CChesapeaKe’s C;reer Link

The Applicant Experience



Agenda

“* 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

Click on “Search Jobs”

Search options

= Keywords ©
= Posted Within

= Position Type

= Position Title

= Department




View the Search Results

View Results (12)

To view the position details and/or apply to an open position, click on the position title or the View Details link. If you would like

Sf Ou Caﬂ nOW. to bookmark a position for later review, click on the Bookmark link. To email a position to a friend, click on the Email te a Friend link.
Posting Department  Postion Type Job Close
Number Date
. . . Administrative Su ort AS007P Employee Administrativ
° VIGW POStlﬂg Detalls AsSSOC p p Relations e Staff
® Apply for the PO Sltlon leis positi.on is Fharacteri;ed by their performancg of a variety of adnjirjistrative. s\c_-cr'etaria.lr and office support
duties. This position requires knowledge of the office or work unit policies and procedures in order to
: : communicate information involving programs, functions, and services. Duties performed may include
* Email to a Friend

preparation of documents and reports, the use of office technology, compiling r...

* Bookmark Posting

Human Resources ASO10P Benefits and  Administrativ
C | Compensatio e Staff
onsultant n

This position provides professional consultation in human resources best practices that support the university
and/or agency in achieving stated goals and objectives. Employees may serve as lead consultant, program
manager and/or project manager; in these roles, employees may supervise staff. Employees understand and can
articulate the relationship between HR programs and activities and the org...

@ View Details M Bookmark



Viewing the Posting

Bookmark Posting

Print preview

View Posting Details

View Supplemental Questions

View Required Documents

Apply for this Job



Log In or Create an Account

« 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. Q

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

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

N

Your Applications (3)

A Home o
Applications to Complete (2)
Q Search Jobs In order to be considered for these postings, you must complete your application prior to the Closing Date.
R Your Bookmarked Job Number Application
Postings Materials
§ Your Applications TEST_20190ct07_Posting_General S005P Application
Edit
P
{YOUI’ Documents/ Code Compliance S006P Posting closed.
\/
' Inspector
$ Account Settings Postingcosed
() Logout Paige
?Help
Completed Applications (1)
Confirmation Posting Number Status Application Date Application
Number Materials
Account Technician CN000000013 S004P In Progress October 18,2019 Application
Withdraw Application Reference Requests

Archive



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.
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Applicant Selt Service

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 1s
the primary way contact 1s made
regarding applications.

Update Demographic Information
such as address and phone number.

A Home

Q Search Jobs

A Your Bookmarked
Postings

B Your Applications

& Your Documents

@ccount Settings >
() Logout Paige

?Help

Edit Account Settings

This is the page where you keep your personal info up to date

Login Information

Required fields are indicated with an asterisk *

*Username

yourusername

* Password

* Password Confirmation

* Email

applicant@cityofchesapeake.net

* Challenge Question

‘What is your mother's maiden name?




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

* 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

