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Project Document Control

The following information is used for document control and maintains a history of
document changes for this document.

Version @ Author History
April 2018 3 Information Information Updated to reflect
Systems Systems changes due to software
upgrade
August 2015 2 Information Information Updated to reflect
Systems Systems changes due to software
upgrade
October, 1 Information Information Correction to 2 graphics
2012 Systems Systems (link on City page, link on
Portal page)
September, | Original | Information Information Original Issue
2012 Systems Systems

This document is created and distributed by the City of Knoxville - Department of
Information Systems

Questions or comments pertaining to this document should be addressed to:

Civil Service
865-215-2106
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Introduction

This instruction guide provides instructions for applicants The Civil Service Department
wishing to view and apply for job openings with the City of
Knoxville. The City of Knoxville uses an online
employment application system which enhances the the City of Knoxville
efficiency of the hiring process and allow applicants to

better manage their application materials and job

searches.

is the employment office for

The employment application system will be accessible from a link on the City of Knoxville’s
Civil Service Careers web page. Job openings are posted in this system as they are
approved and closed once the position is fulfilled unless otherwise noted.

Before you Start
In order to complete an online application, you will need the following information:

e Personal information including address and contact phone numbers.
o Education history including attendance dates, school locations and G.P.A. information.
e Employment history including work dates, duties, addresses, contact names and phone

numbers.
e Professional references including contact information. ) _
« Licensure and certification details (if applicable) Attention: Current City of
Knoxville employees ---These
Working Email instructions are for External
You must have a working e-mail address to apply for Applicants only.

positions. You will be notified via email when your

application is received as well as when a job opening to Current City employees need
which you have applied for has been closed. If you do to access your PeopleSoft
not currently have an e-mail address, please create one self-service account to apply
before applying. There are several free e-mail providers for any current job openings
such as Yahoo, Hotmail, and Gmail.

Login

You will create a User Name and Password for access to the employment application
system. Be sure to keep a record of your User Name and Password created whenever
you register. You will need this information again to update your profile information, review
submitted applications and apply for additional positions.

Attachments

The City’s employment application system is a totally paperless system so you must
electronically attach your documents to your profile. Documents that can be attached are
certificates, cover letters, resumes, degree/diploma, eligibility letters, references, test
scores and transcripts. If you are unable to attach your documents, please contact Civil
Service.

PeopleSoft External Applicant Process
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Employment Online Application Process

View Job
Openings on _ Submit

Careers page oLl

(COK site)

Application

PeopleSoft External Applicant Process
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View Job Openings

Job openings can be viewed on the City’s Career page located on the City’s website. You
do not need to have a login in order to view jobs.

*Logins are required, however, to submit an application as well as to save favorite job
search information for future reference.

System Access

To access the City’s career site, open Internet Explorer and go to
http://knoxvilletn.gov/government/city _departments_offices/civil_service department/.

To view open positions, click the View Current City Job Openings link.

The Civil Service Department is the employment office for the City of Knoxville. The City Charter establishes a merit system
that assures personnel actions are made on the basis of merit and fitness without regard to any political test, affiliation or the
like. The merit system provides for the equitable treatment of city employees and provides a work force that is properly
trained to deliver the city's essential public services.

CIVIL SERVICE DEPARTMENT
City County Building

0 S, S mTE——rrm—,
Knoxville, TN 37902 :ﬁ“* Wheuns ’ View Current City [ob Openings
- he

C the Status of Your

Main Office: 865-215-2106 Apphcatlun

TDD: 865-215-2900 ; .
Job Line: 865-215-2562 * Applying for Police Officer

Fax: 865-215-4270 * Applying for Firefighter

gggj?:iﬁig;g;ﬁay * Register and Set Up a Profile * Benefits
' ’ * Manage Your Account * State of Tennessee Employment
* Non City Employees Information
* Current City Employees * Civil Service Department
* Applicant User Manual [PDF] * Frequently Asked Questions

Vicki Hatfield, Civil Service Director
vhatfield@knoxvilletn.gov

Matt Bradburn, Civil Service Deputy Director

Hiring and employee issues for Administration, City Council, Law Department, Police Department, Public Service, Public
Assemblies, and Emergency Management.

mbradburn@knoxvilletn.gov

Melissa Foster, HR Analysl, Senior
gs for the Fire Department Finance gnde mant, Benefits, Community

PeopleSoft External Applicant Process
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Current job openings will be shown on this page. To learn more about these positions and
to apply, you will need to login to the City’s electronic application system. To login to this

system, click on the Login to Career Center link on the Civil Service Careers Page.

——
\1¥)
g Select Language / Print
<% CITY OF KNOXVILLE _ _ -
———— MADELINE ROGERO, MAYOR Services Residents Business Visitors Government

.._._.-l_hh

Search For Anything

City of Knoxville » Government » City Departments & Offices » Civil Service » Current Job Openings

Current Job Openings Civil Service Director
Vicki Hatfield
vhatfield@knoxvilletn gov
(865) 215-2106

400 Main St., Suite 569
Knoxville, TN 37902

oo

FOLLOW US TO STAY CURRENT ON JOB POSTINGS!
n Facebook.com / CityofKnox]Jobs u Twitter.com / CityofKnoxJobs

The City of Knoxville does not accept applications for jobs unless there is a posted vacancy.
Current vacancies are listed below.

If you want to apply for one of the jobs listed helow please Login to Career Center. P

If you need to register a profile on the Career Center please visit Register & Set Up Profile for more information.

If you have more questions about applying for a job with the City of Knoxville, please click the How to Apply for A
Job link.
Our online application process works best with Internet Explorer and Firefox Browsers.

PLEASE NOTE: The Online Application Tool is UNAVATLABLE from 2 a.m. until 5 a.m. daily
and any attempts to apply during this time will result in an inability to save and submit your
application.

CURRENT JOB OPENINGS WITH THE CITY OF KNOXVILLE

Assistant Neighborhood Coordinator [PDF] - deadline 4/10/18
Experienced Combination Building Inspector [PDF]- deadline 4/9/18
Equipment Technician I [PDF] - deadline 4/9/18

NCIC Operator [PDF] - deadline 4/5/18

Office Assistant IT [PDF] - deadline 4/3/18

Traffic Engineer [PDF] - deadline 3/29/18

PeopleSoft External Applicant Process
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Select View All Jobs.

Careers a =
Search Jobs
Search by job title, location, or keyword »
Welcome Sign In | New User
) CE View All Jobs ) >
a My Job Notifications >
My Job Applications >
* My Favarite Jobs >
Q My Saved Searches >
a My Account Information >
The latest City job openings will be listed on the screen.
Search Jobs A =
v Location Search Jobs
Search by job title, location, or keyword »

City of Knoxville (10)
Clear Search Save Search

w Department

10 jobs found. T
Civil Service (7) List of Jobs
Experienced Combo Bldg Inspec
Family Recreation Ctrs. (1)

Job ID 996069
Inspections (1)

Location City of Knoxville >
Parks & Recreation (1) Department Inspections
Posted Date 03/28/2018
v Job Family
Assistant Neighborhood Coordinator
No Value (10) Job ID 992010
Location City of Knoxville >
w Job Posted In Department Civil Service
Posted Date 03/27/2018
2018 (5)
2017 (5) Equipment Technician |
Job ID 997091
Location City of Knoxvil N

Department Civil Service

Postings are valid for a pre-determined
Posted Date 03/27/2018

period of time and applications can only
[, be accepted during that time.
Applications cannot be accepted for
jobs that are not posted here.

NCIC Operator

PeopleSoft External Applicant Process
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Search for Jobs

To search the list of job openings, enter information in the Keywords field on the screen
and click the >> icon as shown in the example below.

Results will be shown on the screen.

v Location

« City of Knoxville (1)

w Department

« Inspections (1)

+ Job Family

« No Value (1)

v Job Posted In

- 2018 (1)

Search Jobs
Search Jobs
Inspector h @
Clear Search Save Search
1 job found for: "Inspector”

Experienced Combo Bldg Inspec
Job ID 996069
Location City of Knoxville
Department Inspections
Posted Date 03/28/2018

Apply Without a Job @

»

I

PeopleSoft External Applicant Process
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View Job Information
To open a job, click on the Job Title to view details. The job description will open.

Search Jobs A =
« Location Search Jobs
Search by job title, location, or keyword »
City of Knoxville (10)
Clear Search Save Search
~ Department 10 jobs found. T
Civil Service (7)
Experienced Combo Bldg Inspec
Family Recreation Ctrs. (1) JobID 996060
Inspections (1) cation ity of Knoxville >
Parks & Recreation (1) Department Inspections

Posted Date 03/28/2018

w Job Family
Assistant Neighborhood Coordinator
No Value (10) Job ID 992010
Location City of Knoxville >
w Job Posted In Department Civil Service
2018 (5) Job Description
( Equipm
2017 (5) quip Previous Job Experienced Combo Bldg Inspec Next Job P
Job ID 996069 FulliPart Time Full-Time
Location City of Knoxville Regular/Temporary Regular
NCIC O ¢ Add to Favorite Jobs
a8 Email this Job
How To Apply
| THE CITY OF KNOXVILLE

You are not required to CIVIL SERVICE
createflogintoyour | yyB ANNOUNCEMENT

Civil Service Department, Suite 569, City County Bldg, 400 Main Street, Knoxville. TN 37902 (863) 215-2106. Web:www knoxvilletn.gov

6069 Experienced Combination oszszes
open position. Building Inspector

account unless you

wish to apply for an

(Entry Level and Promotional)

The job posting screen will contain information such as:

Job Description,
Salary Range,

Job Responsibilities,
Job Requirements, and
Application Deadline.

PeopleSoft External Applicant Process
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From this screen, you can also:
(1] Apply for Job button

@ Email this Job button

You must be logged
in to save or apply for
a job.

Job Description A =
Previous Job Experienced Combo Bldg Inspec Next Job p
o Apply for Job
Job ID 996069 Full/Part Time Full-Time

Location City of Knoxville

17 Add to Favarite Jobs

9 =4 Email this Job

How To Apply
THE CITY OF KNOXVILLE

CIVIL SERVICE
JOB ANNOUNCEMENT

Givil Service Department, Suite 569, City County Bidg, 400 Main Street, Knoxville, TN 37902 (863) 215-2106. Web:wwiw.knoxvilletn gov

6069 Experienced Combination o:zsizes
Building Inspector

(Entry Level and Promaotional)

Drug testing may be required

ENTRY-LEVEL SALARY: 545,044 annually

DAV SDADC DAMCD, Cagnas o A9 ool (Do Peodo D

Regular/Temporary Regular

PeopleSoft External Applicant Process
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Email to Friend

1.
2.

Click Email this Job button to email this job posting to someone.

On the next screen, enter the email address of the person you are sending this posting
to (in the TO field.)

In the second field, enter your name if it is not already displayed.
When ready, click Send.

To return to the main Job Search screen, click Return to Previous Page link at the
bottom left corner of the page.

Cancel Email Job q (Send)

Enter the email address, using a comma as a separator, of the person to whom you are sending this job information. When you are finished, press the Send button.

*To |cokwriter@hotmail com

*Your Name |Joe Smith
Subject |Interesting job at City of Knoxville Example Email Only
Message <Enter Your Name> saw this job opening and thought you might find it interesting:

Experienced Combe Bldg Inspec
City of Knoxville
City of Knoxville

We would like to invite you to visit our careers site to complete your application

DIRECTIONS

1. Select the link to access our careers site.

2. Sign In to access your account or if you are not an existing user select the New User link to create one.
3. Review the job description and select the Apply button te begin your application

https:/icareers.knoxvilletn.govipsp/CANDIDAT E/EMPLOYEE/HRMS/c/HRS_HRAM_FL.HRS_CG_SEARCH_FL.GBL?
Page=HRS_APP_JBPST_FL&Action=U&FCCUS=Applicant&Siteld=18JobOpeningld=996069&PostingSeq=1

If you are a current employee of our organization please use the following link instead

https:/icareers.knoxvilletn.govipsp/CANDIDAT E/EMPLOYEE/HRMS/c/HRS_HRAM_EMP_FL.HRS_CG_SEARCH_FL.GEL?
Page=HRS_APP_JBPST_FL&Action=U&Siteld=1&FOCUS=Employee&JobOpeningld=996069&PostingSeq=1

Thank you.

**Disclaimer: Please note that any views or opinions presented in this email are solely those of the sender and do not necessarily represent
those of the company.

PeopleSoft External Applicant Process
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Favorite

This option saves a favorite job posting to your Favorite Jobs screen. If you are not
already logged in when you click this, you will be prompted to login at this time.

1. Locate the Job Details section of the screen. Click the Add to Favorite Jobs link at
the top of the page to save this job to your list of Favorite Jobs.

2. Click it again to de-select it.

® Please note that you must be registered before you can login. For more information
about Registration, see instructions on page 15.

® For more information about logging in to the system, see instructions on page 17.

Job Description a =
Previous Job Experienced Combo Bldg Inspec Next Job
Apply for Job
Job ID 996069 Full/Part Time Full-Time
Location City of Knoxville Regular/Temporary Regular

W _Remove from Favorite Jobs

£y EMEN
How To Apply Click the Staricon to
save this job to your list
THE CITY OF KNOXVILLE of favorite jobs

CIVIL SERVICE
JOB ANNOUNCEMENT

Civil Service Department, Suite 569, City County Bldg, 400 Main Street, Knoxville, TN 37302 (865) 215-2106. Webowww knoxvilletn.gov

5069 Experienced Combination o:sz01s
Building Inspector

(Entry Level and Promaotional)
Drug testing may be required

ENTRY-LEVEL SALARY: 345,044 annually

DAV SDADC OAMED, Cacnas o 4 =S

PeopleSoft External Applicant Process
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Apply
Click Apply for Job to apply for this job. See instructions on page 21 for more information
on applying for a job.

Job Description A

Previous Job Experienced Combo Bldg Inspec Next Job P

‘ Apply for Job '
Job ID 996069 Full/Part Time Full-Time

Location City of Knoxville RegularfTemporary Regular

W Remove from Favorite Jobs

=4 Email this Job
How To Apply
THE CITY OF KNOXVILLE

CIVIL SERVICE
JOB ANNOUNCEMENT

— R e oINS ) 252105 T ——

Access the Careers computer application from a link on the City’s Civil

Service site 2
http://knoxvilletn.gov/government/city_departments_offices/civil_service_department/.

PeopleSoft External Applicant Process
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Register for Login

In order to apply for jobs or save job searches, you must first register for a login. As you
complete the registration process (or any time after), you will setup profile information
including personal information such as address and contact information. This information
will follow you anytime you apply for City jobs in the future. It is important to keep your
profile information current so that City representatives can contact you in case of future job

opportunities.

1. Open the Careers page. Click New User.
® If you have a login to the City’s Career system, click Sign In instead.

Search Jobs
Search by job title, location, or keyword »

Welcome
= View All Jobs
bud My Job Notifications
& v Job Applications
My Favorite Jobs
Q My Saved Searches
pos Iy Account Information

Careers

>
>

>

»
]

PeopleSoft External Applicant Process
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© © N o O

The Registration page will open. Fields marked with an asterisk [*] indicate a required
field.

In the first field, enter your user name. This will be the user name you will use to login
to the system in the future.

In the next two fields, enter your desired password. This will be the password you will
use to login to the system in the future.

Enter your first and last names in the fields provided.
Enter your email address.

Enter your primary phone number.

Enter your mailing address.

When ready to continue, click Register.

New User Registration

Already Registered? Sign In Now

Account Information
*User Name | Smith_M_2018
*Password |«

*Confirm Password |=--

*First Name |Morgan

*Last Name | Smith

*Email Address | msmith@gmail.com

*Phone  B65/607-1234
Address Information
*Country | United States v
*Address 1 |400

Address 2 | Suite 591

Address 3
*City | Knoxville “State = Tennessee v
"Postal | 37902 County

Micw Torme and Canditinne

KEEP INFORMATION CURRENT

It is important to keep your information current. To return to this page later, click the
Actions menu at top and then select My Account Information.

Some jobs have eligibility periods lasting multiple years. It is important that the City
have correct information in case you become eligible for a new job opportunity.

PeopleSoft External Applicant Process
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Login

You have to register before logging into this system. See page 15 for detailed instructions

on Registration.

1. Open the
Careers page
that shows the
main job
menu.

2. Click Sign In
at top right
corner.

Search Jobs
Search by job title, location, or keyword

Welcome
= View All Jobs
Iy Job Motifications
My Job Applications

il

(]

Yr My Favorite Jobs
(), My Saved Searches
[ 2

My Account Information

3. Enter your user name and password as applicable on the screen.

4. Click Sign In.

Signin

*User Name |Smith_M_2018

*Password | sesssesesess

Forgot User Name | Forgot Password

Are you a new user? Register Now

If you forget
either your
user name or

password,
click a link to
have it reset

PeopleSoft External Applicant Process
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5. The Careers Home screen will open. The Careers menu will be visible. Additional
tools/sections are available that will aid in searching and applying for jobs.

Careers A =
Search Jobs
Search by job title, location, or keyword »
Welcome Mary Sign Out
[z ViewAll Jobs b
bad My Job Notifications >
é My Job Applications >
My Favorite Jobs 15
Q My Saved Searches >
pos My Account Information >

Change Password

These instructions will explain how to change the password used to login to the City’s
electronic application system.

1. On the Careers Home page, click My Account Information.
2. Click Change

< Careers My Account Information A =
PaS SWO rd | I n k. You can update your name, address, phene number and email here. Changes made to your contact details on this page will be updated on all of the jobs you have
applied tc.
e

Account Settings

User Name 1,

Contact Method | Mot Specified v

Change Password

Name Prefix

Name

“First Name |Mary
Middle Name

*Last Name | Alarcon

%

3. Enter your current password in

SR A, Cancel Change Password (Save)
the first field. —
4. Enter your new password in *Current Password |«

both of the fields of the screen.
5. Click Save.

*New Password | ===

*Confirm Password |-

PeopleSoft External Applicant Process
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Account Information

On the My Account Information Screen, you will find your personal information. To access

your account details, you must first be logged in. You must complete your account
information before you can apply for a job.

1. Click on the My Account Information link either from the Careers Homepage menu

(Ref ©@) or from the Actions menu (Ref @).

Search Jobs

R - Careers
Search by job title, location, or keyword »
Search Jobs
Welcome 1 Sign
My Job Notifications
=" Wiew All Jobs
My Job Applications
hud My Job Notifications
My Favarite Jobs
E My Job Applications

My Favorite Jobs 1 My Saved Searches

Q My Saved Searches ey Account Information
o & MV Account Information Sign Qut

Sign Out

PeopleSoft External Applicant Process
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On the Account Information screen, several account options can be specified.
Complete this screen as applicable. Fields marked with an asterisk (*) are required and
must be completed.

When finished, click Save.

< Careers My Account Information ]

You can update your name, address, phone number and email here. Changes made to your contact details on this page will be updated on all of the jobs you have

applied to.
==z

Account Settings

User Name n... _

Contact Method | Not Specified v

Change Password
Name
Name Prefix v
*First Name |Morgan
Middle Name
*Last Name |Smith
Name Suffix v
Address
“Country | United States v
*Address 1 | 1140 main st
Address 2

Address 3

iy | W all. *Stata Tennsccas x

PeopleSoft External Applicant Process
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Apply for Job

® Anyone can view the job listing; however, the system will require you to register/log-in
prior to applying for a position.

You must start the application process from the individual job posting screen.

1. Access the Recruiting system using login steps described earlier in this manual.

2. From the Job Search screen, click on the Job Title link for the job you want to apply for.
You can only apply for one job at a time.

3. Read the job description details. At the top right corner of the screen, click Apply for
Job.

Job Description -
Previous Job Experienced Combo Bldg Inspec Next Job
‘ Apply for Job ’
Job ID 996069 Full/Part Time Full-Time
Location City of Knoxville RegularfTemporary Regular
W Remove from Favorite Jobs
fui Email this Job
How To Apply
THE CITY OF KNOXVILLE
B el We TN 7902 (365) 2152106, Ve v apmeime \

If you have not yet finished completing your user profile, you will be
prompted to do so before continuing with the application.

You must complete your profile before you can apply for a job.

PeopleSoft External Applicant Process
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4. Start—Step 1 of 7

The first step contains Prequalification Notices and Agreements. Not all positions will have
the same information on this screen.

a. Read the information on this screen.

b. If you agree to these terms, click the checkbox at the bottom of the screen and then
click Next.

x Exit Apply for Job

Experienced Combo Bldg Inspec

Start Step 1 of 7: Start
In Progress . o . i .
This job application allows you to attach a resume and has a number of sections, ranging from job preferences to work
experience. The step-by-step process will guide you through the application. Please fill in all information carefully and
2 | Prequalify completely before submitting.
Not Started Before you begin the job application process, please read the Terms and Conditions carefully. By selecting the " agree to the
Terms and Conditicns” checkbox you indicate that you have read and understood these Terms and Conditions and
5 | Resume acknowledge your agreement with them. If you do not agree, you will not be able to submit an application and should select
the Exit button.

Not Started
Prequalification Notices
4 Add Attachments Job Title Experienced Combo Bldg Inspec Job ID 996069
Not Started Please answer the questions listed below. Your answers to these questions will determine your eligibility to continue with this
application
5 g;?gf_’!wire Once you submit your answers, you will be immediately notified if you are eligible to continue.
6 | Diversity View Terms and Conditions
Not Started

®I agree to the Terms and Conditions

7 Review and Submit
Not Started

PeopleSoft External Applicant Process
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5. Prequalify — Step 2 of 7 This step may not be
The next step will ask pre-qualifying questions if they relevant for all job

exist for this position. Answers to these questions will openings.

guide the application process. If this position has pre- Skip to step #6 if there are no
screening questions, they will be displayed on the bre-screening questions.
screen.

a). Answer each question as required. Answers to each question will directly affect
your ability to continue with the application.

b). When finished, click Next. You will be prompted if there are any unanswered
questions. Please answer them all before continuing.

Apply for Job < Previous

Experienced Combo Bldg Inspec Example of Pre-
Qualification
1 | Start Step 2 of 7: Prequalify Questions
Complete
To be eligible to submit an application you will need to answer the Tollowing questions
E> Prequalify Prequalify (Required)
In Progress
1. Do you have the ability to become a Municipal Enforcement Officer (unarmed) within the probationary period?
3 | Resume & Yes
Not Started
No

4 | Add Attachments
Not Started 2. Do you have a minimum of five (5) years experience in general building construction with general knowledge of
the mechanical, plumbing and/or electrical trades?

5 | Questionnaire @ Yes
Not Started
No
g | Diversity
Not Started 3. Do you have the International Code Council certification as a Commercial Building Inspector or equivalent?
= Yes
7 | Review and Submit
Not Started No

4. Do you have now, or will you obtain within two years of hire, State of Tennessee Plumbing Inspector
certification?

= Yes

No

5. Are you now, or will you obtain within three years of hire, registration as an Electrical Inspector with the State
of Tennessee?

PeopleSoft External Applicant Process

Page 23



Apply for City of Knoxville Jobs - Applicant User Guide

c. If you are qualified to proceed, you will see the following screen. If you are not
qualified, you will see a message on the screen indicating that you are not eligible
for this job.

d. Click Next.

X Exit Apply for Job < Previous Next > D —

Experienced Combo Bldg Inspec

G Start Step 2 of 7: Prequalify
Complete
] Eligible to apply for:
E> Prequalify Job Title Job ID
In Progress
Experienced Combo Bldg Inspec 996069
3  Resume
In Progress

4 | Add Attachments
Not Started

5 | Questionnaire
Not Started

g | Diversity
Not Started

7 | Review and Submit
Not Started

PeopleSoft External Applicant Process
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6. Resume — Step 3 of 7
If you are able to continue with the application, you can upload a resume next.

a). Click Attach Resume (Ref @). If you already have a resume on file, you will be

asked if you want to use it.
b). Click My Device (Ref ®) to search for resume from your computer.

c). Navigate to the file and click Open button to select.

File Attachment
Step 3 of 7: Resume

Choose From

o

My Device

Resume Attachment (Required)

o You have not provided a resume.
( Attach Resume )

d). When the filename is displayed, click Upload button (Ref ©).
e). When upload is complete, click Done (Ref @).

File Attachment

Choose From

Upload Clear

Smith Resume pdf
23| File Size: 26KB

File Attachment

Choose From

Smith Resume. pdf
File Size: 26KB

Upload Complete

f). The Resume Title field will default to the filename. It is unique and cannot be used

on another posting.

g). If this is the resume you want to use, click Next. If not, click Change Resume

button.

h). When finished with the resume screen, click Next to continue.

Apply for Job £ Previous K Next )E

Experienced Combo Bldg Inspec

Start
Complete

2  Prequalify
Complete

Resume
In Progress

4 | Add Attachments
Not Started

Step 3 of 7: Resume
Resume Attachment (Required)

*Resume Title | Smith_Resume. pdf

Attached File Smith_Resume pdf

Change Resume

mt Process
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Attachments — Step 4 of 7

On this screen, attachments may be added to your application. Attachments may include
veteran discharge papers, driver licenses, transcripts, training records, certificates, and
other documents.

a). Click Add Attachment (Ref ©).
b). Select Attachment Type (Ref ®). Enter an Attachment Title (Ref @).
c). Click Continue (Ref ©).

Cancel Add Attachment
Step 4 of 7: Add Attachments
Attachments *Attachment Type | Proof of Education v 3
“fou have not added any attachments. *Attachment Title | Smith Education Records

o Add Attachment

d). Click My Device (Ref @) to search for the document from your computer.
e). Navigate to the file and click Open button to select.
f). When the filename is displayed, click Upload button (Ref ©).

File Attachment File Attachment x
Choose From Choose From
My Device 757
Smith EDUCATION RECORDS pdf
File Size: 26KB

g). When upload is complete, click

Done Cancel Add Attachment 1@J
h). The Attachment Title field will “Atinchment Type | ProoTorBdweaion __~

default to the filename. lItis *Attachment Title | Smith Education Records

unique and cannot be used on Attached File Smith EDUCATION_RECORDS pdf

another pOSting_ Use Different Attachment
i). If this is the T ™

desired, click

Done. If not, Apply for Job < =
click Use Experienced Combo Bldg Inspes
Different 1] s Step 4 of 7: Add Attachments

Attachment
Attachment S enments

2 requalify +
C lets
button . e Attached File Attachment Title Attachment Type
J) W hen f| n |Shed 3 rég;‘;";: Smith_EDUCATION_RECORDS pdf Smith Education Records Proof of Education N

with the T — T T —

attachment screen,
click Next to continue.
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7. Questionnaire — Step 5 of 7

This section will appear for all job types. This section may contain Training and
Experience questions or it may give additional information about tests that are required for
this job. Examples in this manual are for example purposes only. Answer each question
as appropriate for your situation. Please fully read the question and supply the additional
information if requested. Keep in mind that these questions may vary according to job

type.

x [Exit Apply for Job < Previous K Next ))EI

Experienced Combo Bldg Inspec

q | Start Step 5 of 7: Questionnaire
Complete

Questionnaire (Required)

2  Prequalify 1. Any veteran must file a copy of his DD-214 discharge papers or his certificate of satisfactory service. Any
Complete veteran claiming disability preference shall file with the Board a letter from the Veteran's Administration
showing him to be classified as a disabled veteran. If a disabled veteran is unable to apply for a civil service
classification himself due to his disability, his/her spouse may, if he/she so desires, claim veteran's preference
by filing with the Board a letter from the Veteran's Administration of the United States establishing the disability
Complete of hisfher spouse. Any widow/widower desiring to claim preference shall file with the Board a letter from the
Veteran's Administration of the United States of the Department of Defense establishing that hisfher spouse
died in the line of duty. Each individual claiming veteran's preference shall have one opportunity to apply these
points as specified in Section 1205.1.Are you a spouse or widower of a disabled veteran who is desiring to

3 Resume

4 Add Attachments

Complete claim veteran's preference?
® Yes
Questionnaire
In Progress No
6 | Diversity 2. Please check your applicant status:NOTE: If you are a CURRENT City of Knoxville Employee you MUST log-in
Not Started and apply using your City 1D from a City Networked PC or you will NOT receive promotional preference.

# Mot a City Employee
7 | Review and Submit
Not Started Current City Employse

Former City Employee

3. Are you at least 18 years old?
7 Yes

No

4, Are you a veteran of the U.S. Armed Forces? Note: Any veteran must attach a copy of his DD-214 discharge
papers or his certificate of satisfactory service.

When finished with this screen, click Next button.

PeopleSoft External Applicant Process
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8. Diversity— Step 6 of 7

The next screen asks for information on your gender and ethnic group. This information is
optional.

a). Select your gender. Diversity

Qur organization is subject to certain governmental record

b) To add an ethnic group, click the Add Ethnic riggtlshla_ws and reg{ﬁla_tig;ls. In order to comply with these |
. and their race or ethnicity.

Group button . Select an ethnic group from the

. . The information cbtained will be kept confidential and may

I|St and CI|Ck Done. executive orders, and regulations. When reported, data wi|
c). To add a second ethnic group, click the + icon Gender

and repeat step b. What is your gender?
d). When finished with this screen, click Next button. :“l‘a'e

© Male

Ethnic ldentification

What is your ethnicity?

You have not added any ethnic groups.

Add Ethnic Group

* Exit Apply for Job < Previous ' Next > =

Experienced Combo Bldg Inspec

g Start Step 6 of 7: Diversity

Complete X X X . .
‘You are invited to provide the information requested regarding diversity

2 E;ﬁ;;ﬂfy Diversity
Our organization is subject to certain governmental recordkeeping and reporting requirements for the administration of civil
rights laws and regulations. In order to comply with these laws, applicants are invited to voluntarily self- identify their gender
3 Resume and their race or ethnicity.
Complete
The information obtained will be kept confidential and may only be used in accordance with the provisions of applicable laws
Add Attach executive orders, and regulations. When reported, data will be aggregated and will not identify any specific individual.
4 ttachments
Complete Gender

a . . What is your gender?
5 uestionnaire

Complete = Female
Male

Diversity . .

In Progress Ethnic Identification

What is your ethnicity?
7 | Review and Submit
Not Started +

White >

To delete this ethnic group,
click this icon and then click

Delete.

PeopleSoft External Applicant Process
Page 28




Apply for City of Knoxville Jobs - Applicant User Guide

9. Review/Submit— Step 7 of 7

a. Review each section on this screen. To make changes to an item, click the Edit
icon to review the information and make changes.

b. When finished, you are ready to submit your application. To submit the application,
click Submit button (located at top right and bottom right of screen.)

* Exit

Experienced Combo Bldg Inspec

1 Start
Complete

2  Prequalify
Complete

3 Resume
Complete

4  Add Attachments
Complete

5 Questionnaire
Complete

6 | Diversity
Complete

Review and Submit
In Progress

Apply for Job

Review your application and make any changes before submitting.

Step 7 of 7: Review and Submit

« My Contact Information

Email Address 1
Phone Contact Method Not Specified
Medify
» Prequalify

» Resume Attachment
» Attachments

» Diversity

£ Previous l( Submit H

You cannot make any
changes to an
application once you
have submitted it to

the City.

PeopleSoft External Applicant Process
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10. You will see a message indicating that you have successfully submitted your job
application.

Application Confirmation

You have successfully submitted your job application

Jobs Applied For

Job Title Experienced Combo Bldg Inspec Posting Date 03/28/2018
Job ID 996069 Application Date 04/03/2018
Location City of Knoxville

# Careers

[& View Submitted Application

If you have job applications in process, the status for this job will change to “Submitted”.
Applications in progress can be viewed on the My Job Applications page.

< Review/Submit Careers

>
n

Search Jobs
Search by job title, location, or keyword

Welcome Mary Sign Out

View All Jobs >

My Job Netifications >

-
b
( E My Job Applications 2 D

My Favorite Jobs

1>
1My Saved Searches

>

My Job Applications

My Job Applications
Job Title

Job ID  Location Status

Date Created Date Submitted Withdraw Application
Experienced Combo Bldg Inspec 996069 City of Knoxville Submitted  04/03/2018 3:21PM 04/03/2018 3:21PM Withdraw >

My Resumes
Attached File

Job ID Resume Title Date Created
Smith_Resume. pdf 996069 Smith_Resume pdf 04/03/2018 11:12AM
My Cover Letters and Attachments
+
Attached File Job ID Attachment Title Attachment Type Date Uploaded
Smith_EDUCATION_RECORDS . pdf 995069 Smith Education Records Proof of Education 04/03/2018 11:20AM

PeopleSoft External Applicant Process
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11. You have now completed the application process, if you entered an email address
associated with your account, you should receive an email informing you that your
application has been received. Please make sure to check your junk/spam account as
your email may have routed it there. Please continue to log in and check your profile
for any notifications.

Your online application has been submitted ¥ ox

H civilservice@cityofknoxville.org (civilservice@cityofknoxville.org) Add to contacts
To com ¥

PeopleSoft External Applicant Process
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My Job Applications
Click My Job Applications link to access the applications page.

< Careers My Job Applications A =
My Job Applications o
Job Title JobID  Location Status Date Created Date Submitted Withdraw Application
Experienced Combo Bldg Inspec 995069  City of Knoxville  Submitted  04/03/2018 3:21PM 04/03/2018 3:21PM Withdraw >
My Resumes 9
Attached File Job ID Resume Title Date Created
Smith_Resume.pdf 995069 Smith_Resume pdf 04/03/2018 11:12AM
My Cover Letters and Attachments
+
Attached File Job ID Attachment Title Attachment Type Date Uploaded
Smith_ EDUCATION_RECORDS. pdt 996069 Smith Education Records Proof of Education 04/03/2018 11:20AM

Applications in Progress (@)
This section shows the job postings that you have applied for.

The Status column will show the status of your application. To withdraw your application
before submitting it, click the Withdraw button at the end of the row. Applications that are
in process are unable to be withdrawn. If your application is in process, you will see a
message should you try to withdraw it.

Resumes (8)

This view-only section shows the resumes that you have on file that have been used in the
submittal of a job application. Click on the applicable document link to open the document.
The resume document will open in a separate window. Close that window when finished.
You can only upload a resume when applying for a specific job posting.

PeopleSoft External Applicant Process
Page 32




Apply for City of Knoxville Jobs - Applicant User Guide

Cover Letters and Attachments (©)

This section shows documents that have been uploaded to your profile. You can upload
cover letters and attachments. Attachments may include college transcripts, diplomas,

references, etc.

To Add Document:
1. Click + icon.

2. The next two fields are
required. In the first field,
select the attachment type
from the list. You cannot
add another identical
attachment type. Only one
document per attachment type
is permitted.

3. In the next field, enter an
Attachment Title.

Click Continue.

© © N o 0 &

on another posting.

Mf Cover Letters and Attachments

Attached File Job ID Attachment Title
Smith_EDUCATION_RECORDS. pdi 995069 Smith Education Records
Cancel Add Attachment (Continue)

*Attachment Type

*Attachment Title | Test Doc

Professional References v

Navigate to the file and click Open button to select.
When the filename is displayed, click Upload button.
When upload is complete, click Done.

Click My Device to search for the document from your computer.

The Attachment Title field will default to the filename. It is unique and cannot be used

10. Click Save. The list of attachments will be updated to include this document.

esumes

Attached File Job T

Smith_Resume.pdf 996069

My Cover Letters and Attachments

+
Attached File Job ID

Smith_EDUCATION_RECORDS pdt 996069

Resume Title Date Created

Smith_Resume. pdf 04/03/2018 11:12AM

Attachment Title Attachment Type

Smith Education Records Proof of Education

Date Uploaded

04/03/2018 11:20AM

GES_A\_T-\CHI.WEI\Tpcf All

Test Doc

Professional References

04/03/2018 3 32PM) >

@® To delete this attachment, click the >> icon at the end of the row. Click Delete button.
Click OK on confirmation message.

PeopleSoft External Applicant Process
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FAQ - How do | know which resume | used with my application?

On the Careers Home page, locate the My Job Applications link and click on it. This
screen will indicate the number of applications either submitted or in-process associated

with your profile.

1. Click on the >> button for the job title link that want to know about.

My Job Applications

Job Title Job ID  Location Status Date Created Date Submitted Withdraw Application
Experienced Combo Bldg Inspec 996069 City of Knoxville  Submitted  04/03/2018 3:21PM 04/03/2018 3:21PM Withdraw @
My Resumes

Attached File Job ID Resume Title Date Created

My Job Applications

2. Your application information will be displayed on the screen. Click on Resume
Attachment to expand the section.

3. The resume that was used will be displayed. To view the file, click on the file link.

Experienced Combo Bldg Inspec

-

« My Contact Information

Email

Phone

» Jobs Applied For

» Prequalify

GResume Attach ment_)

» Attachments
» Personal Information

» Diversity

Address

Contact Method Not Specified

Resume Title Smith_Resume pdf

C!\ttached File Sf‘“'th_Resu“‘e.odD

You cannot change or delete a resume once it
has been submitted.

4. The file will open in a separate browser window for viewing.

PeopleSoft External Applicant Process
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