE ciTy oF CHESAPEAKE

Create General Application

Page 2 of & I
To add a new
POST HIGH SCHOOL EDUCATION 1
Entry, click the
To Add & Mew Enfry: Click the "Add New Entry" bution.
To Edit An Enfry: Click the "Edit" link for the specific entry. Add NeW Entry
To Wiew An Entry: Click the "Wiew" link for the specific entry.
To Delete An Enfry: Click the "Delete" link for the specific entry, BUtton BeIOW-
When you are finished adding your enfries, you may go to the next page by clicking "Sawe and Conti to

Next".

Mo Records Found

| appnewentrRY |

<< SAVE AND RETURM TD PREYIDUS I I SAYE AMND CONTIMUE TO MNEXT == I

EXIT I

é ‘ Internet




Creating Your Application — Education

2 City of Chesapeake - CLICK - Microsoft Internet Explorer

File  Edit ‘Wiew Fawaorites  Tools  Help

@Back = \_/I |ﬂ @ ._;\] /._\J Search “Ej'\'(’ Fawvorites e} < _J ﬂ ﬁ

Address |$Ej htkps: f e, jobs, cityvof chesapeake . netfapplicants)jsp) sharedFrameset/Frameset . jspitime=1 186577762606 V|
C' sa eake www.jobs.CityofChesapeake.net
VIRGINIA

Career Link In THE ciTy oF CHESAPEAKE
Once you have entered your

To add a new enfry, complete the following fields and then click Add Entry. If yvou do not w| - = 2
add a new enfry at this time, click Cancel. |nf0rmat|0n, CIle the Add
* pequired information is denoked with an asterisk, E ntry button .

Name of School: |

Clty: | | /

State {enter MNA iF a non LIS, I:I

address):

Hours completed (if applicable): I:I

Degres Earned (iF applicable): | |

IMajar or Specialty: | |

Did wou graduate? C}W Mo Response

Current level of study (i.e. Junior;
Seniar or above)

Dates attended (Monl

ADD EMTRY
CAMCEL I

[% ﬂ Internet




Creating Your Application - Employment

2} City of Chesapeake - CLICK - Microsoft Internet Explorer
File Edit ‘Wiew Favorites Tools  Help

@Back - \_‘) \ﬂ @ _;ﬁ /.__\’ Search ‘:,:1'\'(’ Favorites 6‘1 [_'\:v L:\__ J ﬁ '3

Address |@ hktps: [ iwenn, jobs, citvofchesapeake  net/applicants/jspisharediframeset Frameset, jsprhime=1 136577 762606 b 1
' .Jobs.CityofChesapeake.net
Chesapeake WWW:10
hu'““"'* On this page you will list your

CAReer Link IN THE ciTy OF CHESAPEAKE work experience.

Create General Application

To add a new entry, click
Page 3 of 6 Add New Entry.

WORK EXPERIENCE /
To Add A New Enfry: Click the "Add New Entry" button,

To Edit An Entry: Click the "Edit" link for the specific entry.
To Wiew An Entry: Click the "Wiew" link for the specific entry.
To Delete An Enfry: Click the "Delete" link for the specific enfry.

Whien you are finished adding your entries, you may go to the next page by cheing "Save and Continue to
Next".

Mo Records Found

| ApbnewentRY |

<< SAVE AND RETURN TO PRE¥IOUS I I SAVE AND CONTINUE TO NEXT =2- I

EXIT I

é ' Internet




Creating Your Application - Employment

M City of Chesapeake - CLICK - Microsoft Internet Explorer

File Edit [Ty Fawvorites  Tools Help

D rack -~ ©D T /7 ' search ‘e Favarikes £ - e J Bl 2%

Address | Retps: v, jobs . cCitvof chesapeake . netfapplicants/ispisharedfframesst/Framesst . jsprhime—1 1 SE57 7 72606

wwwwww .jobs.CityofChesapeake.net
Chesapeake

BRGEN

CaAareer Livk I THE CiTy OF

Create General Application

Fage = of 5

WORK EXPERIEM

To add a new entry, complets the following fields and then click Add Entry. IF you do not wish o
add a new enty at this time, click Cancel.

Existing Entries

P s o Once you have entered your
e pr— information, click the Add

To add a new entry, complete the following fields and then click Add Entry. If you do not wish

add 5 mew entry St this time, click Cancel. Entr button
* Required information is denokbed with an asterisk. .

Employer Name:

[
Strest Address [ |
[

ik |
State (enter MAa if 3 non U5,

Sodres: 1

POt xxx=3K 3= XN

Job Title: |

Supervisor Title:

[

Supervisor Mame: | |
[
[

Begin Date: ~ | | G

End Dat I blank if skill

e s e Bl O o [ ~| ] | Gy

Murber of employees you supervised: | )

2 Full-tirme

< Part-time
what Eype of employment was Ehis
stltiDr}(?p i F Temporary

2 wolunteer
&) Mo Response

Hours per week | )
7
Most Recent/Ending Salary: | )
7

Reason For Leawving:

My wwe conkack this emplovers 2 ves €2 Mo €5 Mo Response

Job Dukies:

CANCEL I

NOTE: To protect the sacurity of your logout of the site and close your brouser windous
when you are finished.



Creating Your Application — Additional Information

2l City of Chesapeake - CLICK - Microsoft Internet Explorer

Fil= Edit s Favorites Tools Help

Qo - © [ [B @ SO sewn Prrmone €| (37 & s

hittps: fivwe. jobs. cikyofchesaps ske. net/ applicantsfispisharsd/Frameset/Framesst. jspPhime =11 5657 7 762606

| www.jobs.CityofChesapeake.net
Chesapaals

CAreer Link INn THE ciTY OF
Create General Application

Page 4 of 6

Please answer the following questions and click Sawe and Continue to Next Page at the bothorm of the
sCcreen.

*Required information is denoked with an asterisk.

Additional Information On thlS page you Wl" Ilst

List any licenses/certifications you
possess associated wikh your trade or

Profeczon iCrn, CoR. Lesw, € additional information related

state and expiration date.

e o iy e e tO l I censes an d Oth er
information.

List any training, special skills or
qualifications not lisked abowve:

The following requested criminal background information will remain confidential within the Department of
Humarn Resources, vou must disclose ALL felony and misdemeanor comvictions Cncluding driving offenses)
regardless of when they occurred. The City conducts pre-offer background checks with Federal,
State, Local authorities and the DRY s appropriste. Candidates who do not disclose all conwictions or
pending charges on their employment application will be disqualified from consideration,

Hawve you ever been convicted of a
* Felony‘.; O ves 0 Mo & No Response
If no, enter "MA". If yes, give datef<)
#* of convickion, type of offenseis), and
any details:
Hawe you ever been convicked of a
* et i A= O ves O Mo & No Response
IF no, enter "MA". IF yves, give datels)
#* of conviction, type of offensels), and
any details:
+ Do you have any pending criminal O @) &
charges? Yes [[=] Mo Response
+ IF mo, enter "MA", IF ves, give type of
charge and court date,

FRequired information is denoted with an asterisk.,

<< SAWE AND RETURN TO PREVIOUS I I SAYE AND CONTINUE TO NEXT ==

SAVE AMD STAY ON THIS PAGE EXIT I

é 0 Internet




Creating Your Application — DMV Information

ity of Chesapeake - CLICK - Microsoft Internet Explorer

File Edit Wwiew Faworites Tools  Help

@Back M > ) |ﬂ @ _;j /.__\’ Search “f:i(Favorltes €‘3 < - :,’_ _J ﬁ ‘3

Address |§| htkps: f v, jobs . cityof chesapeake . netfapplicantsfispisharedfframesetFrameset. jsprtime=1 186577 762606

i www.jobs.CityofChesapeake.net
Chesapeake

IRGINIA

CARrReer Link IN THE ciTY oF CHESAPEAKE

Create General Application

Page S of &

virginia Licensed Drivers:

If you are selected as a finalist for a position that requires driving, we must insure that your Driving Record
iz in compliance with City Driving Standards before scheduling an interview . The City of Chesapeake has
the ability to electronically access Yirginia DMY records. The Yirginia Division of Motor Yehicles requires the
following information in order for us to utilize this automated system.

Out-of-State Licensed Drivers:

The City of Chesapeake is unable to access driving records from states other than Wirginia. If vou pi

On this page you will list
valid license from another state, in addition to completing the information requested below, you will 0 0 = 2
required to submit a current driving record to the Fire Department at the time of the interview. d rlver’s Ilce nse Informatlon .

If you are an unlicensed driver, please type NA in both the Driver's License Mumber and State Issui

Licenes felds. DO NOT USE DASHES

*Required information is denoted with an asterisk.

Driver’'s License Information

Driver's License Mumber
* {Please only use numbers andjor | |
letters. Do not use dashes)

* State Issuing License I:l

I authorize the Division of Motor
* wehicles to Furrish a copy of my driving (&) Mo Response () Tagree () Idonot agree
record ko the City of Chesapeake.

*Required information is denokted with an askerisk.

<< SAVYE AND RETURN TDO PRE¥IOUS I I SAVE AND CONTINMUE TO MEXT =2 I

SAWE AND STAY ON THIS PAGE I EHITI

MOTE: To protect the security of your application information, please logout of the site and close your browser window when
you are finished.

&] Done 2 4 Internet




Voluntary Information

= ] City of Chesapeake - CLICK - Microsoft Internet Explorer

File Edit Wiei Fawarites Tools Help

Q- © X @

" — - .
) 4 Search L@ Favorites {‘;{ -

-

Address |§| https:ffunae, jobs. citvofchesapeake . netf applicantsfispishared/frameset fFrameset . jsprtine=1 18657 7 75|

| www.jobs.Cityof
Chesapeake
CARrReer LNk IN THE ciTY oF CHESA

Create General Application

Page 6 of &

The information requested below is used to assist us in our compliance with Federal/State equal
employment opportunity record keeping and reporting. Your response is voluntary and will not by
any way o determine your eligibility for employment.

*Required information is denoted with an asterisk.,

Voluntary Demographic Data

Gender: & Female (O Male & not Disclosed
wehat is your birthdare? I:l FAMDDY Y Y'Y -ar- MM-DD-YY Y
Are wou disabled? 2 ves (2 Mo (%) Mot Disclosed

1 American Indian or Alaskan Mative
L) Asian/Pacific Islander/Indian

(®] Elack, African-American

(®] HispanicfLating

O wehite

O other

& Mot Disclosed

Select the racial or ethnic group with
wihich wou identify:

This screen displays our Voluntary
Demographic Data screen. The information in
this section is voluntary, but is greatly
appreciated — your information will remain
anonymous and is used for reporting
purposes only.

The information you enter on this
screen will have absolutely no bearing
on any employment-related decision.

Click Save and Continue to Next>> to
continue.

For purposes of compliance with Section
15.2-1509 of the Code of Yirginia, are
wou a veteran who received an

honorable discharge and has prowvided
more than 180 consecutive days of Full- O ves (0 Mo 5 Not Disclosed
Eime active duky inkhe armed Forces of

the United States or reserve

components thereaf, including the

Mational Guard.

For purposes of compliance with Section
15.2-1509 of the Code of Yirginia, ars

wou a wekteran who has a service-

connected disability rating Fixed by the

United States Yeterans Administration? O Yes O Mo %} Mot Disclosed

Move: IF selected for hire, you will be
xo provide proof of yvour
were = status to the Department of
Human Resources.

wwhat was the primary way that you Mo Response |

heard about this opportunity?
*Required information is denoted with an asterisk. /

== SAWE AND RETURN TO PREVIOUS 10 SAYE AND CONTINUE TO NEXT =

SAWE AND STAY ON THIS PAGE

EXIT I

NOTE: To protect the security of your application information, please logout of the site and close your browser window when

you are finished.

4] Cone

2y & Internet




The Online ‘Consent’ Form

<3 City of Chesapeake - CLICK - Microsoft Internet Explorer
File Edit ‘iew Favorites  Tools  Help

eBack o > |ﬂ @ ;\l /-__\J Search k~_E:j"\'¢:*’Fa\:‘orites E‘} ; .,___‘,’,_ J ﬂ ﬁ

Address |@h| https: ) fvma, jobs citvafchesapeake. netfapplicantsfispisharedframesetFrameset . jsprtime=1 186577762606 A |
C' sa eake www.jobs.CityofChesapeake.net
VIRGINIA

CAReer LiNk IN THE ciTy oF CHESAPEAKE

« Welcome, You are logged in. Wednesday, August 8, 2007

View General Application Summary

Ecitbty Inforration & view cereral sopleater. | yo will electronically “sign” your
application by clicking here.

Application Status

employment or discharge from employment if I am hired. I alsgufiderstand that an offer
of employment by any representative of a City departmeptfs not a formal or binding
offer until approved by the Department of Human ResdUrces and that I have no grounds
for relying upon such an offer until it is approved-It employed, I understand that I am
required to abide by all rules and requlations6f the City of Chesapeake. I consent to any

post-conditional offer screenings that sady be required for this position, including drug / Then CI |Ck here to co ntl nue.

and alcohol screenings and physicat®xamination.

If I apply for a position which involves the operation of a motor vehicle, I orize the
Division of Motor Vehitles to furnish a copy of my driving record e City of
Chesapeake in_actordance with § 46.2-208 of the Code of ¥irginia. Out-of-state driver's
license holders will be required to submit a recent driving record if selected for

inte

® Certify changes and save application

CANCEL II CONTINUE I

@ Done é ‘ Internet



Certifying Your Application

<2 City of Chesapeake - CLICK - Microsoft Internet Explorer,
Fil=  Edit Wiew Fawvorites Tools  Help

eBack - \_) |£] @ _:'j /-__\’ Search “;1:( Fawvorites 6‘1 [_'\:v ; _J ﬂ ﬁ

Address |€| https: i, jobs, citvofchesapeake, netfapplicants fjsp/sharediframeset/Frameset., jsprtime=1136577 762606 i

' www.jobs.CityofChesapeake.net
Chesapeake . ¥ P
YIRGINIA
CAReer Link IN THE 1Ty OF CHESAPEAKE
« Welcome, You are logged in. wiednesday, August &, 2007 |

Click Confirm to certify that your
answers are correct.

Confirm Change Application Status

Confirm edits,

Application Status

Certify changes and save application

GO BACK II COMFIRM I

MOTE: To protect the security of your application information, please logout of the site and close your browser window when you are finished.

é ﬂ Inkternet




Search Postings

2 City of Chesapeake - CLICK - Microsoft Internet Explorer
File Edit View Favorites Tools Help

eBack = \_J |ﬂ @ _h /;__\J Search “;1:(’ Favarites 6‘3 [j’:v :; _J ﬁ '3

Address |@h| https: f v, jobs citvaf chesapeake netfapplicants)ispishared frameset/Frameset, jsprtime=1 196583749934 b 1
C' sa eake www.jobs.CityofChesapeake.net
VIRGINIA

Career Link IN THE ciTy oF CHESAPEAKE

HOME =

SEARCH POSTINGS + Welcome Testing, Latrice. Vou are logged in. Wednesday, Sugust 3, 2007 |

POSITION STATUS . ] - ]
RETIREES ENCORE. Position Status After finishing your application,
orrsvew (T you will automatically be taken
APPLICATION '

CHANGE PASSWORD to the home page.

LOGOUT
The table below lists the positions you have applied to.

» BENEFITS AT s Toremave your application from consideration for a position, click on the Withdraw
A GLANCE Application link for that position. (Note: If you withdraw your application, you will NOT be

N — able to apply for the same position again).

CITY DRIYING
SR ARDS You have not applied to any positions. Please apply for a specific posting
- 2006 PAY PLAN by clicking Search Postings, viewing the Job Details for a specific

position, and applying for that position.
= IMPORTANT INFD FOR

FIRE;/POLICE

APPLICANTS

= YOLUMTEER
INFORMATION NOTE: To protect the security of your application information, please logout of the site and close your browser window

when you are finished.

» CHESAPEAKE HUMAN
RESOURCES DEPT

= CITY OF CHESAPEAKE
HOMEPAGE

é ﬁ Internet



Section 2:

Applying for a Position
Step-by-step instructions

on how to apply for positions

e
Now that you have completed your

application, it’'s time to begin applying for

\position(s). py




Applying For A Position

& | City of Chesapeake - CLICK - Microsoft Internet Explorer

File Edit ‘iew Favotites Tools  Help You begln the process by
Qo - © X @ Q) Doower Sorens @3- B J# searching for a posting.
Address @https:,l',l'www.jobs.cityofchesapeake.net,l'applicants,l'jsp,l'shared,l'Frameset,l'Frameset.jsp?time=1186583?49934 CIiCk SEARCH to br|ng up a Iist
Chﬂiaj)eake www.jobs.CityofChej of all open pOSitiOI’]S.
VIRGINIA

CAReer Link IN THE ity OF CHESAPEAKE
Search Postings

HOME
SEARCH POSTINGS
POSITION STATUS

eErroees neoRe ou may view all open postings by not specifying any searcherferia and clicking on the Search button,
PROGRAM PROEILE To view specific postings, please enter your search coibefla below,

EDIT | ¥IEW
APPLICATION

CHANGE PASSWORD
LOGOUT

Search Postings

Job Title | any v

- BENEFITS AT
A GLANCE

SEARCH CLEAR RESULTS I

- REYISED &/ 2007
CITY DRIVING
STANDARDS

= 2006 PAY PLAMN
NOTE: To protect the security of your application information, please logout of the site and close your browser windosws

when you are finished.
= IMPORTANT INFO FOR

FIRE/POLICE
APPLICANTS

* YOLUNTEER
INFORMATION

* CHESAPEAKE HUMAN
RESOURCES DEPT

= CITY OF CHESAPEAKE
HOMEPAGE

b

< E

@ Drare

é ﬂ Inkernet




Applying For A Position (cont.)

City of Chesapeake - CLICK - Microsoft Internet Explorer
File Edit ‘iew Favorites Tools  Help

@Back A \_) \ﬂ @ _;j /:\J Search ‘é‘\'{ Favarites E} [_':v L:\l,_f,_ _J ﬁ ﬁ

Address |@L| hiktkps: § ey jobs, citwofchesapeake . netlapplicants)jspisharediframeset/Frameset, jsprtime=1156583 749934 hd

Chesapeake www.jobs.Ci

VIRGINIA

.
Click VIEW to see the Position details.

CAREER LiNk IN THE CITy OF CHESAPEAKE

HOME
SEARCH POSTINGS Resu | ts
POSITION STATUS

CREATE CHESAPEAKE RETURMNIMG USERS (Please read impértant message!)
RETIREES ENCORE

PROGRAM PROFILE
EFTT A T If you need to edit your appligation information before applying for a position, please click on the
ETINE T Manage Applications' link onhe left hand side of the margin after you have logged in. You will not be

CHANGE PASSWORD allowed to change your apglication information after you have applied for a position,

LOGOUT

To view the position details, click op/iew" under the Job Title. To sort, click on the arrow next to the column title,

= BENEFITS AT

A GLANCE Search Results

- REVISED 62007
CITY DRIVING 42 Records

STANDARDS Joh
e Postin
- 2006 PAY PLAN kd Position Title A \d Date kd Job Type n 04 Category | kd Department
Type
11:59pm
= IMPORTANT INFO FOR EST

FIRE/POLICE - — ;
APPLICANTS Tax Specialist City

2007 03-10-2007 Full-Tirme Emplovees Professional Business Tax
= YOLUNTEER Yiew Cnly
INFORMATION
Encore Program 09-01- ; .
View 2006 03-31-2007  Temporaty)Seasonal Public Mo Reponse Waries
- CHESAPEAKE HUMAN Housing Program 07-13 Meighbarbood
RESOURCES DEPT Coordinator 08-14-2007 Full-Tirme Public Mo Reponse Services Office of

2007

- CITY OF CHESAPEAKE VEW HIBUSTE
HOMEPAGE Police
Dispatcher Trainee 10-11- e Lo ) - Department/Emergency
View 2006 03-15-2007 Full-Time Public Technician B s

| £

é a Internet



Applying For A Position (cont.)

-2l City of Chesapeake - CLICK - Microsoft Internet Explorer,

File  Edit  Wiew Faworites  Tools  Help

e Back_= 1 |lh1 |'-b1 2 .\I ._\] Search - Eawnrite ﬂﬁ‘ [ _" - 3 _J ﬂ ﬁ

«e=[{ 10 @pply for this position, click here. |ime-iiseserzisess v B
' www.jobs.CityofChesapeake.net
Chesapeake

CAREER Link IN THE 1Ty oF CHESAPEAKE
Job Details

>

HOME
SEARCH POSTINGS
POSITION STATUS
R TR SRR Returr to Search Results @ Printer-Friendly Yersion

RETIREES ENCORE
PROGRAM PROFILE

EDIT / YIEW
APPLICATION

CHANGE PASSWORD
LOGOUT

RETURMIMNG USERS (Please read important message!)

—

flvou need to edit your application information before applying for a position,

ease click on the Manage Applications' link on the left hand side of the margin after

u have logged in. You will not be allowed to change your application information after
u have applied for a position.

- BENEFITS AT
A GLAMNCE

= = T

- RE¥ISED 6/ 2007 v
CITY DRIVING
STANDARDS | APPLY FOR THIS POSTING |

- 2006 PAY PLAN The Position details are listed here.

* IMPORTANT INFO FOR Position Information
FIRE/POLICE
APPLICANTS

Title of Wacant Position Water Miastewater Administrator
* YOLUNTEER

INFORMATION —5 .
Job Type Full-Tirme

Paosting Type PLiblic

* CHESAPEAKE HUMAMN
RESOURCES DEPT

Deparkment/Division Public Utilities {MWater Atas r Maintenance & Cperations)

= CITY OF CHESAPEAKE
HOMEPAGE

Requisition Mumber 20070138

é a Internet



Answering Supplemental Questions

23 City of Chesapeake - CLICK - Microsoft Internet Explorer
Edit

File Wiew  Faworites  Tools  Help

O - © WA @ Lot Foravens @3- & ml: Answer any suprﬁ)lemental guestions
ere.

&ddress |ﬁ:| https: ffw, jobs . citvofches apeake. netfapplicantsjsp)shared)frameset /Frameset . jsprtime=1186557 219663

[ .jobs.Ci Note: not every position will have
c sa eake www.jobs.CityofCh _
hu-mmu supplemental questions.

CAReer Link IN THE ciTY OF CHESAPEAKE

HEOME = Supplemental Questions - Water/Wastewater Administrator

SEARCH POSTINGS
POSITION STATUS . . e . . . A
TS (TS T3 You have not completed applying for this position -- Your application is not eligible

RETIREES ENCORE for review until you receive a confirmation number.
PROGRAM PROFILE

EDIT [ YIEW . ) ) -~ _ )
APPLICATION In order for your application to be reviewed for this position, please answer the following supplemental questions,

CHANGE PASSWORD check the certify staterment, then click the Submit Answers to Supplemental Questions... button,

LOGOUT
If you do not wish to be considered for this specific position, click the Cancel Applying to this Posting bution.

. It is recomnmeznded that yvou do nat use your brawser's "Back", "Farward” or "Refresh” buttons to nawigate the site, or apen a new braowser window Fram your
* BENEFITS AT existing windew, This rmay cause unerpected results, including loss of data or being logged out of the system, Please use the navigational buttons within the site,
A GLAMCE

* REVISED &, 2007 *Required information is denoted with an asterisk,
CITY DRIYING
STAMDARDS

Supplemental Questions
= 2006 PAY PLAN

- IMPORTANT INFO FOR Do you possess & Yirginia Professional © Mo Response
FIRE/POLICE * Engineer's License or have ko ability to ) Yes
APPLICANTS obtain a Yirginia PE within 6 months of hire? On

o

* YOLUNTEER

INEOREIATION B - () Mot Disclosed
+ Do vou possess a Bachelor's degree in Civil O ves

Engineering or closely related Field?
* CHESAPEAKE HUMAN O Mo
RESOURCES DEPT

. CITY OF CHESAPEAKE Do you possess at least six years ) Mo Response

HOMEPAGE * experience in a Municipality ) Yes

A7 \Waterastewater environment? 'O' "
o



Answering Supplemental Questions (cont.)

HOME
SEARCH POSTINGS
POSITION STATUS

CREATE CHESAPEAKE
RETIREES ENCORE
PROGRAM PROFILE

EDIT [ YIEW
APPLICATION

CHANGE PASSWORD
LOGOUT

* BENEFITS AT
A GLANCE

* REYISED 62007
CITY DRIYING
STANDARDS

* 2006 PAY PLAN

* IMPORTANT INFO FOR
FIRE/POLICE
APPLICANTS

* YOLUNTEER
INFORMATION

* CHESAPEAKE HUMAN
RESOURCES DEPT

* CITY OF CHESAPEAKE
HOMEPAGE

A
Certify Application

[ certify that the answers given herein and the application supplement are true and ¢
my knawledge. [ understand that false or misleading information given in my applica app| ication by clicki ng here.
may result in disqualification from conzideration for emplayment ar discharge from empoymenceram

hired. I also understand that an offer of emplayment by any representative of a City depaetrient is not a

The City of Chesapeake is committed to the highest standards of ethical c e ' .
Responsibility; Honesty; Respect; Fairness; Compassion; Integrity 4 Just as when you |n|t|aIIy

created your application, you
will electronically “sign” your

formal or binding offer until appraved by the Department of Human Resources at I have no grounds

fior relying upon such an offer until it is appraved. If emplayed, [ under

that 1 am required to abide by

all rules and requlations of the City of Chesapeake, [ consent io-arfy post-conditional offer screenings that
may be required for this position, including drug and sleatial and physical examination.

If I apply this application to 2 positiopastich invalves the operation of a matd
Divigion of Motor Yehicles ish a copy of my driving record to the City o

Then click here to submit your
answers to the supplemental
guestions with your application.

* [ In order for your application to be reviewed for this position, please answer the su ental questions
and check the certify statement above.

SUBMIT ANSWERS TO SUPPLEMENTAL QUESTIONS WITH MY APPLICATION 2

CANCEL APPLYING TO THIS POSTING I —

Or click here to cancel applying
to this position.

S Internet




Attaching Your Document

3 City of Chesapeake - CLICK - Microsoft Internet Explorer Some pOSItlonS WI" aSk for you

File Edit Wis Fawarites Taols Help

O - © - [ B €| O serer Poravones @ | (- B JE 3 to attach a resume, cover letter,

T

Address Igl htbps: f fvnsny . jobs. cibyofchesapeake . netfapplicants)isp/ shared/framesetfFrameset. jsprtime=1 186587219658 0 r Oth e r d OCu m e nt to yo u r

Chesapeake www . jobs.CityofChesapeald  gpplication. If you wish to do
CAREER Link IN THE 1Ty OF CHESAPEAKE SO, click Attach next to the
HoME = relevant Document Type.

SEARCH POSTINGS Attach Documents - Water/Wastewater Administ
POSITION STATUS

bl S S You _ha\.re not completed applying for this position until you
PROGRAM PROFILE confirmation number.
EDIT / YIEW

APPLICATION

CHAMNGE PASSWORD

In order to attach a document,
To attach a document to yvour application for this position, click the Attach lipk next to t you WI” need to have Saved it In

docurment you wish o upload. It is strongly recormmended that you include ur fname o

EOCOUS docurnent that you attach. These documents should be black and white orgf, should not in 1
and should not be password-protected. Please limit the size of vour docufrnent to less than an eIeCtron IC fo rm at SUCh as a
move link next 1o .
Word document or a PDF file

remove a document from vour application for this position, click the
ocuments, click Finished H
(see next slide).

" BENEFITS AT you wish o remove.

A GLANCE

- 2006 PAY PLAN MRNOTE: Most documents will retain their original formatti wihen uploaded. If you are uploading a
Microsoft Word docurment, the following are steps voufan take to help ensure that it will convert to

FPDF format properhy:

- REVISED 6/ Z007 If vou do not wish to attach documents ar are finished attachin

CITY DRIVING
T Documents.,

- IMPORTAMNT INFO FOR
FIRE/POLICE
APPLICANTS
e Roman, arial and other common fonts,

. OLUNTEER - Flease use "standard" fonts, such as Times
INFORMATION L3 = Avoid the use of complex tables and shadplg

=  Avoid the use of several columns in ongAocument.,

= Ayvoid embedded images, such as pichdres or graphics
* CHESAPEAKE HUMAN
RESOURCES DEPT Once you have attached your documepft, please click the View link to verify that it uploaded correctly.
. CITY OF CHESAPEAKE If your document appears to have matting problems, please click the Remowe link to remove the
HOMEP AGE docurment, then adjust your docupAfent as needed by following the tips above and reattaching it

£

7

- CHESAPEAKE HUMAN 3 Recards
RESOURCES DEPT I Required Attach ; Documenkt Attached Document Wiew
a9 Remove Type {"Type"_'Date’ 'Time") Document
* CITY OF CHESAPEAKE
HOMEPAGE Attach Resume

Akkach Cover Lekter

Akkach Other Document

FINISHED I

e

é 0 Internet




Attaching Your Document (cont.)

2 City of Chesapeake - CLICK - Microsoft Internet Explorer
File Edit Wiew Favorites Tools  Help

@Back A \_/I \ﬂ @ ;‘j /:\J Search “3':1:(’ Favorites 6‘3 [-':v L:"; _J ﬂ ﬁ

Address |€| https: f frsw, jobs, cibyof chesapeake. netf applicants/jsp/shared)frameset/Frameset . jspftime=11865872 1 9668

c sa eake www.jobs.CityofChesapeake.net

VIRGINIA

CAReer LiNk IN THE ciTY oF CHESAPEAKE

|2

HOME
SEARCH POSTINGS
POSITION STATUS Upload a new Resume:

CREATE CHESAPEAKE
RETIREES ENCORE To upload a Microsoft Word or PDF docurment, click Browse, then select the file vou wish to upload

HEOGRAREO D and click Open. Your document must be less than 2 MB in size. Click Attach when you are finished.
EDIT | _'-FIEW Mote: If your document is NOT in Microsoft Word or PDF format, please copy and paste the text of vour
SEELIES RS document below.

CHANGE PASSWORD Click here to search your

LOGOUT File: | [(Browse... | :
computer’s hard drive or a

« BENEFITS AT omece | floppy disc.

A GLANCE

- REYISED 6/ 2007
CITY DRIYING
STANDARDS

Paste a new Resume:

Enter {or copy and paste) the text of the document in the text area below. Click Attach when you are
- 2006 PAY PLAN finished,
Text:

G \ Or, copy and paste the text of
i your document here. Note that
INFORMATION using this Paste box will not

preserve the formatting of your

CXTY OF CHESAPEAKE documents (fonts, etc.)
HOMEPAGE ATTACH I ‘

* CHESAPEAKE HUMAN
RESOURCES DEPT

£

é ﬂ Internet




Attaching Your Document (cont.)

A pop-up screen will open and you
can search for your resume.

Choose file ] ed

Loak in;

For example - Double click |
25314 Floppy (A1) on 3 %2 Floppy A: to
.._, Local Disk (C:) search a disk.

Histary &' Compact Disc (D:)
Select the 5
location of ,(Ep
your file Desktop

L
My Docurnents

=

R

by Computer

File narme: = Open

My Network P...

Files of type: All Files [*.%] - Cancel
-~ i



Attaching Your Document (cont.)

Choose file

Loak, ir:

Hiztary

14

Deskio p
ky Documents
by Cormputer

&=
==

My Metwark P...

[ =5 3% Floppy []

w

& B cF B

; Click on the file name of
My Fesume:;
........................... \J your resume

File name:

Then click “Open” here

Files af tupe: All Files [7.%)

-

Open

Cancel

i




Attaching Your Document (cont.)

<A City of Chesapeake - CLICK - Microsoft Internet Explorer
File Edit View Favorites Tools  Help

@Back > \_J \ﬂ @ ;‘] /'__\J Search *-z'f:(’ Favoarites @ Ej_\:' -:.; _J ﬁ ‘3

Address |@ htkps: | fw, jobs, citvofchesapeake . netf applicants fjspfsharediframeset/Frameset jsprtime=1 1568372 19663 hd

' www.jobs.CityofChesapeake.net
Chesaprake

CAReeRr Link IN THE ciTY OF CHESAPEAKE

[

HOME
SEARCH PDSTINGS
POSITION STATUS Upload a new Resume:

CREATE CHESAPEAKE
RETIREES ENCORE To upload 2 Microsoft Word or PDF document, click Browse, then select the file you wish to upload

HELUEAMERULILE and click Dpen. Your document must be less than 2 MB in size. Click Attach when you are finished.
EDIT |/ YIEW Mote: If your document is NOT in Microsoft Word or PDF format, please copy and paste the text of your

SUELTESETDE document below.
CHAMGE PASSWORD

LOGOUT File: lc:\Documentandse |[Browse... ]

ATTACH

* BENEFITS AT
A GLANCE

- REYISED &/ 2007
CITY DEIVING
STANDARDS

Paste a new Res

Erter {or copy and paste) the text g document in the text area below. Click Attach when you are
- 2006 PAY PLAN finished,

Text: |

- IMPORTANT INFO FOR
FIRE/POLICE

APPLICANTS Confirm your attachment by

* YOLUNTEER

INFORMATION clickin g Attach here.

* CHESAPEAKE HUMAN
RESOURCES DEPT

* CITY OF CHESAPEAKE
HOMEPAGE

é ﬂ Internet




Attaching Your Document (cont.)

2 City of Chesapeake - CLICK - Microsoft Internet Explorer

File  Edit ‘iew Favorites  Tools  Help

eBack - \_/I \ﬂ @ h /.__\J Search ‘E‘}J{ Favarites 63 [_’- :_:_; _J ﬁ -ﬁ

Address |5§| https:f fwww jobs.cityofchesapeake  net/applicants/jspisharediframeset/Frameset jsprtime=11865572 19665 v
C' sa eake www.jobs.CityofChesapeake.net
VIRGINIA

CAreer Link IN THE ciTy oF CHESAPEAKE

|

HOME
SEARCH POSTINGS Attach Documents - Water/Wastewater Administrator
POSITION STATUS

CREATE CHESAPEAKE .
RETIREES ENCORE Confirm
PROGRAM PROFILE

EDIT / VIEW Refurn fo Previous . . .
APPLICATION Click Confirm Attaching
EHARGE BASSWARS You have not completed applying for this position! Document here

LOGOUT

Your application is not cormplete until you receive a confirmation number,
:;FAE:E? At To permanently submit this document to your application for this position, click the Confirm... bution 3

the battarm of the screen,

- REVISED &/2007

CITY DRIVING ) ) ) . ) )
STANDARDS Ta cancel attaching this document, please click the Return to Previous link on this scres,

* 2006 PAY PLAN

. IMPORTANT INFO FOR Once you click Dunﬁrm.am_:l Finish Attachlng Documents, you will not be e
FIRE/POLICE documents to your application for THIS position.

APPLICANTS : 7 A——
Joh Title Document Type Date S Time Submitted

Fesume_08-03-07_10-53-27CT

to attach any further

* YOLUNTEER -
INFORMATION — \hater Ahastewater Administrator Fesume

- CHESAPEAKE HUMAN CONFIRM ATTACHING DOCUMENTS
RESDURCES DEPT

* CITY OF CHESAPEAKE
HOMEPAGE

é ‘ Internet



Attaching Your Document (cont.)

City of Chesapeake - CLICK - Microsoft Internet Explorer

File Edit “iew Favortes Tools Help

eBack > \ﬂ @ _;j /:\J Search ‘-_E?:( Favorites E} [_ ; _J ﬂ ﬁ

Address |@ https: [ fvoem, jobs. cityof chesapeake. netapplicants/jspfshared|frameset/Frameset . jsprtime=1186587219665 A

' www.jobs.CityofChesapeake.net
Chesapnoks

CAreer Link IN THE CiTY oF CHESAPEAKE

Home To attach additional documents,
SEARCH POSTINGS NOTE: Most documents will retain their original formatting when uploaded. If y = 2

POSITION STATUS Microsoft Word document, the fallowing are steps you can take to help ensure Cl ICk an Other AttaCh Ilnk for the
CREATE CHESAPEAKE PDF format properly

RETIREES ENCORE relevant document. In order to

PROGRAM PROFILE ) )
Flease use "standard" fonts, such as Times Mew Roman, Arial and other o .
EDIT / VIEW Avaid the use of camplex tables and shading Complete applyl ngs yOU must

APPLICATION . )
Avoid the use of several columns in one docurment,

CHARGE BASSHORD Avoid embedded images, such as pictures or graphics attaCh a" I’equ | red dOCU mentS

LOGOUT
Once you have attached your document, please click the Yiew link o veri
If your document appears to have formatting problems, please click th

&mo In this example, we will go
document, then adijust your document as needed by following the
— ahead and attach all necessary
documents.

|

* BENEFITS AT
A GLANCE

+ REYISED &, 2007
CITY DRIVING 3 Records
Document

STANDARDS Attach /
. ach /
N Required Remove Tt

Remowve Resums Resume_05-05-07_10-53-27CT

Attached Document
{'Type'_'Date’ 'Time")

* 2006 PAY PLAN Document

* IMPORTANT INFO FOR
FIRE/POLICE Atkach
APPLICANTS

Attach

Ciower Letker

Cther Document

- YOLUMTEER
INFORMATIOMN

FINISHED IA/

* CHESAPEAKE HUMAMN
RESOURCES DEPT

* CITY OF CHESAPEAKE
HOMEPAGE

CANCEL APPLYING TO THIS POSTING

2 8 Inkernst



Completing Your Application

<2 City of Chesapeake - CLICK - Microsoft Internet Explorer,
File Edit Wiew Favorites Tools  Help

eBack - J |ﬂ @ _;\I /l__\J Search ‘;‘\'E’Favorites E} ~ .,:; _J ﬁ '3

Address |é_1 https: f v, jobs, citvofchesapeake . netfapplicants)isp/sharedframeset [Frameset. jsprtime=1 18658721 9665 V| 1

' www.jobs.CityofChesapeake.net
Chesapeake

CAReer Link IN THE ciTy oF CHESAPEAKE

HOME
SEARCH POSTINGS
POSITION STATUS

RETIREES ENCORE Your Application Has Been Submitted

PROGRAM PROFILE Water/Wastewater Administrator

EDIT / VIEW
APPLICATION

CHANGE PASSWORD The following is your confirmation number. Please save this number for
LOGOUT future reference

00000000
Your response 1o one or more of the supplemental questions indicates that you da not meet the
AB:LN::&S AT minimum standards for this position ar that you do not possess the preferred skills and experiences.
: Thank you for your interest in this position. We encourage you to continue to check for positions of
* REVISED 6/ 2007 interest through the City's CLICK systam.
CITY DRI¥ING
STANDARDS
0K I
- 2006 PAY PLAN
+ IMPORTANT INFO FOR
FIRE/POLICE
APPLICANTS
* YOLUNTEER NOTE: To protect the securj Formation, please logout of the site and close your browser window

INFORMATION ~  when you are finished.

* CHESAPEAKE HUMAN
RESOURCES DEPT

CONGRATULATIONS!

You've just applied for a position. Please write down your
confirmation number and click “OK”.

- CITY
HOME|

4
@ Doy




Section 2:

Checking the Status of
Positions

Step-by-step instructions

on how to check position status




Managing Your Positions

<A City of Chesapeake - CLICK - Microsoft Internet Explorer
File  Edit Wiew Favorites Tools  Help

Back = | » ! -.j ) search ‘?':1:(’ Favorites -‘3 _'\:-.- .:L
S O HEG S © &S You can see your status and

Address |@ https: [/ fwiww, jobs, cityofchesapeake. netfapplicants fisp)shared|frameset/Frameset ., jsprtime=1 1865 1

_ _ —| review your application to each
Chesapeake w""‘“""““'““‘j position on this screen.

VIRGINIA

CAreer Link In THE ciTY OF CHESAPEAKE

3

HOME
SEARCH POSTINGS PDSi tion Sta tu5
POSITION STATUS

CREATE CHESAPEAKE
RETIREES ENCORE
PROGRAM PROFILE
EDIT | VIEW
APPLICATION
CHANGE PASSWORD e Toremove your application from consideration for a position, click on the Withdraw Application link for that position,

LOGOUT (Mote: If you withdraw your application, you will NOT be able to apply for the same position again).

The table below lists the positions you have applied to.

Position Status
- BEMEFITS AT

A GLANCE

* REYISED 6/ 2007 1 Record

CITY DRIVING _ . Confirmation e Application Attached Yiew
STANDARDS L Position Title ki Department | K Application | Y Dake i " 7| e
+ 2006 PAY PLAN Water,Wastewater

Administrator 628391 PUB I_ll[gg_nczh:]?TER) Vfw l(_EEIE_eraI
- IMPORTANT INFO FOR Wigw polication

FIRE,POLICE
APPLICANTS

08-08-2007 In Progress Resume Res

* YOLUNTEER
INFORMATION

NOTE: To protect the security of your application information, please logout of the site and close your browser window when you are finished.

* CHESAPEAKE HUMAM
RESOURCES DEPT

- CITY OF CHESAPEAKE
HOMEPAGE

S & Internet



Managing Your Positions (cont.)

<A City of Chesapeake - CLICK - Microsoft Internet Explorer

File  Edit Wiew Favorites Tools  Help

eBack < \_/) |ﬂ @ _:j /-__\J Search ‘?':1:(’ Favorites 6‘3 [_'\:-.- .:L

You can view the status of all applications
by clicking the Position Status link any
time you login.

Address |@ https: v, jobs, cityofchesapeake. net/applicantsfisp/shared|frameset /Frameset. jsprtime=11

Chesapeake

VIRGINIA

Caxzeer Link In THE ciTY OF CHESAPEAKE

HOME
SEARCH POSTINGS PDSi tion Sta tu5
POSITION STATUS

CREATE CHESAPEAKE
RETIREES ENCORE
PROGRAM PROFILE
EDIT | VIEW
APPLICATION
CHANGE PASSWORD e Toremove your application from consideration for a position, click on the Withdraw Application link for that position,

LOGOUT (Mote: If you withdraw your application, you will NOT be able to apply for the same position again).

The table below lists the positions you have applied to.

Position Status
- BEMEFITS AT

A GLANCE

* REYISED 6/ 2007 1 Record

CITY DRIVING _ . Confirmation e Application Attached Yiew
STANDARDS L Position Title ki Department | K Application | Y Dake i " 7| e
+ 2006 PAY PLAN Water,Wastewater

Administrator 628391 PUB I_ll[gg_nczh:]?TER) Vfw l(_EEIE_eraI
- IMPORTANT INFO FOR Wigw polication

FIRE,POLICE
APPLICANTS

08-08-2007 In Progress Resume Res

* YOLUNTEER
INFORMATION

NOTE: To protect the security of your application information, please logout of the site and close your browser window when you are finished.

* CHESAPEAKE HUMAM
RESOURCES DEPT

- CITY OF CHESAPEAKE
HOMEPAGE

S & Internet



Managing Your Positions (cont.)

<A City of Chesapeake - CLICK - Microsoft Internet Explorer TO apply for add|t|0na| pOSItlonS’

4 click Search Postings and follow
| the exact same process as before.

File  Edit Wiew Favorites Tools  Help

eBack < \_/) |ib] @ _h /-__\J Search ‘*5_1:(’ Favorites ﬁ‘j [_';v ;

Address |@ https: v, jobs, cityofchesapeake. net/applicantsjsp/shared|frameset /Frameset. jsprtime=1 18658721 9668

C eake www.jobs.CityofChes{ You Will NOT have to reenter your
huﬂﬂ""* entire application information. You

CAREER Link IN THE ciTY OF CHESAPEAK will only need to answer any

CeAmer POSTINGS Pocition Stat guestions associated with that
' ke ' osition us ..
o position, and/or attach another

CREATE CHESAPEAKE

RETIREES ENCORE

PROGRAM PROFILE The table bslow lists the posttions you have applied . document (resume, cover letter,
EDIT ;/ ¥IEW

APPLICATION etc ) o

CHANGE PASSWORD e Toremove your application from consideration for a position, click on the

LOGOUT (Mote: If you withdraw your application, you will NOT be able to apply for the same position again).

Position Status
- BEMEFITS AT

A GLANCE

* REYISED 6/ 2007 1 Record

CITY DRIVING - _ . Confirmation i - e A.pplll:al:mn Attached I|||'||:|.l.|
STANDARDS L Position Title ﬂ Nbr E Department | kd Application Dal:e E S — Dm:umenl:s
+ 2006 PAY PLAN Water,Wastewater

Administrator 628391 PUB I_ll[gg_nczh:]?TER) Vfw l(_EEIE_eraI
- IMPORTANT INFO FOR Wigw polication

FIRE,POLICE
APPLICANTS

08-08-2007 In Progress Resume

* YOLUNTEER
INFORMATION

NOTE: To protect the security of your application information, please logout of the site and close your browser window when you are finished.
* CHESAPEAKE HUMAMN
RESOURCES DEPT

- CITY OF CHESAPEAKE
HOMEPAGE

S & Internet



City of Chesapeake - CLICK - Microsoft Internet Explorer

File Edit ‘Wiew Favorites Tools  Help

@Back - \,_.-) \ﬂ Ig _h ’;__j Search k-f:'f:.('Fa\mrites @ [gi{v .,:; _J ﬁ '3

Address |@ htkps: | v, jobs, citvofchesapeake. netfapplicants/jsp/shared|frameset/Frameset, jsprtime=1 186559238934 hd

q

| .jobs.CityofCh
Ch@ﬁ@kﬁ wiohs-ttye Whenever you return to the

Online Employment System, just

e Returning User login using your User Name and

SEARCH POSTINGS If you already have an electronic application on file with this City, please lo PaSSWO rd
Mame and Password, '

CAREER LINK IN THE cITY OF CHESAPES

3

CREATE CHESAPEAKE
RETIREES ENCORE
PROGRAM PROFILE *"‘*"‘Impurtant Update (?;"' 15,."'2["]?)****

CREATE APPLICATION

LOGIN If vou have ALREADY CREAFEP a Gerneral Application in CLICK, vou must Edit General Application o
provide certain Division of Motor Yehicle information.

Specifically, you will be asked to provide:

- BEMEFITS AT * vour driver's license identification number
A GLANCE * Marme of the state that issued your current license

) * Approve the City's access to your current driving record if you are a Virginia-licensed driver,
* REYISED &/ 2007

CITY DRIYING

STANDARDS The driving records of finalists for routine and occasional driving positions are pre-screened to

determine compliance with the City's Driving Statndards and, thereby, insure the safety of our workforce
and our citizens.

= 2006 PAY PLAN

If you need o Edit your Application Information you MUST do so befare applying for a position. oo will

- IMPORTANT INFO FOR not be allowed o change your application infarmation after you have spplied for a position,

FIRE/POLICE
APPLICANTS

* YOLUNTEER
INFORMATION

User Name: |

Password: |

- CHESAPEAKE HUMAN
RESOURCES DEPT

= CITY OF CHESAPEAKE _
HOMEPAGE You are abouk ko log in to a secure system. When

wou are finished, please click Logout ko ensure
that others with access ko wour computer cannok
wiews wour information.

7 I Forgok My Password

é ‘ Inkernst



If you forget your PASSWORD, click
here. Your secret question will be

@Back - \,_,.) \ﬂ @ _h ’;__j Search kgf:.f'Favnril:nas @ [gi{v .,:; | I _q__lsplayed for you to answer.

Address |@ htkps: | v, jobs, citvofchesapeake. netfapplicants/jsp/shared|frameset/Frameset, jsprtime=1 186559238934 / hd

' www.jobs.CityofChesapeake.net
Chesapeakn

CAREER LINK IN THE cITY OF CHESAPEAKE

Returning User
If you already have an electronic application on file with this City, please login to the site with your/User

MNarne and Pasgsword,

£ ] City of Chesapeake - CLICK - Microsoft Internet Explorer
File Edit ‘Wiew Favorites Tools  Help

/

3

HOME

SEARCH PDSTIMNGS
CREATE CHESAPEAKE
RETIREES ENCORE
PROGRAM PROFILE *"‘*"‘Impurtant Update (?;"' 15,."'2["]?)****

CREATE APPLICATION

LOGIN If vou have ALREADY CREAFEP a Gerneral Application in CLICK, vou must Edit General Application o
provide certain Division of Motor Yehicle information.

Specifically, you will be asked to provide:

- BEMEFITS AT * vour driver's license identification number
A GLANCE * Marme of the state that issued your current license
* Approve the City's access to your current driving record if you are a Virginia-licgfised driver,

* REYISED &/ 2007

E.f_;:g:;‘g:ﬁ The driving records of finalists for routine and occasional driving positions are pre-goreened to

' : determine compliance with the City's Driving Statndards and, thereby, insure the safety of our workforce
and our citizens.

= 2006 PAY PLAN

If you need o Edit your Application Information you MUST do so befare applying for a position. oo will

;II:ET:?J.:-_?SJ INFO FOR not be allowed o change your application infarmation after you have spplied for a position,
APPLICANTS

- YOLUNTEER
INFORMATION User Name: | /

Password: | /|

* CHESAPEAKE HUMAM

RESOURCES DEPT

= CTITY NF rHERXADFAKE -

U are about ko log in ko &8 secure systenyl When
If you forget your USER NAME or  hiiiial e doitmmiifoors,
need additional assistance, please

contact the Human Resources Office.

Phone: 757-382-6492

E-mail: selection@cityofchesapeake.net

7 I Forgok My Password

é ‘ Inkernst




hesapcake

CAREER LINK INTHE CITY OF CHESAPEAKE

wvwwwww o jobs C ijityofC hesapprealke_ rmyexT

Thank you for viewing this presentation &
Best wishes in your job search!
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