How to Apply for a Job as an External Applicant

The training document provides instructions for how to apply for a job as an External Applicant using
Employee Self Service.
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How to Apply for a Job as an External Applicant

How to Apply for a Job as an External Applicant

Visit http://www.clackamas.us/des/jobs.html| and click on the Job Seekers button.

CLACKAMAS

COUNTY

HUMAN
RESOURCES

Contact Us

Human Resources

Job seekers Current employees
Find a career that's the perfect fit. Looking for a different opportunity?
Temporary and x
sl jobs Internships

Help with your application

Monday-Thursday

r k

New to our Site? Complete New User Registration

1. Click New User.

Note: Actions List look has changed from 3 bars H to 3 vertical dots n .

the page and same functions, it is only an updated look.

Same location on

Frequently Asked Questions

Need Assistance With Your Job Application?

Careers =
Search Jobs
»

Welcome signin | N@ﬁdser Already have an Applicant
- Account?

=" ViewAll Jobs >

fiaq My Job Noifications > If yes, Sign In

& My Job Appiications > If no, click New User to
* My Favorite Jobs > regISter

Q My Saved Searches >

oS My Account Information >
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How to Apply for a Job as an External Applicant

2. Enter Account and Address Information.

Frequently Asked Questions

CLACKAMAS Need Assistance With Your Job Application?

< Careers New User Registration

Account Information
*User Name |Jane Smith
*Password | ses
*Confirm Password |sss
Name Format | English ||
*First Name |Jane
*Last Name | Smith
“Emall Address | JSmith@gmail.com
“Phone | 503/234-1234
Address Information
*Country | United States [v]

“Address 1 123 Enter Address

Address 2
Address 3
“City Oregon City “State | Oregon v
*Postal 97045 County

View Terms and Conditions

[ 1 agree to the Terms and Conditions

Already Registered? Sign In Now Register

3. Click View Terms and Conditions. Once the Application Terms and Conditions are read, click the
X to return to the New User Registration page.

- View Terms and (onditions .
............................................. Terms and Conditions

Application Terms and Conditions

You are advised that your resp i in this licati i alegal ing and any false or incorrect information will render your application void.

By clicking the checkbox below:

such investigations as it sees fit.

(2) | affirm that | release from liability any employer, person or employee supplying honest, truthful and accurate reference information regarding me and my previous employment.

(3) I also release Clackamas County from all liability which may result from investigating information provided in the application materials.

(4) | affirm that all information on this application is true to the best of my knowledge.

®)1! that i ion or mi: ion of i ion on this ication, or on other in ion with my with Cl County, may result in di i ion from

X

&

(1) I authi C County to i i my : to i with my former empl ; to make an il i igation of my character, conduct and employee history: and to keep and preserve records of

and/or ination of of when it is 5
(6) If employed. | agree to read and comply with Clackamas County policies and procedures.

4. Click the checkbox I agree to the Terms and Conditions and click on Register.
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How to Apply for a Job as an External Applicant

Frequently Asked Questions

c.j.\_cms Need Assistance With Your Job Application?

< Careers New User Registration =

Already Registered? Sign In Now
Account Information

*User Name  Jane Smith

*Password ees
View Terms and Conditions

*Confirm Password | see B 7
1 1 agree to the Terms and Conditions

Name Format = English E|

5. Click View All Jobs.

Frequently Asked Questions

CLACKAMAS Need Assistance With Your Job Application?

< Careers Careers —]

Search Jobs

Search by job title, location, or keyword »
Welcome Jane Sign Out
=F View All Jubs@ >
bud My Job Notifications >
& My Job Applications >
* My Favorite Jobs >
q My Saved Searches >

- My Account Information >

]
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How to Apply for a Job as an External Applicant

Applied for a Job with us before? Sign In

1. Already have an Applicant Account, Sign In.

Careers

Search Jobs

Welcome
=" View All Jobs
Emi My Job Notifications
a My Job Applications
* My Favorite Jobs
Q) My Saved Searches

- My Account Information

Frequently Asked Questions

Need Assistance With Your Job Application?

Si%i')n newuser  Already have an Applicant
Account?

>
> If yes, Sign In

> If no, click New User to
register

>

2

>

2. Enter *User Name and *Password and click Sign In.

Sign In

*User Name | Jane Smith

*Password | 'TYY)

Forgot User Name

Are you a new user? Register Now

Forgot Password

3. Click View All Jobs.

< Careers

Careers

Search Jobs

Search by job title, location, or keyword

Welcome .Jane

Frequently Asked Questions

Need Assistance With Your Job Application?

»

Sign Out

View All Jobs,

O

>

My Job Notifications
My Job Applications

My Favorite Jobs

Y I E

My Saved Searches

My Account Information

]

>

>
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How to Apply for a Job as an External Applicant

Search for a job
1. Scroll through the list of jobs
2. Filter by clicking on links under headers such as location, department or job family
3. Search for available positions by entering the job opening id, keywords (i.e. Deputy,
Manager or Nurse)

Frequently Asked Questions

There are several methods for
CLACKAMAS searching for jobs Need Assistance With Your Job Application?

< Careers

Search Jobs A Q=0
Search for available positions by
entering the job opening id, keywords
(i.e. Deputy, Manager or Nurse)

« Location A Search Jobs
Search by job title, location, or keyword

»
Oregon City, Oregon (7)

Clear Search Save Search

w Department

7 jobs found. i
Board of County Commissiciers
m Assessment & Taxation Clerk 2 ~
County Assessor (1) - Job ID 104105
Filter by clicking on links Location Oregon City, Oregon Seroll through the
DTD Land Use, Develop & Permit : list of jobs =g~
M under headers such as Department County Assessor
Has-Public Health Admin !1/ location, department or Job Function Administrative & Clerical >
/e job family Business Unit Clackamas County
Posted Date 05/15/2017

« Job Family Close Date 05/25/2017

Law, Code, & Other Enforcement
@
@ Deputy Sheriff, Recruit (Entry-Level) - Sworn

Administrative & Clerical (1) Job ID 104104
Computer & Info Technology (1) Location Oregon City, Oregon
Engineering & Other Technical (1) Department Sheriff Uniform
Job Function Law, Code, & Other Enforcement >
More Business Unit Clackamas County V3

4. Click on the job row to view the job description.

< Carcers Search Jo —
- Location A Search Jobs
Search by job title, location, or keyword »
Oregon City, Oregon (8)
Clear Search Save Search
Department
~ Dep: 8 jobs found. n
Board of County Commissioners R TR S A S e
m Business Unit Clackamas County ~
County Assessor (1) Posted Date 05/15/2017

DTD Land Use, Develop & Permit Close Date 05/25/2017

(1)

H3S HC-Admin & Bus Services (1)
Deputy Sheriff, Recruit (Entry-Level) - Sworn
More JobID 104104
N Location Oregon City, Oregon
+ Job Family Lo B
Department Sheriff Uniform

Administrative & Clerical (2) Job Function Law, Code, & Other Enforcement >

Law, Code, & Other Enforcement Business Unit Clackamas County

(2) Posted Date 05/10/2017

Computer & Info Technology (1) Close Date 05/18/2017

Engineering & Other Technical (1)

Mare Office Specialist 2 - Bilingual Spanish (Health Centers)
b Job ID 104095

w.Job Posted In
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How to Apply for a Job as an External Applicant

Apply for Job

1. After viewing the job description, click on Apply for Job.

Frequently Asked Question

CLACKAMAS Need Assistance With Your Job Application;
< Search Jobs Job Description Q = @
| Previous Job Deputy Sheriff, Recruit (Entry-Level) - Sworn Next Job |
| Apply for Job
Job D 104104 Full/Part Time
Location Oregon City, Oregon Regular/Temporary Regular

¥ Add to Favorite Jobs

JOB INTRODUCTION

Clackamas County Sheriff's Office is seeking highly motivated, self-directed candidates with strong communication and interpersonal skills for Deputy Sheriff, Recruit.

IMPORTANT INFORMATION
This is a SWORN position that requires a complete Statement of Personal History (SPH).

Only those applicants who meet the minimum qualifications for the position they are applying for and have taken and passed all required testing will need to submit the SPH. The SPH is due 10 calendar days
AFTER you have been notified that you have passed the minimum qualification screening and testing. This notification will take place AFTER the recruitment has closed,

Applicants moving forward will receive instructions from the Department of Employee Services or the Sheriff's Office on how to login to the electronic SPH. (The Sheriff’s Office no longer accepts hard
copies of the SPH.)

Please closely review the QUALIFICATIONS and OTHER INFORMATION sections of this job posting for detalled requirements and testing information,

Applicants MUST BE AT LEAST 21 YEARS OF AGE as of the close date of this recruitment. Your application will be disqualified if you are not at least 21 years of age at the time the recruitment closes.

Visa Sponsorship: Clackamas County does not offer visa spensorships. Within three days of hire, applicants will be required to complete an 1-9 and confirm authorization to work in the United States.

FHH

= Not all positions require a resume.

[] Ifaresume is required as part of the application process, it will be one of the job
application steps.

[1 Please refer to the Table of Contents for instructions on adding a Resume and Cover
Letter.
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How to Apply for a Job as an External Applicant

2. After clicking Apply for Job, a page will appear with Step 1 of XX (XX = # of Steps in the
application process).
[J Based on the position, the # of steps in the application process can vary. The example in this
training document illustrates

Frequently Asked Questions

Need Assistance With Your Job Application?

Apply for Job =

Deputy Sheriff, Recruit (Entry-Level) - Sworn

Start "~ Step 10f13: Start

In Progress
This job application has a number of sections. The step-by-step process will guide you through the application. Please fill in all i ion carefully and
completely before submitting

2  Preferences

Not Started Note: Not all positions require a resume. If a resume is required as part of the application process, it will be one of the job application steps.
i ) . Before you begin the job application process, please read the Terms and Cenditions carefully. By selecting the "l agree to the Terms and Conditions"
3 Online Questionnaire checkbox you indicate that you have read and understood these Terms and Conditions and acknowledge your agreement with them. If you do not agree. you
Not Started will not be able to submit an application and should select the Exit button.
4  Education View Terms and Conditions
Not Started

[ 1 agree to the Terms and Conditions

5 Current and Prior Employment
Not Started

6 Languages
Not Started

3. Click View Terms and Conditions. Once the Application Terms and Conditions are read, click the
X to return to Step 1.

s and Conditions

- View Tem

Terms and Conditions X

By clicking the checkbox below:

(1) l authorize C County to i i my ; to i with my former to make an i i igation of my character, conduct and employee history: and to keep and preserve records of
such investigations as it sees fit.

(2) | affirm that | release from liability any employer, person or employee supplying honest, truthful and accurate reference information regarding me and my previous employment.

(3) 1 also release Clackamas County from all liability which may result from investigating information provided in the application materials.

(4) | affirm that all information on this application is true to the best of my knowledge.

)1 that falsification or misrep ion of i ion on this application, or on other in ion with my employ with CI County, may result in di ification from

and/or ination of of when it is di ;

(6) If employed, | agree to read and comply with Clackamas County policies and procedures.

Application Terms and Conditions

You are advised that your resp itted in this applicati itute a legal ing and any false or incorrect information will render your application void.

4. Click the checkbox I agree to the Terms and Conditions and click on Next to continue your
application.

Frequently Asked Questions

Need Assistance With Your Job Application?

Apply for Job

Deputy Sheriff, Recruit (Entry-Level) - Sworn

D Start A Step 1 of 13: Start
In Progress
This job application has a number of sections. The step-by-step process will guide you through the application. Please fill in all information carefully and
completely before submitting.
2 Preferences
Not Started Note: Not all positions require a resume. If a resume is required as part of the application process, it will be one of the job applicatigasteps.
Before you begin the job application process, please read the Terms and Conditions carefully. By selecting the "l agree to the Terms z#fl Conditions”
3 Online Questionnaire checkbox you indicate that you have read and understood these Terms and Conditions and acknowledge your agreement with thg#f” If you do not agree, you
Not Started will not be able to submit an application and should select the Exit button.
4 | Education View Terms and Conditions

Not Started /

W 1agree to the Terms and Conditions

5 Current and Prior Employment
Not Started
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How to Apply for a Job as an External Applicant

Preferences

5. Please select your employment preferences and click on Next to continue to the next step.

1 Start
Complete
Preferences
In Progress

3 | Online Questionnaire
Not Started

4 | Education
Not Started

5 | Current and Prior Employment
Not Started

6  Languages
Not Started

7 | References
Not Started

Deputy Sheriff, Recruit (Entry-Level) - Sworn

Frequently Asked Questions
Need Assistance With Your Job Application?

Apply for Job

~ Step 2 of 13: Preferences

Job Preferences
I can start my new job on or after

I am looking for the following kind of work

05/21/2017

© Regular
© Temporary
® Either

I want to work
© Full-Time
O Pant-Time
® Either

I am available to work the following days of the week

¥ Monday
8 Add Attachment
Not Started ¥ Tuesday
v

Online Questionnaire
6. Please answer the

S

= All questions must be answered including
the open ended questions before continuing to

the next step.

v' If an open

to you, please enter N/A.

CLACKAMAS

x Exit

Deputy Sheriff, Recruit (Entry-Level) - Sworn

Online Questionnaire and click on Next to continue to the next step.

Apply for Job
I Enfry Level) {SWORN)

 Step 3 of 12: Online Questionnaire
1

‘scheduled tour.

O No.
—

ended question doesn’t apply

JASEESY . have ok ansonred Questomars 5. 7.8.9, 10,11, 12,13, 14,15, 16, 17 18.19,20, 21,22,28,24,25.26.21,26,26,0, 31, 3233 3. 36 36.97,36,89,0,
You have not answered Open Ended Questions 1,2,3.4.
Piase rovda an ansier 0 hese quesions bekrs contnung

0K

Frequently Asked Questions

Need Assistance With Your Job Application?

K T

Apply for Job

1 Start
Complete

2 Preferences
Complete

Online Questionnaire
In Progress

4 Education
Not Started

5 Current and Prior Employment
Not Started

6 Languages
Not Started

7  References
Not Started

“~ Step 3 of 13: Online Questionnaire
1. lunderstand | am strongly encouraged to review my application for completion before clicking the SUBMIT APPLICATION button AND |

may be di from consideration.
O No.
® Yes.
2. lunderstand that the of my employ ppli my emp history, must validate my answers to all of these
g or my app may be N
O No.
@ Yes.

3. lunderstand the County may send correspondence through both e-mail and/or U.S. mail regarding specific information about the recruitment
and | understand it is my responsibility to check my e-mailimail regularly during the course of the recruitment.

O No.

® Yes.
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How to Apply for a Job as an External Applicant

Education
7. Onthe Education page, please select your Highest Education Level by clicking on the drop-down
arrow.

Frequently Asked Questions

Need Assistance With Your Job Application?

ieputy Sheriff, Recruit (Entry-Level) - Sworn

1 | Start ~ Step 4 of 13; Education
Complete
Education History
2 Preferences
Complete Highest Education Level | A-Not Indicated v,
3  Online Questionnaire Degrees e
Complete You have not added any degrees.
o ¥ degrees. - * Stipdof 42 Edecaton
E> Education Add Degrees Edcaielity
s ez t—n [—
(¥R
5 | Current and Prior Employment 3 Ca—— =
Not Started P
(= e
ot P S

8. If applicable, click on Add Degrees.

Frequently Asked Questions

Need Assistance With Your Job Application?

Deputy Sheriff, Recruit (Entry-Level) - Sworn

1 Start ~ Step 4 of 13: Education
Complete

Education History
2 Preferences

Complate Highest Education Level | [EEENNPYPTEET v|
3 Online Questionnaire Degrees
Complet
omplets You have not added any degrees.
D Education Add Degrees
In Progress

5 Current and Prior Employment
Not Started

9. Click on the magnifying glass to access a Lookup menu for selecting data such as degrees and
major codes.

Cancel Lookup

Search for: Major Code /
Cancel Add Degrees /‘/

“Date Acquired  05/19/2017 Only the first 300 results can be displayed.
*Degree Q 300 rows
~ Description &
Major Code
Business Education Certificate (o)

Country United States

State | Oregon Q Ag Business Mgmt/Ag Economics

School Code Q Agricultural Business Manageme
School Description
Major Description

~N

Graduated () No )
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How to Apply for a Job as an External Applicant

10. Not finding what you need in the Search Results list? Click on Search Criteria.

Cancel

Search for: Major Code

. Search Criteria
Ll

Lookup

Major Code
(begins with)

Description
(begins with)

w Search Results

= =

Major Code < Description <

Agricultural Business Manageme

ABE Business Education Certificate
ABEC Ag Business Mgmt/Ag Economics
ABM

Show Operators

Only the first 300 results can be displayed.

300 rows

11. Enter keyword in the Description field and click Search.

Note: The Search locates records by the beginning characters of the Description Name.

a. Use wildcards (% symbol) to expand the search beyond the ‘Begins with’ condition.

i. %Business: Searches for data containing the word ‘Business’ at the end of a

data string.
Cancel Lookup
Search for: Major Code
w Search Criteria Show Operators
Major Code
(begins with)
Description -
(begins with) %Busmessl *

% Clear

« Search Results

EE

Major Code & Description &

ABE Business Education Certificate

ABEC

Ag Business Mgmt/Ag Economics

Only the first 300 results can be displayed.

300 rows
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How to Apply for a Job as an External Applicant

12. In the illustration below, the Search Results return any Description containing the word
Business. Click on the applicable Description to select as the Major Code.

CBE

SBE

BEU

CBU

cB

EBT

FB

FBMT

FABM

Cancel

Search for: Major Code
» Search Criteria
~ Search Results

=1 ¢

Major Code <

Lookup

Description &

Business Education Certificate
Business Education Certificate
Business and Economics - Undec
Clothing in Business and Indus
Consumer Economics (Business)
English - Business and Technic
Food Business

Food Business Management and T

Food and Agribusiness Manageme

22 rows

13. After all the required fields are entered on the Add Degrees page, click Done.

Cancel

*Date Acquired
*Degree

Major Code

Country

State

School Code
School Description
Major Description

Graduated

Add Degrees

05/18/2017
BBA Q
BUS Q

Business Administration

United States Q
Oregon Q
0000004846 Q

UNIVERSITY OF OREGON

Business Administration

i E | No )
Graduated?

Drag circle to
right to change
to Yes
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14. After entering all Education, click on Next to continue to the next step.

Frequently Asked Questions.

Need Assistance With Your Job Application?

Deputy Sheriff, Recruit (Entry-Level) - Sworn Ve

1 Start
Complele

~ Step 4 of 13: Education

Education History
2 Preferences

Complete Highest Education Level | G-Bachelor's Level Degree |
3 Online Questionnaire Degrees
Complete
g +
E> Ed; Sanen L0 Date Acquired School Description Major Description
in Progress
Bachelor of
5 || S Business 05/21/2017 UNIVERSITY OF OREGON Business Administration N
L Admin
Not Started

6 | Languages
Not Started
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Current and Prior Employment

15. On the Current and Prior Employment page, click Add Work Experience or to Add Work

Experience.

Cancel Add Work Experience

& B *Start Dat B
Deputy Sheriff, Recruit (Entry-Level) - Sworn SRS ]
ol ] End Date [
1 start ~ Step 5 of 13: Cur!
e *Employer
Work Experience ploy
2 | Pn’";,:"s You have not addg *Ending Job Title
— * Supervisor
3 Online Questionnaire iy it
Complete 5 .
Supervisor Email
4 ‘ Education
: s Supervisor Phone
= - OK to contact? Yes
E> Current and Prior Employment
ke Hours Per Week
6 | Languages Ending Pay Rate
~ Not Started
- Pay Frequency = Hour b |
7 | References
Not Started
| 8 | Add Attachment Job Duties
Not Started

Reason for Leaving

Country  United States bd|
Address 1
Address 2
Address 3
City
State ™
Postal

County v

16. After entering all Current and Prior Employment, click on Next to continue to the next step.

Frequently Asked Questions

Need Assistance With Your Job Application?

[ N ]

Deputy Sheriff, Recruit (Entry-Level) - Sworn

1 i?,,'.'p - ~ Step 5 of 13: Current and Prior Employment
Work Experience
2 Preferences
Complete +
Employer Job Title Start Date End Date
3 Online Questionnaire
Complete
Pacific Patrol Services Security Guard 05/21/2008 05/21/2017 >
4 Education
Complete Fred Meyers Loss Prevention Supervisor 05/21/2017 >

E> Current and Prior Employment
In Progress
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Languages

17. On the Languages page, click Add Language Skills or to Add Language Skills.

Frequently Asked Questions

pplication?

Cancel Add Language Skills

*Evaluation Date |05/21/2017 =)

Deputy Sheriff, Recruit (Entry-Level) - Sworn

N *Language Q
1  Start ~ Step 6 of 13: Lan(
Eoninte Reading Proficiency }:‘
= : Language Skills
2 | Preferences : Speaking Proficiency v]
Writing Proficiency vl

3 Online Questionnaire
Complete

4  Education
Complete

5  Current and Prior Employment
Complete

[6) targmses .

7 | References
Not Started

8 | Add Attachment
Not Started

9 | Conviction Disclosure v
Nt Qo

18. After entering all Languages (if applicable), click on Next to continue to the next step.

Frequently Asked Questions

Need Assistance With Your Job Application?
Deputy Sherif, Recruit (Entry-Level) - Sworn ‘«l

1 Start “~ Step 6 of 13: Languages

Complete

Language Skills
2 Preferences

Complete +
3  Online Questionnaire Language
Complete
German >
4  Education
Complets American Sign Language >

5 Current and Prior Employment
Complete

Languages
In Progress
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References
19. On the References page, click Add References or to Add References.
Cancel Add Reference Done T s
Dey Sheriff, Recruit (Entry-L Mot Reference Information A
*Reference Type | Coworker ﬂ
1 | Start "~ Step7 of 13: Re
b *Reference Name
? E:n’::’e‘m You have not addeg *Title
Employer
3 Online Questionnaire
e GRS Phone
T Education Email Address
Complete
Address
5 Current and Prior Employment
<~ Complsie Country | United States v
6 Languages Address 1
-~ Complete
Address 2
References
In Progress Address 3
| 8 | Add Attachment city
State v
Postal
County W
T —— L I
o D v

20. After entering all References, click on Next to continue to the next step.

Frequently Asked Questions

Need Assistance With Your Job Application?

Deputy Sheriff, Recruit (Entry-Level) - Sworn m

1 Start “~ Step 7 of 13: References
Complete
References
2 Preferences
Complete +
Reference Title Employer
3 Online Questionnaire
Complete
Carl Jackson SG Supervisor Pacific Patrol Services >
4 Education
Complete Susan Nance Security Guard Pacific Patrol Services >
5  Current and Prior Employment Dan Johnson Supervisor Fred Meyers >
Complate

6 Languages
Complete

References
In Progress
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How to Apply for a Job as an External Applicant

Add Attachment
21. On the Add Attachment page, click Add Attachment to Add Attachment.

%Only documents requested in the job posting should be added as an attachment.

[1 Attachments added that were not requested in the job posting may not be reviewed
or considered in the screening process.

| Cancel Add Attachment

*Attachment Type ™~

*Attachment Title

22. From the drop-down arrow, select the *Attachment Type = Supplemental Materials and type in
any *Attachment Title to describe the attachments.
23. Click Continue to access the File Attachment page.
a. Click My Device to locate your attachments.

Cancel Add Attachment
*Attachment Type [ Supplemental Materlulsl
*Attachment Title |Work Sample| x

File Kttachment x

Choose From

i
I Choose File to Upload )
: <[40 v Computer + i T Chchest H) » my 3 ~ [ %2 ||| Search my documents )

My Device [ Organize = New folder = - @ |
- Riare) - Datemodified e Size I
L. Image

‘& Applicant Ruu% 111972012 4:47 PM  Nuance Power PD... 35 KB
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b. Once document is attached, click on Upload.

File Attachment

Choose From

My Device

Work Sample.doc
File Size: 180KB

c. Click Done once the Upload Completes.

File Attachment

Choose From

My Device

Work Sample.doc
1|  File Size: 180KB

Upload Complete
1

d. Click Done on the Add Attachment page.

Add Attachment

*Attachment Type | Supplemental Materials|

*Attachment Title |W0rk Sample ‘

Attached File Work_Sample.doc

Use Different Attachment ‘
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24. After entering Attachments, click on Next to continue to the next step.

Frequently Asked Questions

Need Assistance With Your Job Application?

Apply for Job

1 Start ~ Step 8 of 13: Add Attachment
Complete
Only documents requested in the job posting description should be attached.
2 Pcrofolre‘nces Attachments added that have not been requested in the job posting may not be reviewed or considered in the screening process.
omplete

Veterans who need to show proof of eligibility in the form of a copy of your DD214, DD215 that includes your "Type of Separation” and "Character of Service”
and a letter from the Department of Veterans Affairs certifying Disabled Veteran Status (if applicable) must provide these documents by the recruitment close
3 | Online Questionnaire date in order to be considered. You may choose to upload a copy of your documents by going to the My Job Applications section on the Careers home page

omplee. and Choose the Add Attachment button under My Cover Letters and Attachments.
4 Education Attachments
Complete
+
5 g:;r“;gtte and Prior Employment Attached File T pE——
Work_Sample.doc Work Sample Supplemental Materials >
6 Languages
Complete

7 References
Complete

Add Attachment
In Progress

Conviction Disclosure
25. On the Conviction Disclosure page, click Add Conviction Disclosure.
G

=~ Not all positions require Conviction Disclosure(s) as part of the application process.

[J If the Conviction Disclosure is required as part of the application process, it will be one
of the job application steps.

I This step only appears for those positions exempt from the restrictions under Oregon
Law Chapter 559 (2015 Laws) House Bill 3025.

Cancel Add Conviction Disclosure

D& Sheriff, Recruit (Entry-Level) - Sworn *Date of Conviction |
1 Sun 5 *Criminal Offense
empe ~ Step 9 of 13: Con Al
 This position is exempt ff *City pmonly known as 'ban the box'. |
2  Preferences certify that this informatia Fin or
Conpiok by omission or intention *State Q mination of my employment with
= Clackamas County. | unt
3 Online Questionnaire List all criminal offenses Country |USA Q of how long ago. Include date of
i conviction, criminal offen
+ | Education If you do not have a con|
Conviction Disclosut *Comments
5 Current and Prior Employment
Complete
6 Languages
Complete
ation for employment and through
misdemeanors. If you fail to list any
Y E;mm.'"' reason, your application for
for any reason as part of making
8 Add Attachment .
Complete ile Suspended,” “Failing to
r>If you have history that you
it. A is not removed
Conviction Disclosure from your record until you com ved.
In Progress % V|
A o e Tha Countie aaliew rele &
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26. After entering Conviction Disclosure, click on Next to continue to the next step.

Frequently Asked Questions

Need Assistance With Your Job Application?

Apply for Job
Deputy Sheriff, Recruit (Entry-Level) - Sworn ﬂj
1 suar
Complete ~ Step 9 of 13: Conviction Disclosure A
This position is exempt from the restrictions under Oregon Law Chapter 559 (2015 Laws), House Bill 3025, which is commonly known as 'ban the box'. |
2 Pc"‘"n"“s certify that this on my criminal i record is correct and complete. | understand that providing false or i P ion or wif
ompres. by omission or intention pertinent information will be cause for refusing further ion of my appli and or termi of my with
C County. | that this may be verified through the use of a criminal history record check.
3 g"""le Questionnaire List all criminal offenses including military convictions incurred as an adult (other than minor traffic violations) regardless of how long ago. Include date of
omplels. conviction, criminal offense, and city/state where it occurred. Explain the circumstance of each offense.
4 Education If you do not have a conviction you may skip this step.
Complet
et Conviction Disclosure
5 Current and Prior Employment +
Complete
Criminal Offense Date of Conviction City State
6 Languages
Complete Conviction displays here 05/21/2017 Oregon City OR >
7 References Important:
Complete
This information is required of any applicant for employment with a criminal conviction. Disclosure must be made on application for employment and through
completion of this form prior to the job posting close date. Disclose all history of convictions. This includes all felonies and misdemeanors. If you fail to list any
8 Add Attachment part of your conviction history, including but not limited to omission, intentional falsification or any failure to disclose for any reason, your application for
Complete may be di i If you gain and it is later found that you failed to disclose a criminal conviction for any reason as part of making
ion for your may be i at any time.
E> Conviction Disclosure Serious traffic offenses such as “Reckless Driving,” “Driving Under the Influence of Intoxicants” (DUII), “Criminal Driving While Suspended,” “Failing to
In Progress Vv  Perform the Duties of a Driver” or Attempting to Elude a Police Officer” must be listed If it resulted in a conviction. <br><br>If you have history that you v

Accommodation Request
27. If applicable, enter Accommodation Request, click on Next to continue to the next step.

Frequently Asked Questions

CLACKAMAS Need Assistance With Your Job Application?

"o ApPly for Job =
Deputy Sheriff, Recruit (Entry-Level) - Sworn —

Complete
~ Step 10 of 13: A dation Req
6 Languages We will be happy to consider your request for Accommodation under AMERICANS WITH DISABILITIES ACT (ADA). We have experience successfully
Complete i requiring during the selection process.

7 References This information will be stored separately from your other application information and will be kept confidential except as allowed for by the Rehabilitation Act of
Complete 1973, the Vietnam Era Veterans Readjustment Assistance Act of 1974, the Americans with Disabilities Act of 1990 and applicable County Code. You are not
required to complete this page and there will be no negative impact if you choose not to do so.

8 Add Attachment The Recruiter coordinating the recruitment will contact qualified who have req prior to the next step in the selection process
Complete to discuss your accommodation needs.

If you feel you require a reasonable accommodation during the selection process as described in the job posting, please describe your needs below.

9 Conviction Disclosure
Complete If you require a reasonable accommodation during the selection process, enter it in this box.

Accommodation Request
In Progress

How did you find out about
us?
Not Started

12 | Self-Identify o
Not Started

13 Review and Submit
Not Started v
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How did you find out about us?
28. After entering How did you find out about us?, click on Next to continue to the next step.

Frequently Asked Questions

Need Assistance With Your Job Application?

Aoty o ob — =
Deputy Sheriff, Recruit (Entry-Level) - Sworn “

Complete
~ Step 11 of 13: How did you find out about us?
6 Languages

Complota Referrals
*How did you learn of the job? | Clackamas County Website v
7  References
Complete
*Additional Information | Sheriff Office Home Page v

8 Qg:;;':“’"‘“‘ Spacific Referral Source | NiA

Are you a former employee | No [v]
g Conviction Disclosure

Complste

10 Accommodation Request
Complele

How did you find out about
OF
In Progress

Self-ldentify
29. After selecting one of the Self-ldentify — Disability options, click on Next to continue to the next
step.

Frequently Asked Question

Need Assistance With Your Job Application|

Apply for Job m ext >
[T |

Deputy Sheriff, Recruit (Entry-Level) - Sworn

Lompiete
~ Step 12 of 13: Self-Identify - Disability
6 Languages
Complete Why are you being asked to complete this form?
To help us measure how well we are doing with people with disabilities, we are asking you to tell us if you have a disability or if you ever had a disability.
7 References Completing this form is voluntary, but we hope that you will choose to fill it out. If you are applying for a job, any answer you give will be kept private and will
Complete not be used against you in any way.

You may voluntarily self-identify as having a disability on this form without fear of any punishment because you did not identify as having a disability earlier.
8 Add Attachment
Complete

How do | know if | have a disability?
9 Conviction Disclosure 3 3 s P p 2 S o pu e o s z
Complete You are considered to have a disability if you have a physical or mental impairment or medical condition that substantially limits a major life activity, or if
you have a history or record of such an impairment or medical condition.

10 Accommodation Request Disabilities include, but are not limited to:
Complete
+ Blindness  + Autism « Bipolar disorder « Post-traumatic stress disorder (PTSD)
« Deafness  + Cerebral palsy « Major depression « Obsessive compuisive disorder
1 :::;" i you Aindiout sbout . Cancer  « HIV/AIDS « Multiple sclerosis (MS) + Impairments requiring the use of a wheelchair
Complete + Diabetes « Schizophrenia « Missing limbs or partially missing limbs « Intellectual disability (previously called mental retardation)
- Epilepsy = Muscular dystrophy
@ Self-Identify - Please select one of the options below:
M Progress YES, | HAVE A DISABILITY (or previously had a disability)
Disability ® NO, | DON'T HAVE A DISABILITY
In Progress v | DON'T WISH TO ANSWER

Your Name Jane Smith Today's Date 05/21/2017
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30. After selecting one of the Self-ldentify — Veteran options, click on Next to continue to the next
step.

Frequently Asked Questions

c-’;« KAMAS Need Assistance With Your Job Application?

Complete

~ Step 12 of 13: Self-Identify - Veteran

9 Conviction Disclosure

Complete Self-ldentification
10 Accommodation Request Veterans may appl‘x for vgtera_ns' preference pcings as authorized by Oregon Revised Statutes by ing the two i ing to Veterans'
Complete on the page of the
In addition, proof of eligibility in the form of a copy of your DD214, DD215 that includes your "Type of Separation” and “Character of Service" and a letter
How did you find out about from the Department of Veterans Affairs certifying Disabled Veteran Status (if applicable) must be received by the recruitment close date in order to be
M us? i If you have an tronic version of the forms, you may choose to upload a copy of your documents under the My Cover Letter and
Complete Attachments section of the My Job Applications. You may also send the documentation to
Employee Services
@ Self-Identify = 2051 Kaen Road
In Progress Oregon City, OR 97045
Disability or fax 503-742-5468. Please list the Job Title and Job Opening ID on all submitted forms.
Complete If you need to delete your form, please contact via phone at (503) 655-8459 or via email
Veteran If you believe you belong to any of the classifications listed below, please indicate by selecting the appropriate option. We request this information in order
In Progress to measure the effectiveness of the outreach and positive recruitment efforts we undertake
- ) 1am a DISABLED veteran
Diversity
Not Started ) | am a veteran

® 1am not a Veteran
13  Review and Submit
Not Started v

31. After selecting one of the Self-ldentify — Diversity: Gender and Ethinicity and Race Identification
options, click on Next to continue to the next step.

Frequently Asked Question|

Need Assistance With Your Job Application|

Apply for Job
Deputy $
1 ?‘"‘ ) “~  Step 12 of 13: Self-Identify - Diversity
omplets
You are invited to provide the information requested regarding diversity.
2 Prefi
cr:m:‘r;;m“ Diversity

Clackamas County is an Equal Opportunity Employer. All qualified persons will be considered for employment without regard fo race, color, religion, sex,

3 Online Questionnaire national origin, age, political affiliation, disabllity or any other factor unrelated to the essential functions of the job.

complete Although the information you are asked to provide on this page is voluntary, it helps us comply with mandated federal and state reporting regulations and
applicable County Code if you provide it. It will also assist Clackamas County in evaluating its Affirmative Action Plan and progress towards achieving a more
4 Education diverse workforce.
Complete

If you believe your civil rights in employment matters have been violated at any time during the course of your consideration for employment, contact the
Clackamas County Department of Human Resources
5 Current and Prior Employment

Complete If you are willing to provide this information click the Add Ethnic Group button, otherwise please check | decline to answer.
Gends
6 Languages enaer
Complet
omplets What is your gender?
7 References * Female
Complete O Male

| decline to answer
8 Add Attachment
Complete
Ethnicity and Race Identification

o  Conviction Disclosure v
Are you Hispanic or Latino? Definition

O Yes, | am Hispanic or Latino.
© No, | am not Hispanic or Latina.
What is your race? Select one or more. Definition
[ American Indian or Alaska Native
[ Asian
[ Black or African American
[[] Native Hawaiian or Pacific Islander

[ White

[ | decline to answer
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Review and Submit
32. Review your application and make any changes before submitting.
SHHERS

No updates can be made to a Submitted application.

[] If you determine data needs to be corrected on your submitted application, please CALL
our office during regular business hours (M-Thr, 7:00 a.m. to 6:00 p.m., Pacific Time)
PRIOR TO THE RECRUITMENT CLOSE DATE at (503) 655-8459.

[l We can reset your status to “Not Submitted”. This allows you the ability to log back into
ESS to update and re-submit your application prior to the recruitment close date.

[] When you call, please provide your name, JOB TITLE and JOB ID of the position you are
applying for.

33. Once your application is complete, click Submit.

Frequently Asked Question|

Need Assistance With Your Job Application|

Deputy Sheriff, Recruit (Entry-Level) - Sworn “
Complete
~ Review your application and make any changes before submitting.
§ ) tanguagaa Step 13 of 13: Review and Submit

« My Contact Information
7 References

Complete
Email JSmith@gmail.com Address 123 Enter Address, Oregon City, OR 97045
8 Add Attachment Phone 503/234-1234 Contact Method Not Specified
Complete
Modify
o Conviction Disclosure
Complete » Attachments

10 Accommodation Request » Preferences

Complete ) .
» Education History

How did you find out about

» Work Experience
1M us? P
Complete
» Degrees
12 Self-dentify w » Language Skills
Complete
» References
E Review and Submit
In Progress W » Accommodation Request

» Referrals
» Questionnaire
» Disability

» Veteran

» Diversity
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Application Confirmation
Once submitted, you will receive an Application Confirmation and an email confirmation.

34.

z:\projects\peoplesoft hcm\ess\careers\2018 how to apply for a job as an external applicant.docx

lllustrates Application Confirmation

You have successfully submitted your job application

Jobs Applied For
Job Title Deputy Sheriff, Recruit (Entry-Level) - Sworn Posting Date 05/10/2017
JobID 104104 Application Date 05/21/2017

Location Oregon City, Oregon

& Careers

(& View Submitted Application

lllustrates Email Confirmation

Sat 5/20/2017 9:21 AM
jobs@clackamas.us

CONGRATULATIONS!! Your online application has been successfully submitted
To Leighton, Elizabeth

Action ltems

Dear  Applicant Name

Thank you for expressing an interest in the following position(s) submitted on 2017-05-20:

104200-Administrative Assistant (Resolution Services)

(Please Note: This message was automatically generated. Please do not respond. We encourage you to save this email for future reference.)
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Adding a Resume or Cover Letter
[J Ifaresume is required as part of the application process, it will be one of the job
application steps.
1. Click Attach Resume.

Frequently Asked Questions.

Need Assistance With Your Job Application?

County Commissioner

1 start ~ Step 2 of 10: Resume
Complete
Resume Attachment (Required)
E> ﬁl‘l::jog::ss You have not provided a resume.

3  Preferences

Attach Resume Use Existing Resume
Mol Started @

Cover Letter Attachment

4  Online Questionnaire )
Not Started You have not provided a cover letter.
Attach Cover Letter

5 Languages
Not Started

6 References

a. Click My Device to locate your attachments.

F

Need Assistance

Apply for Job < Previous
File Attachment x
Choose From (& Choose File to Upload ===
OQ [0y Computer » “Wchester\usersS) (H:) » my documents + [ %2 [ Search my docu 2]
Organize New folder =~ [ @
5. Recent Places *  Name 2 - Date modified Type Size m
B Applicant Rrsume 11/19/2012 4:47 PM  Nuance Power PD... 35KB
My Devic& 'y
m E
File name: - |AnFiles (1) -
£ oo )
S ——————————————————————————————

b. Once document is attached, click on Upload.

File Attachment x

Choose From

Applicant Resume.pdf
= File Size: 34KB
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c. Click Done once the Upload Completes.

File Attachment @

Choose From

Applicant Resume.pdf
5| File Size: 34KB

Upload Complete
]

d. Attach cover letter using the same method outlined for attaching the resume.

Frequently Asked Questions

Need Assistance With Your Job Application?

1 Start ~ Step 2 of 10: Resume
Complete

Resume Attachment (Required)

E> Resume
In Progress *Resume Title Applicant_Resume.pdf

3  Preferences Attached File Applicant_Resume.pdf
Not Started Change Resume

2 | Onios Gusstionmins Cover Letter Attachment

Ui You have not provided a cover letter.
5 Languages Attach Cover Letter
Not Started - - - _—

6  References
Not Started

2. After adding Resume and Cover Letter attachments, click on Next to continue to the next step.

Frequently Asked Questions

Need Assistance With Your Job Application?

Apply for Job =
Y

1 Start ~ Step 2 of 10: Resume
Complate

Resume Attachment (Required)

D Resume
In Progress *Resume Title Applicant_Resume.pdf

3 Preferences Attached File Applicant_Resume.pdf
Not Started Change Resume

. . . Cover Letter Attachment
4 Online Questionnaire

Not Started
*Cover Letter Title Cover_Letter.docx
5 I;:‘(ng:‘igss Attached File Cover_Letter.docx

Change Cover Letter
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How to add Veterans’ Preference Proof of Eligibility Documents

Types of Eligibility Documents: DD214, DD215, and Letter from the Department of Veterans Affairs
certifying Disabled Veteran Status

G
=1 Once you provide your documentation there is no need to provide it again should
you submit additional applications in the future.

If you need to delete your documentation or provide an updated copy contact the
Department of Human Resources at (503) 655-8459 or send us an email.

1. After logging into ESS, click on Careers and click on My Job Applications on the Careers
homepage or select My Job Applications under the Actions List.

Frequently Asked Questions

Need Assistance With Your Job Application?

< Employee Self Service Careers a Q EW ®

Search Jobs

Careers
Search by job bitle, location, or keyword

Search Jobs.

Welcome John Need to Add Proof of

Eligibility Documents for
Veterans' Preference?

My Job Notifications
%, View Jobs Posted in Last 7 Days

Wy Job Applications
£ View Al Jobs > Navigate to

| Ea§ My Job Notifications * My Job Applications! My Favorite Jobs
My Job Applications 5y My Saved Searches
My Favorite Jobs > My Contact Information
Q) My Saved Searches 13 My Preferences
My Contact Information > Sign Out

2. Under My Cover Letters and Attachments, click Add Attachment.

Frequently Asked Questions

My Job Applications

My Job Applications

Job Title Job ID Location Status Date Created Date Submitted Withdraw Application

i 104091 Board of County ot submitted 05/19/2017 6:25PM Withdraw >
Commissioner Commissioners

Policy Analyst 103802 Mental Health Hire 06/04/2016 5:02PM 06/04/2016 5:02PM Withdraw >

My Reaiimes cancel Add Attachment | Continue

Attached File *Attachment Type v

Pasted Resume *Attachment Title

My Cover Letters and Attachments

‘You have not provided a Cover Letter o]

| Add Attachment

3. After selecting *Attachment Type from the drop-down menu and entering the *Attachment
Title, click Continue.
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Add Attachment

*Attachment Type | DD-214 |

*Attachment Title | DD214|

]

4. Click My Device to locate your attachments.

File Attachment
Choose From
Upload
Tﬁ:pmer v clizabeth T $) (H) » my Ao b « |43 || Search my documents »p
My Device Mew folder _-— =~ 0O @
Name . Date modified Type Size -
2/10/2003 %:44 AM Microsoft Word 9... 19 KB
0 Job Page th 8/20/2014 10:20 AM  Microsoft Word D... 17 KB
5. Once document is attached, click on Upload.
File Attachment

Choose From

i o
b

DD214.docx
| File Size: 17KB
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6. Click Done once the Upload Completes.

File Attachment

Choose From

My Device

DD214.docx :
File Size: 17KB

Upload Complete
1

7. Click Save.

Add Attachment

*Attachment Type ‘ DD-214 ]

*Attachment Title ‘ DD214

8. The illustration below displays how your attachments should look after uploading it.

My Job Applications

My Job Applications Attachment is added

Job Title Job ID Location Status Date Created Date Submitted Withdraw Application
County Board of County .

Y sioner 104091 B oury  Not Submitted 05/19/2017 6:25PM Withdraw >
Policy Analyst 103802 Mental Health Hire 06/04/2016 5:02PM 06/04/2016 5:02PM Withdraw >

My Resumes

Attached File Job ID Resume Title Date Created

Pasted Resume 103802 Policy Analyst -103802 06/03/2016 4:59PM

My Cover Letters and Attachments

* |
Attached File Job ID Attachment Title Attachment Type Date Uploaded
DD214.docx All D©D214

DD-214 05/19/2017 7:05PM > I
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Not Ready to Submit the Application? Save as Draft for Later Submission.

1. Click on the Actions List and click Save as Draft.

Frequently Asked Questions

Need Assistance With Your Job Application?

Save as Draft

Deputy Sheriff, Recruit (Entry-Level) - Sworn

Complete

A Review your application and make any changes before submitting. L

2. Click OK.

Step 12 of 12: Review and Submit

» My Contact Information

b Attachments

Your in-progress application has been saved but not submitted.

» Preferences

» Education History

» Work Experience

» Degrees

Exit the Application

1. Click Exit on the top left hand side of screen and click Yes to exit the application.
EHHnS

= Make sure you have saved your application before exiting.

Frequently Asked Questions

Need Assistance With Your Job Application?

Apply for Job m
1 Start kgD 2 of 10: Resume
Complete ’ Applicant B po
Resume A S auIre Do you really want to exit?
2% Resume
Ves@: No
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How do | sign out of ESS?
Click the Actions List and click Sign Out.

1.
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