
The Applicant Experience



Agenda

2

Applicant Site Design

Searching for Jobs

Creating and Managing Your Account

Managing Your Documents

After this session, applicants should understand the new site and the 

features that are available to enhance their experience.



Applicant Portal



Searching for Jobs
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Click on “Search Jobs”

Search options
 Keywords
 Posted Within
 Position Type
 Position Title
 Department
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View the Search Results

You can now:

• View Posting Details

• Apply for the Position

• Email to a Friend

• Bookmark Posting



Viewing the Posting
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• Bookmark Posting

• Print preview  

• View Posting Details

• View Supplemental Questions

• View Required Documents  

• Apply for this Job
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Log In or Create an Account
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• Log In or Create an Account  

• Apply with LinkedIn

Applicants are able to retrieve User Name 

and Reset their own Password.

Account creation notification is immediate.
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**A valid email address is required on every 
account.  This will ensure that important email 
communications are received by the applicant.



Managing an Account
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Once an applicant has an account and has 

applied to a job, he/she is able to see the 

status of all job applications online at any

time.

- Applications to Complete

- Completed Applications

- Withdraw/Archive application

- Manage your Documents



Managing your Documents

• Applicants may upload multiple 

documents, for example, a resume, cover 

letter or transcript.

• To add a document to the applicant 

profile, click on Add Document.



Managing Your Documents

• After selecting document type, 
the document name can be 
customized and the file uploaded.  

• Alternatively, a resume may be 
written and submitted.

• Once complete, click on Submit.

• Documents will remain as part of  
the applicant profile unless 
removed or edited by the 
applicant.



Applicant Self Service
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• Account Settings allows the applicant 

to update personal information at any 

time, which, in turn, updates all job 

applications.

• Always ensure email is valid.  This is 

the primary way contact is made 

regarding applications.

• Update Demographic Information

such as address and phone number.



Support and Help

Clicking on Help in the 

sidebar links to the 

Applicant Support 

Knowledge Base.  

There are many support 

articles available such as 

“How to reset a 

password” and “How to 

print your application”.



Questions?

Helpful Resources for questions:

• Email City of  Chesapeake Human Resources at 

selection@cityofchesapeake.net.

• Support site on CLICK by clicking HELP.

• Applicant tutorials and job aid can be found on 

www.cityofchesapeake.net>Human 

Resources>Employment.

mailto:selection@cityofchesapeake.net

