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Creating a Profile

1 Access Taleo URL Open an Internet Explorer browser window and type the following URL into
from Internet Explorer | the address bar:

http://taleo.cityofchicago.org/

Click on Go or hit the “Enter” key on your keyboard.

Note: This URL does NOT have “www” in it.

2 Select Career Section.

Periarmance

Ta]eo 'X' Yersion 7.5

Taleo Enterprise Edition

Select a language

3 C||Ck Slgn In. Welcome. You are not signed ir

~ Job Search | My Jobpage

Basic Search
Basic Job Search - Save this Search | Hide Search Criteria
Specify your job search criteria below, then click "Search for Johs"

Job Mumber Search Tips

You can search jobs by selecting
relevart criteria in the drop-down
MEenus. You can also use a job number

or & keyword
Job Field

Saving searches
Job Field *You can save the current search for
‘ Al v| reuse by clicking "Save this Search” &t
the top of the page. Your searches wil
be sgved inthe "Wy Saved Searches”
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4 Enter User Name and | If you are a returning user, enter your User Name and Password that you
Password and Click previously created. Then click Login. This will log you in to your account.
Login if you are a Skip to Step 8.

returning user.

Login

To access your account, please identify yourself by providing the information requested in the fields below, then click "Login®. If you are not registered yet, click
"Mew uger” and follow the instructions to create an account

Mandaton fields are marked with an astarisk

#Uger Name
*Password

Forgot your user name?
Forgat your passward?

Note: User Names and Passwords are case sensitive

If you are a new usetr, ;
5 click New User. [Lngln H\ Mew User P

6 The New User New User Registration
Reglstratlon window Please take a few moments to register. You will need this information to access your account in the future.
W||| Open_ Mandatory fields are marked with an asterisk
+User Name
Enter a user name and |J0hAppIicant@emaiI.com
a password and click B
Register.

#Re-enter Password

®| cancel |
N

7 Create a security Security Question I
questlon, entel’ the You must type a security question and provide its answer. This information will help us identify you if you forget your password and need to change il
answer and click OK t0 | aquestion
Cont|nue Ifavume color
Answer
Ihlue\

oK
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8 Click on My Jobpage Click on My Jobpage.

Basic Search | Adwanced Search | Jobs Matching My Profile  All Johs
Basic Job Search
Specify your job search criteria below, then click "Search for Jobs"

Job Murnber

Save this Search | Hide Search Criteria

Search Tips

Job Field

Job Field
All

Add Job Field

Lacation

Location
All

Add Location

o can search jobs by selecting
relewant criteris in the drop-doven
menus. You can also use & job number
oF & keyweord.

Saving searches
‘You can save the current search for
v reuse by clicking "Save this Search” at
the top of the page. Your searches wil
be saved inthe "My Saved Searches"
section, under the "My Jobpage" tab.

Advanced job search

To perform a job sesrch using
advanced search crteria, click the
"Advanced Search” tab and select the
relevant criteria.

profile screen.

My Submissions | MyJob Cart | My Saved Searches |

My Submissi 4 job submissi found)

Submissions per page:
a w

Draft Submissions

&1 CAPTAIN-EMT -~ — Ful-time
City of Chicago
Job Paosting: 09/11/2007- Job Mumber: 109091
Job Status: Active (Accepting Job Submissions)
Finish Draft Submission | Withdraw

“1 Foster Grandparent™ —Full-time
City of Chicago-West, City of Chicago-Central
Job Posting: 09/03/2007- Job Number. 1234567
Job Status: Active (Accepting Job Submissions)
Finish Draft Submission | Withdraw

Completed Submissions

|- ACCOUNTING TECHNICIAN I~ — FulHime
City of Chicago

9 Click on Access my Click on Access my profile toward the bottom right hand corner of the

This page displays all relevant details related to your draft and completed submissions

Candidate Profile

Take a few minutes to create or modify
aur employment prafils and ta specify
your preferred wiorking criteria for
future openings matching your
itErests

Access my profile

Jobs Matching My Profile

Take a look at jobs currently available
“wiithin our organization that matoh your
professional skils and interests

“iew jobs matching my profile

Icon legend
ore infarmation
§  Urgert nesd job
| Dratt submizsion

Completed submission
|
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Click on Job

Click on the Job Information link in the General Profile Section.

10 .
Information
Job Job Perzonal Ecluca;ion Cowver Letter W'EET;W g
Information Characteristics Information Cerliafli-lcmion and Resume Dizalosure Hmmary
Select a Category and
11 :
Function , _ ,
Select a Job Category and related Function, then click Add to List.
Continue this process until all job categories that you are interested in are
Click Add to List added to the list.
12
T |
. ~_
13 Repeat Steps 10 and Job Information
11 as many times as
necessal’)/- Please selzct the job fields, locations and departments in which you would like to work. Picking specific job categories, city locations, and depatments will
identify jobs that match your qualifications. While you may leave your selections broadly defined by only making limited selections, including mare criteria
will allow us to notify you of jobs which most likely meet your specifications.  To select your chaice, pick it from the list and then click "Add to List."
14 Click _Save and Job Categories and Functions
Continue ey
Select ane. v
Function
Select one... ¥
@ Reset
Select the Job Categories and Functions in which you would like to work.
Picking specific job categories will identify jobs that match your
qualifications. While you may leave your selections broadly defined by
only making limited selections, including more criteria will allow us to notify
you of jobs which most likely meet your specifications.
15 Select a Location and Select a Location and Area, then click Add to List. Continue this
Area process until all locations that you are interested in are added to the list.
Job Information
Click Add to List
16 Please select the job fields, locations and departments in which you would like to work. Picking specific job categaories, city locations, and departrents will
identify jobs that match your qualifications. While you may leave your selections broadly defined by only making limited selectisrsTTRcluding more criteria
will alloww us to notify you of jobs which most likely meet your specifications.  To select your choice, pick it from the list and then cllck "Add to List." >
Location
17 Repeat Stepfs, 14 and oy
15 as many times as (Selectore... ¥
necessary Select one... v
@ Reset
Click Save and . . , . .
18 Select the Locations and Areas in which you would like to work. Picking

Continue

specific locations/areas will identify jobs that match your qualifications.
While you may leave your selections broadly defined by only making
limited selections, including more criteria will allow us to notify you of jobs
which most likely meet your specifications.

Click Save and Continue.

City of Chicago
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Select a Department

Select a Department, and then click Add to List. Continue this process

19 . . : . .
until all locations that you are interested in are added to the list.
T~
:
20 C“Ck Add tO L|St Job Information
Please select the job fields, locations and departments in which you would like to work. Picking specific job categories, city locations, and departments will
identify jobs that match your qualifications. While you may leave your selections broadly defined by only making limited selections, including rmare criteria
2 1 Repeat Steps 18 and will allow us to notify you of jobs which most likely meet your specifications.  To select your choice, pick it from the list and then click "Add to List."
19 as many times as Depariment
necessary Select one. B
@ Reset
22 ggcnlf[iiﬁ\ée and Select the Departments in which you would like to work. Picking specific
departments will identify jobs that match your qualifications. While you
may leave your selections broadly defined by only making limited
selections, including more criteria will allow us to notify you of jobs which
most likely meet your specifications.
Click Save and Continue.
23 If you do not have an Resume Upload

electronic resume to
upload, select | do not
want to upload a
resume.

If you do have an
electronic copy of your
resume and want the
information populated,
select | want to
upload aresume.

Click Browse to select
the document you wish
to upload.

Click Save and
Continue.

Resume Upload

You can submit personal and professional information %y uploading a resume. The system
will automatically extract the relevant information included in the resume and fill out part of
the online submission. You can review the extracted information and make the appropriate
changes in the next steps.

If you do not upload a resume, you will need to fill out the online application manually.

& | do not want to upload a resume.

" | want to upload a resume.

Select the resume file to upload

The attachment will be scanned to ensure it does not contain any viruses.

MNote: Once the process is completed, please verify the fields containing values
automatically extracted from the resume. You may have to manually carrect or fill out some
ofthem.

City of Chicago
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24 | Select Job
Characteristics

25 Select a Source Type
and Related Event

26 Click Job Posting
Notification

27 Click Save and

Continue.

To select multiple
values in the Job
Characteristics section,
hold the CTRL key and
right click with the
mouse.

Select the Job Characteristics that best match your interests and
qualifications.

Job Characteristics include:
Job Level
Education Level
Job Type

Schedule

Shift

Type of Employee
Advance Notice
Date of Availability

Select a Source Type and Related Event to indicate how you found out
about the job opening.

nicholas applicant. you are signed in. My Acc

Job Characteristics Bhuttiple selections

Emad Heaneations

[emyar g5 (Room 100, Coy Hal

Job Posting Nodfication

Click the Job Posting Notification checkbox to receive an email notification
whenever a new position matching this profile is posted.

Click Save and Continue.

City of Chicago
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28 Enter Per_sonal
Information.

29 Cl|ck_Save and
Continue.

If you are a current
city employee and
want to exercise
your contractual
rights to bid, you
must check the box
on the CAREERS
application titled
“Currently
employed by the
City of Chicago”,
correctly enter your
employee ID
number, and select
the appropriate
Bargaining Unit.
Your employee ID
number can be
found on the left
hand corner of the
pay check stub.
Failure to do so will
resultin a
REJECTED bid
application.

Click either Remove
or Add Work
Experience to add
another work
experience entry.
These links are
located at the end of
the work experience
block on the Personal
Information page.

Enter all relevant Personal Information in the fields.

Personal Information includes:
e Contact Information
e *Required Fields
o First Name*
o0 Last Name*
0 Street Address (Line 1)*
o Place of Residence*

=  Country
= State/Province
= Region

0 Zip/Postal Code*
o Phone Number*
o Bargaining Unit*
Driver’s License Information
Language Skills
Current City of Chicago Work Experience
Previous Employment with the City of Chicago

Current City of Chicago Work Experience

(] Currently emplayed by the City of Chicaga

Employee Number

Your City of Chicago employee numéber ig located on your paystub

#Bargaining Unit
Mot Specified hd

Failure to correctly enter your Employee ID will result in a rejected application. Your Employee ID can be found on

the upper left hand corner of your pay check stub.

e Work Experience
o Current or Most Recent Employer
o Employer Address
0 Supervisor Information
o Job Characteristics

Remove Work Experience

Add Work Experience

General Profile

Personal Information

Personal Information

Please enter all relevant personal infarmation in the fields below.

Save and Caontinue

Ruiding work experience entui
To crests oNE WOTREXPEREnGe, click
"4cd Work Experience”. & new section
including blank fields appears. Enter
any relevart information

Removing work experience
entries
Toremove 5 work &

erience feom the

Click Save and Continue.

City of Chicago
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Click Add
32 Certification

Certification Information includes:
e Certification

Number/ID

Issue Date

Expiration Date

Issuing Organization

33 Cllck_Save and
Continue

SaemOrat | O

30 | Enter Education and Enter all relevant Education and Certification information in the fields.
Certification
Information Education Information includes:
e Institution
. . e Program
31 Click Add Education e Education Level
e Start Date
e Graduation Date

Click Add Education to include additional institutions and programs.

Location (Country/State/Province/Region)

Click Add Certification to include additional institutions and programs.

Click Save and Continue

City of Chicago Page 11 of 43
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34

Enter Cover Letter
and Resume
Information

35

Click Save and
Continue

Enter Cover Letter and Resume information. This information will be used
when applying for jobs in the system.

General Profile 5 PrintiEmail

Jobs Jobs Personal Bdueation S cover Latter

d
Information  Charscteristios  Information . S0 L and Resume ool

ave antl Contnue ’

Cover Letter and Resume What iS™plain text”?

Plain text has no formatting at 3l (bold,
italic, table, elc.). Itis software
independent and can be imported,
read, and exported by virtually every
sattware application

Summary

Cover Letter

Type or paste a cover letter you want to submit along with the candidate record in the text field below. If you paste the Copy-paste a cover letter
text, please note that the original formatting will be modified. Plain text has no style elements, such as bullets, tables, To copy and paste a cover letter,

bolded characters, etc. Make sure the text is properly formatted Openths cower letter fils and highlcit

thie text to copy. Hold dowen Gl + C
Plain Text Cover Letter simuttaneously. The text is now copied
Place the cursor in the plain text cover
Ietter field and hold dovwn Ctrl + %
simuttanenusly. The text is now
pasted
Cover letter maximum length
The maximum length alloved in the
cover letter texd field is 4000
characters

What is "plain text"?
Flain tet has no formatting st ) (holt,
italic, table, etc ). ttis softwars
independent and can be imported,
read, and exported by virtually every
Resume software application

Copy-paste a resume
fou can provide a plain text version of your resume in the text field below. Type your resume directly in the text area or To copy and paste & resume
paste a copy from an original file. If you paste the resume, please note that the ariginal farmatting will be modified. Plain Open the original resume file and

text has no style elements, such as bullets, tables, bolded characters, etc. Make sure the text is properly formatted highlight the texd to copy. Hold down
Cirl + C simutanecusly . The test is now
Plain Text Resurme copied. Place the cursor in the plain

text resume field and hold down Ctrl +
¥ simultaneausly. The text is now
pasted

Resume maximum length

The meximum length alloveed in the
resume text field is 64000 characters.

Save as Draft Save and Continue

Click Save and Continue.

City of Chicago
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36

Click Browse to select
a file for attachment.

Click Attach.

Select relevant files to
be considered in
conjunction with your
profile information by
placing a checkmark in
the applicable boxes.

Click Save and
Continue.

Attachments are limited
to 500 kilobytes. If you
are unsure of your file
size, you may try
uploading but may not
be able to complete the
task if the file is too
large.

Attachments Tips
“ou cannct attach a file that exceeds

the allocated limit of 100 kilobytes:
“ou can attach & maximum of 5 files,
one at & time.

The search tool that recruiters use to
zearch for candidates will not be able
to analyze the cortert of some
attached files, mostly image files and
compressed files ( zip).

You can attach files to the candidate record such as a cover letter, formatted resume, references, transcripts, or
certifications

Select the file to attach

‘ Browse

Comments about the file

[
) McAfee

SECURITY

Attaching files
To attach a file, click "Browse" and
zelect the file you want to attach
Then, click "Attach”.

The attachment will be scanned to ensure it does not contain any viruses

Once the document is attached, you have the ability to designate which
attachments are relevant to that particular job application.

This section displays basic information regarding the files attached to the candidate record. The "Relevant
Filea” mn allows you to select the files relevant to this job submission.

Relevant Files File Name Date Comments
outstanding support processes Aug28 08.xls QUUB_AUQ_QB
Heidi Crall Blanchard Resume.doc 2008.Aug.26

Click the Attach button to attach the file to you application. Click Save and
Continue.

37

Review Summary
Information

Review all information that you've included to this point. After reviewing to
your satisfaction click Submit.

38

Click Submit

General Profile Step B out of 6 Print/Email

This summary displays the information included in the job submission form. Te modify some specific information, click "Edit"
next to the relevant section.

Job Job
Informiation Characteristics.

Personal

Education
" a
Information

Cover Letter

and Resume | SUTmaTY

n
Cenification

Summary

39

After submitting profile
information, the Thank
You page appears.

[0 soaren Ty soue2c- 1

Thank You

You have completed the City of Chicago's job application process.
You have successfully submitted your general candidate profile. You can review and update the information you provided each time you log in.

We invite you to further explore the job openings available in our Career section

View All Jobs | View Jobs Matching My Profile

City of Chicago
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40

There are three
navigation options from
the Thank You page.

Click View All Jobs to
see all positions posted
on the City’'s career
section.

Click View Jobs
Matching My Profile
to see jobs that match
the job characteristics
identified in your
Profile.

[0 soaren Ty soneoc 1

Thank You

You have completed the City of Chicago's job application process.

You have successfully submitted your general candidate profile. You can review and update the information you provided each time you log in.

We invite yi

xplore the job openings available in our Career section

View All Jobs | View Jobs Matching My Profile

41

Another navigation
option is Clicking Job
Search from the
Summary page to
open the current list of
open positions.

nicholas applicant, you are signed in.

My Account Options

42

Clicking My Jobpage
from the Summary
page gives you access
to the My
Submissions, My Job
Cart, and the My
Saved Searches tabs.

My Account Options

Completed

City of Chicago
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Applying for a Job

1 Access Taleo URL Open an Internet Explorer browser window and type the following URL into
from Internet Explorer. | the address bar:

http://taleo.cityofchicago.org

Click on Go or hit the “Enter” key on your keyboard.

Note: This URL does NOT have “www” in it.

2 Click on Career At the Taleo menu page, click on Career Section.
Section.

Ta]eo ‘X ¥ersion 7.5

Talmnt Drives Performance

Taleo Enterprise Edtion

Select a language

City of Chicago Page 15 of 43 Last Updated 3/12/2010
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3 Click Sign In On the Job Search page click Sign In.

Welcome. You are not signed in.

art  Sign In ]

+Job Search | My Jobpage

Basic Search | Advanced Search | Johs Matching My Profile | All Jobs
Basic Jobh Search Save this Search | Hide Search Criteria
Specify your job search criteria below, then click "Search for Johs"

Job Mumber Search Tips

You can search jobs by selecting
relevart criteria in the drop-down
menus. You can also use a job number
or a keyword,

Job Field .
Saving searches
Job Field “fou can save the current search for
Al w reuse by clicking "Save this Search” &t

the top of the page. Your searches wil
be sgved inthe "Wy Saved Searches”

4 Enter User Name and | If you are a returning user, enter your User Name and Password that you
Password and Click previously created. Then click Login. This will log you in to your account.
Login if you are a Skip to Step 8.

returning user.

Login

To access your account, please identify yourself by providing the information requested in the fields below, then click "Login®. If you are not registered yet, click
"Mew uger” and follow the instructions to create an account

Mandaton fields are marked with an astarisk

#Uger Name
*Password

Forgot your user name?
Forgat your passward?

Note: User Names and Passwords are case sensitive

5 If you are a new usetr,

click New User. [ Lagin H\ Mew User P

6 The _NeW _User _ New User Registration
Reg|5trat|0n window Please take a few moments to register. You will need this information to access your account in the future.
will open. Mandatory fields are marked with an asterisk
#User Name
Enter a user name and IJohAppIica|1t@emaiI.com
a password and click Password
Register. sssssnnee

+Re-enter Password

Register | cancel |
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7 Create a security Security Question I

questlon, enter the You must type a security question and provide its answer. This information will help us identify you if you forget your password and need to change i

answer and click OK to Quesiion
Contlnue Ifavonte color

Answer

bd
oK

8 Click the Job Search Click on the Job Search tab.
tab.

Zaon seaue Tyny vovp - |
H Advanced Search | Jobs Matching My Prafile | All Jobs
Basic Job Search Save this Search | Hide Search Criteria

Specify your job search criteria below, then click "Search far Jobs"

Job Mumber Search Tips
| You can search jobs by selecting

relevart criteria in the drop-down
menus. You can also use a job number
of & keywwar

Job Field .
Saving searches
Job Field “You can save the current search for
Al v reuse by clicking "Save this Search' ot
the top of the page. Your searches will
be saved in the "My Saved Searches"
Add Job Field section, under the "My Jobpage" tab
Advanced job search
T perform a job search using
Location acvanced search oriteria, click the
"&dvanced Search” tab and select the
Location relevart criteria
All ~
Add Location
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9 Scroll down and Scroll down the page and browse through the list of jobs that are posted.
browse through the list
of jobs and click Apply | Click Apply on the job for which you wish to apply.
on the job for which
you wish to apply Search Results (109 jobs found)
Results per page
= w
Sart by
Posting Date (Descending Order) »
CAPTAIN-EMT | ™ |Ful-time
City of Chicago
Job Paosting: 09/11/2007 |Job Murmber109091
ddto My Job Cart
CAPTAIN-EMT | ~ |Full-time
City of Chicago
Job Posting: 09/11/2007 |Job Number312226
Apply | Add to by Job Cart
BATTALION CHIEF |  |Fulltime
City of Chicago-North
Job Posting: 09/11/2007 |Job Mumber! 16858
Apply | Add to hy Job Cart
First Deputy Commissioner | ~ |Fulltime
City of Chicago-Central, City of Chicago-Central
Job Posting: 09/11/2007 |Job Number3312345678
Apply | Add to by Job Cart
10 Review the Privacy Review the Privacy Agreement and click the | Accept radio button and
Agreement and click then click Continue.
the radio button for | Privacy Agresment
Accept. If you decline
the Pr|Vacy Ag reement1 Yuu_l_wunl complete the !n_me_a Iic_anﬁon ;:Dmll 'our application, and reach the THANK YOU FOR YOUR SUBMISSION & to be considered for a
- osition. will not .
you will return to the ’
job list page. _
Click Continue
11
Continue | Cancel

City of Chicago
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12 Decide whether or not Click the radio button for | want to upload a resume if you have an
to upload an electronic | electronic copy of your resume.
copy of your resume.

Click the radio button for | do not want to upload a resume if you do not
13 To find your resume, have an electronic copy of your resume.
click Browse

Resume Upload

Click Save and Note: You are on page 1 of 11. You must reach the summary page and press the SUBMIT button to complete your application. Only completed
Continue applicatipns are considerad.

14

Resume Upload

You can submit personal and professional information by uploading a resume. The system will automatically extract the relevant information included in the
resume and fill out part of the online submission. You can review the extracted information and make the appropriate changes in the next steps.

ot upload a /e ou will need to fill out the online application manually.

& | do not want to upload a resume
| want to upload a resume.

Select the resume file to upload

The attachment will be scanned ta ansure it dogs not contain anyviruses.
Note: Once the process is completed, please verify the fields containing values automatically extracted from the resume. You may have to manually correct or fill out
some of them

Click the Browse button to find the name of your resume.

Once you have selected the document to parse, click Save and Continue.
Your resume will be parsed into the system.

Note: You should verify the information that is extracted to ensure that it is
complete and accurate. You will have the option to verify all of the
information that is uploaded as you complete your application.

City of Chicago Page 19 of 43 Last Updated 3/12/2010
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15 Type your Resume
and Cover Letter into
the space provided

Select Please
16 :
replace.... if your cover
letter or resume were
modified

17 Cllck_Save and
Continue

If you do not upload a resume, then type or paste your Resume and Cover
Letter into the space provided.

If you entered a Resume and Cover Letter when you created your job
profile, verify that the information carried over correctly.

Select Please replace the information included in my general profile
with the information specific to this job submission if a cover letter
and/or resume were entered/modified in the above text boxes and you wish
to overwrite your profile resume and cover letter. If you leave the box
unchecked, the resume and cover letter created will be job specific.

Applying lor: ! ! ! Step 2 out of 11 PrbErmad

[ Save 3z oan_| cus Savsana Goninue

Resume Wt b “piai a7

Note: You are on page 2 of 11. You must reach the summary page and press the SUBMIT button to complete your application. Only completed
applications are considered.
Copy-paste s resume

origrial e, ¥ you
haracters, ete. Make

n the bext anea or paste a cop
8, such a3 bullets, tables

o the led Seld below. Type your resume due

on ol your resw
af atting will b moddied. Plam lexd has no

i the enging

- |

Bewumn masimu ingth

wdsrrmation

=l

Cover Letter

cver bettnr you weant 10 submit along wath the candidate rmcornd in the fext fiskd beiow. B you paste the bed, piease note that the crginal kematting
d Plan text has no style elements. such as bullats. 1ables, bolded charctors. efc. Make sur the test is propedy fomatind

=

Resume Conten

Salact tha chackbox balsNg repiaca tha gansenl minmeaten included = your candidsts profia with tha indsrmation spacfis 10 the job Submisgion

Save and Gonlinue

Taleo X

Click Save and Continue to move to the next page of the application.

City of Chicago
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18 Verify Source
Type and
Related
information

Verify Source Type and Related information carried over if you previously created a
profile. If this is your first application, complete Source Type.

Your Background

Note: You are on page 3 of 11. You must reach the summary page and press the SUBMIT button to plete your applicati Only pleted
applications are considered.

How did you learn about job opportunities with the City of Chicago?

*Source Type

|city of Chicago Website =l
*City of Chicago Website
U

City of Chicago
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Verify Background
19 . ;
Information carried
over from you job
profile

20 | Verify Contact
Information.
Required fields are
marked with an
asterisk.

Verify that the information from your job profile carried over to the Your
Background page. Background Information includes:

Contact Information

e First Name*

e Last Name*

e Street Address (Line 1)*

e Place of Residence*
o Country
o State/Province
0 Region (City)

Zip/Postal Code*

Phone Number*

Email Address (desired)

Preferred Contact Method

*Required Fields

Your Background

applications are considered.

How did you learn about job opportunities with the City of Chicago?

*Source Type

Note: You are on page 3 of 11. You must reach the summary page and press the SUBMIT button to plete your applicati Only

[Career Center

* Career Center

[City of Chicago (Room 100, City Hall)

Please complete the following fields.

*First Name wLast Mame

[Nicholas [Applicant

#Street Address (Line 1)
[123 M. Hollywood Bivd.

Street Address (Line 2)

r#Place of Residence

Country

United States =l
State/Province

llinois =
Region

Chicago |

Current Address

#Zip/Postal Code
60602

Where can we contact you?

*Phone Number
312-555-1212

City of Chicago
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Verify Driver’s
21 . .
License Information

Verify Driver’'s License Information.

Driver's License Information

Do you possess a valid US driver's license? Driver's License State of lssue
[ves | IL |
Driver's License Endorsements

Not Specified -

T Double/Triple Trailers
M Tank Vehicles

H Hazardous Material Vehicles

X Combination Hazardous Material/ Tank Vehicles

P Passenger Carrying Vehicles

C Charter Bus hd|

Driver's License Type

ICIaSSA 'l

Driver’s License Information

e Do you possess a valid US driver’s license?
e Driver's License State of Issue

e Endorsements

e Driver’s license type

29 Verify Language Skills

Verify Language Skills.

Language Skills

Please select all languages which you can read, write and speak

Mot Specified ¥
Afrikans

Arabic
Cantonese
Chinese

Danish

English d|

City of Chicago
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Verify Previous City of | Verify Previous City of Chicago Work Experience.
23 :

Chicago Work
Experience.

Current City of Chicago Work Experience

If you are a current [ Currently employed by the City of Chicago

City of Chicago Employee Number
employee, check the |
box and enter your : _ ) . .

¥our City of Chicago employee number is located on your paystub.
Employee Number,

which can be found on +Bargaining Unit
your paystub. [ Not a Bargaining Unit Member |

Previous Employment with the City of Chicago
If you are a current

City emp|0yee and Have you previously been employed by
. the City of Chicago?
want to exercise

your contractual [Not Specifica g
rights to BID, you If you have previously been employed by the
must check the box City of Chicago, please provide the following

on the CAREERS Start/End Dates, Job Title/Duties

application titled

i alrea:dy employed If vou have previously been employed
by this company” by the City of Chicago, indicate the
and CORRECTLY department(s) in which you worked
enter your Office the Mayor
employee ID Office of the Inspector General
number. Your O'Hare Modernization Program
employee 1D Office of Budget and Management
number can be Business and Information Services -
Planning and Development -
found on the left z P
hand corner of the Why did you end employment with the City of Chicago?
pay check stub. [Not Specified [

Failure to do so will
result in a rejected

T Current City of Chicago Work Experience
BID application.

e Check the box if you are currently employed by the City of Chicago
e Employee Number: Your employee number can be found on your
pay stub.

Previous Employment with the City of Chicago

Specify if you've previously been employed by the City of Chicago
Enter previous employment Start/End Dates and Job Title

Enter the Department(s) in which you were employed

Specify why your employment with the City of Chicago ended

City of Chicago Page 24 of 43 Last Updated 3/12/2010
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24 Enter Previous Work Enter your Work Experience.

Experience Work Experience 1
Clicking the link below Your Title
Start Date or End Date |
will open a pop up Emplayer
calendar. |
[ Current Job
Start Date
Employer Address

Employer Address

|
City

Zip or Postal Code

Supervisor Information

Supenisors Name

Supenisors Title

Supenvisors Phone

™ May we contact the supervisor?

Job Characteristics

Achievements

Awverage Hours Per Week

Years in this job in which you supenised others?

Largest number of employees superised?

Example: 10

Reason for Leaving
[Not Specified |

Remove Work Experience

Add Work Experience
Work Experience

Employer Address
Dates of Employment
Supervisor Information
Job Characteristics

End Date

Leave this field blank if this is your current employer.

Suite Number
State/Province/Region

Employer Country

Current or Most Recent Employer

City of Chicago Page 25 of 43
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Enter
25 Education
Information

26 Click Save
and
Continue

Enter Education Information.
Education 1

Institution

Program

Select your degree from the list If the exact match is not available, select the closest option.

Education Level

[ Not Specified =l
Type of Degres

| Search

Graduation Date

MNumber of Credits Earned

Example: 20

Remove Education

Add Education

Education

e Institution

e Program

e Education Level
e Start Date

e Graduation Date

Click Save and Continue after verifying your information.

City of Chicago
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27 Complete
Assessment
questions.

Press Save
and
Continue.

Cartifications
and Attachments Prafile eSignature
References

Y our Application
Asses=mant HPF' -
Bachkground Questions

After completing the information on the Your Background page, you will be presented
with questions relating to your application for the position. These questions are found on
the Assessment and Application Questions pages.

Applying for: Step 4 out of 11 Print/Email

Voluntary
Attachments eSignature EEO
Disclosure

Apication

Questons

Aesessment

Assessment

Note: You are on page 4 of 11. You must reach the summary page and press the SUBMIT button to lete your applicati Only leted lications are considered.

Mandatory fields are marked with an asterisk. *

IMPORTANT: Please read all instructions and answer questions carefully! The information you provide will be validated during the screening and background check processes, and any
misrepresenttion of your qualifications will result in your elimination from the application process for this job. Also be aware that, once submitted, this on-line application will become an official City
of Chicago document. Purposely providing incorrect information on this or any other official document may lead to prosecution resulting in a fine, legal fees, and court costs

*1_ By City of Chicago ordinance. you are required to be a resident of the City of Chicago AT THE TIME OF EMPLOYMENT Can you meet this requirement?
€ Yes
¢ No

Complete
28 Application
Questions.

Press Save
and
Continue.

Applying for: Step 5 out of 11 Print/Email

Application Questions

Note: You are on page 5 of 11. You must reach the summary page and press the SUBMIT button to your licati Only pleted appli are considered.
Questionnaire
Please answer the following questions as accurately as possible %

1. Please choose the statement that most accurately describes your level of proficiency with emergency management response planning and the principles governing emergency management
operations as of today’s date;
¢ MNone: No experience with this type of work

Movice: A beginner; new to this discipline or work activity with basic experience.

Intermediate: Able to work independently in this discipline or activity

Advanced: Highly competent in this discipline or work activity; may

-
-
e} vide coaching to others
o

Expert: Ability to demonstrate significant expertise d

eloped over a period of time in this discipline or work activity

City of Chicago
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29 Enter Certifications Enter information on any certifications that you hold which may be relevant
and References. to your job application on the Certifications and References Page. Enter
at least one reference who can speak to your professional skills.

Press Save and
Continue to advance.

[ sore 32001 i

Certifications and References

Note: You are on page & of 11, You must reach the summary page and press the SUBMIT buttan to complete your application. Gnly completed
applications are considerad.

Pluase list any centifications thal s requined of desirabli to hve for this position. You may enter more than one ceniication. Please do not st any expined
contifications.

Cardieation 1

:
i'—

List your reforances below in the crder of contact preference. starting with the mast relmant one. Redseences are indhiduals that am familiar with your work
capabiktias and YOUT ScCatona Eraning

Reference 1

(- (-
i |

| [

hot Specified ¥ Mot Specified ¥

City of Chicago Page 28 of 43 Last Updated 3/12/2010
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30 Click Browse to select
a file for attachment.
Attachments are limited
to 500 kilobytes. If you
are unsure of your file
size, you may try
uploading but may not
be able to complete the
task if the file is too
large.

31 Click Attach

Click Save and
Continue

32

Click the Browse button to select a file for attachment to your application.

September 2008

Attachments Tips
*ou cannot attach a file that exceeds

the allocsted limit of 100 kilobytes.
“ou can attach & maximum of 5 files,
one at & time.

The search tool that recruiters use to
search for candidates will not be able
to analyze the cortent of some
attached files, mostly image files and

ou can attach files to the candidate record such as a cover letter, formatted resume, references, transcripts, or
certifications

Select the file to attach

‘ Browse

Carmments about the file

[
3y McAfee

SECURITY

chrnent will be scanned to ensure it does not contain any wiruses
Attach

compressad files ( zip)

Attaching files

To attach a file, click "Browse" and
select the file you want to sttach,
Then, click "Attach”.

Once the document is attached, you have the ability to designate which
attachments are relevant to that particular job application.

This section displays basic information regarding the files attached to the candidate record. The "Relevant
Files~ mn allows you to select the files relevant to this job submission.

Relevant Files File Name Date Comments
O outstanding support processes Augls 08.xle 2008.Aug.26
I Heidi Crall Blanchard Resume.doc 2008.Aug.26

Click the Attach button to attach the file to you application.

Click Save and Continue.

City of Chicago
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Verify Profile

33 |. ; _
information carried
over from you job
profile

34 Check Job Posting
Notification

35 gllck'Save and
ontinue

Verify that information entered in the Job Profile carried over to the Profile
page.

Profile information includes:
e Job Level

Education Level

Job Type

Schedule

Shift

Employee Status

Advance Notice

Date of Availability

nicholas applicant, you are signed in. My Ac RS My Jubr Cart (1 dems) S Oul

+ Jab Search | My Jobpage

Applying for:

e 200 Conrae

Profile Muttiphe selections

Mote: You are on page & of 11. You must reach the summary page and press the SUBMIT button to complete your application. Only completed
applicatiens are consldared.

Emuil Hotifieations

Hot Speciied -
\'e‘a’ - I.'.-:m‘.n.- Day =

Jab Posting Hotification

Tt 5 costed.
'

Check the Job Posting Notification checkbox if you would like to be
notified via email when a position matching this profile is posted. Note that
you must provide an email address if you wish to receive notifications.

Click Save and Continue.

City of Chicago
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36 Enter your Full Name
and Unique Identifier

Read the Electronic Signature Statement in full.

Click Save and
37 Continue

Enter your Full Name and Unique Identifier.

Applying for:

Your Certifications
e and Atachments Profile e Signature

References Disclosure

eSignature

eSignature

Please read the following statement carefully, then acknowledge that you have read and approved it by providing the information requested at the bottom of
the page. Please note that an esignature is the electronic equivalent of a hand-written signature

Select a language

English

Submitting an application through this website constitutes your electronic signature. Any record containing an electronic signature shall be deemed for
all purposes to have been "signed” and will constitute an "original” when printed from electronic records established and maintained by the City of
Chicago or its agents in the narmal course of business. Upon the City's request, Applicant agrees to manually sign or place Applicant's signature an any
paper original of any electronic record that the Gity provides to Applicant containing Applicant's purported electronic signature

DO NOT E-SIGN UNTIL YOU HAVE READ THE ABOVE STATEMENT.

By my eSignature below, | certify that | have read, fully understand and accept all terms of the foregaoing statement. Please signify your acceptance by
enter # fields below.

#Please enter your full name;

#*Please enter your unigue identifier, e the first four di

s of your social security number followed by your zip code:

Save as Draft Quit Save and Continug

Click Save and Continue.

38 Complete the Voluntary
EEOQO Disclosure. While
each question is
required, you have the
ability to decline to
disclose your personal
information.

Appiying for

Sarve as Dran

Save and Contrue

Voluntary EEO Disclosure

Mote: You new on page 10 of 19, You mast reach the summany page and press the SUBMIT button to complete your application, Only compdeted applications aro considernd
Divversity

City of Chicago
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Review the Summary

Review the Summary Page for all edits that you’'ve made to the job

39 i ey TOdE
Page. application, which is listed in the page header.
After reviewing your
Inform atlon, you nicholas applicant, you are signed in. My Acc
. + Job Search )
must click SUBMIT to g
send your Step 1wt ol 10 PrnlEmad
application.
40 The Thank You page e |
will appear. N~
plated
s B e S e o
Taleo X
Navigation options
41 gation op

from the Thank You
page.

I + Job Search I My Jobpage I

View My Submigzions

View Al Jobs | View Jobs Matching My Profile

Navigation Options
Job Search To search and apply for another
position
My Jobpage Displays list of job applications
View My Submissions Displays list of all job applications
View All Jobs Displays all open jobs
View Jobs Matching my Filters open positions and displays
Profile applications according to
preferences set in My Profile
Completed

City of Chicago
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Viewing Jobs for Which You’ve Applied

1 Click My Submissions
on My Jobpage

Click My Submissions on My Jobpage. This page will display all of the
City jobs for which you have applied.

There are three categories of submissions: Draft, Completed, and
Withdrawn. The status of the submission is determined by where you are
in the process for that particular job.

+~ Job Search J| My Jobpage

by Submissions | MyJob Cart | MyBaved Searches |

[~~ty-Submissi 4] hmissions found)

This page displays all relevant details related to your draft and completed submissions

Submissions per page:
10 v

Draft Submissions

4 CAPTAIN-EMT - - Full-time
City of Chicago
Job Paosting: 09/11/2007- Job Number, 102091
Job Status: Inactive (Mo Longer Accepting Job Submissions)
ViewEdit Submission

|41 Foster Grandparent™ — Ful-time
City of Chicago-wWest, City of Chicago-Central
Job Posting: 0903/2007- Job Number, 1234567
Job Status: Active (Accepting Job Submissions)
Finish Draft Submission | Withdraw

Completed Submissions

2 ACCOUNTING TECHNICIAN I~ — Full-time
City of Chicago
Job Paosting: 08/28/2007- Job Nurnber. 107042
Job Status: Inactive (Mo Longer Accepting Job Submissions)
Submission Status: In Process — Updated: 08/28/2007
View/Edit Submission

Withdrawn Submissions

4] Assistant Deputy Commissioner = — Full-time
City of Chicago-Central
Job Paosting: 09/04/2007- Job Number. RNTO00S
Job Status: Active (Accepting Job Submissions)
Submission Status: Withdrawn — Updated: 09/05/2007
| Re-apply

My Submissions - Page 1 of 1 Previous | 1] Mext

Candidate Profile

Take & few minutes 1o creste or m
wiour employment profile and to spe
your preferred working criteria for
future openings matching your
interests.

Access my profile

Jobs Matching My Profile

Take a ook at jobs currertly avaikal
within our organization that match
professional skils and interests

Yigww jobs matching my profile

Icon legend
O Mare information
1 Urgent nesd job
| Draft submission

Completed submission
L]

City of Chicago
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2 Click the hyperlink Click the hyperlink below the submission to perform an action on the
below the submission application.

to perform an action on

the application. For the Foster Grandparent application you can click on either Finish Draft
Submission or Withdraw to perform these actions on this application.

For the Assistant Deputy Commissioner application you can click on Re-
apply to perform this action on this particular application.

+~ Job Search J| My Jobpage
by Submissions | MyJob Cart | My Saved Searches |

My Submissi {4 job submissi found)

Candidate Profile
Take a few minutes to create or mi
your employment profile and to spe
wiour preferred working criteria for
Submissions per page: y;ture;pemngs matching your

interests.
10 |%

Access my profile

This page displays all relevant details related to your draft and cormpleted submissions

Draft Submissions Jobrs Matching My Profile
. Take a look at jobs currertly availal
] CAPTAIN- EMTD - Full-time within our organization that match
Clty UT' Ch\cago professional skills and interests
o 2007 - Job Mumnber. 109021 Wigw jobs matching my profile
Juh Slatus Inactlve (Mo
View/Edit Submission

sgger Accepting Job Submissions)

leon legend
|71 Foster Grandparent = — Full-time
City of Ch\cago West City of Chicago-Central 1
Job Baos fr—dal Mumber: 1234567 § o
#6b Status: Active (Accepting [ Submissions) | Draft submission
L

O More information

Urgent need jokb

Finish Draft Submission | Withdraw, Completed submission

Completed Submissions
2 ACCOUNTING TECHNICIAN I~ — Full-time
City of Chicago
Job Paosting: 08/28/2007- Job Murmber. 107042

Job Status: Inactive (Mo Longer Accepting Job Submissions)
Submission Status: In Process — Updated: 08£28/2007

ViewEdit Submission
Withdrawn Submissions

7] Assistant Deputy Commissioner ™~ — Full-time
City of Chicago-Central
.Job Postmg 09!042007 Job Mumber: RNTOO0S

tr T g [Accepting Job Submissions)
Euhm\ssmn Status Wi hdrawn — Updated: 09/05/2007
| Re-apply

My Submissions - Page 1 of 1 Previous | 1 | Next

3 To find and confirm
that your application

was submitted, look for | SPECIAL EVENTS COORD Il - Fulltime

Completed Submissions

the jobs listed in the City of Chicago
Completed Job Posting - 2008-Jul-29 — Job Mumber: 135309
Submissions section : ive | m~ab Submissions)

of the My

pdated: 2008-Jul-29
Submissions tab.
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Using the Job Cart (Adding/Removing Jobs)

1 Click My Job Cart on Click My Job Cart on My Jobpage. This page will display all of the City
My Jobpage jobs that are in your cart. Your cart is like a supermarket cart. It contains
jobs that you are interested in, but for which you have not applied.

|I +Job Se My Jobpage
My Subfgissions | My Job Cart || My Saved Searches |

Highlighted jobs have been added to the job cart within the last 24 hours.

Wy Job Cart {1 jobs found) Candidate Profile
Take & few minutes to create o macify
This page presents all jobs that you have added to the job cart yaur employment profile and to specify
your preferred working criteria for
Jobs per page: future openings matching your
10~ interests
Access my profile
Sort by

Paosting Date {Descending Order) »
Jobs Matching My Profile
Take & look at jobs currertly availsble

= CAPTAIN-EMT | |Full swithin our organization that match your

it professional skills and interests.
City of Chicago-Central Wiew jobs matching my profile
Job Posting: 08/28/2007 |Job Mumber: 110855
Remove fram Job Cart lcon legend
More information
1 Uroent need job

T Added to the job cart

My Job Cart - Page 1 out of T Previous | 1] Next

2 To add a Job to the To add a Job to the cart, click Job Search.
cart, click Job Search

+ Job Search

\ My Submissions | Cart | MySaved Searches |

Highlighted jobs have been added to the job cart within the last 24 hours.

My Job Cart (1 jobs found) Candidate Profile
Take & fevw minutes to create or modify
This page presents all jobs that you have added to the job cart your employment profile and to specify
yaur preferred working criteria for
Johs per page future openings matching your
interests.
10 »

Access my profile
Sort by
Posting Date (Descending Qrder) »
Jobys Matching My Profile
Take & look at jobs currertly available

1"1.’ CAPTAIN-EMT | [Full- svithin our organization that match your
tirme professionsl skills and interests.
City of Chicago-Central Wiew jokes matching my profile

Job Posting: 068/28/2007 |Job Murmber: 110865
Remove from Joh Cart lcon legend

More information

1 Urgent need jok

T Addedtothe job cart

My Job Cart - Page 1 out of T Previous | 1] Mext
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3 Scroll down to view
open jobs or perform a
job search for
openings

Scroll through the job search page to view job openings or perform a job
search for specific job fields, locations, organizations, or other keywords.

Basic Search Advanced Search | Jobs Matching My Profile | AllJobs

Basic Job Search ™~ Save this Search | Hide Search Criterd

Specify your job search cri below, then click "Search for Jobs"

Job Murmnber Search Tips

“¥ou can search jobs by selecting
relevart criteria in the drop-dovn
menus. You can skso use & job numb
or & keyword

Saving searches

ou can save the current search for
use by clicking "Sawe this Search"
top of the page. Your searches
begaved inthe "My Saved Searches|

Add Job Field n, under the "Wy Jobpage” tab

Advaheed job search
To perform & job search using
advanded search criteria, click the

Cocation "Aekvarbed Search” tah and select th
Location relevart criteria.
All

Add Location

Organization

rganization
|

Add DNganization

Keywords

Searchfordops | Clear

Search Results (124 jobs found)

Results per page Candidate Profile
10 Take & few minutes to create or mach
your emplovment profile and to speci
Sort by

wour preferred wiorking criteria for
Posting Date (Descendi future apenings matching your
interests

Access my profile

hicago
Fosting: 09/14/2007 | Job Numbermr-242424 leon legend

[ More information
Apply | Add to My Job Cart
Urgert nesd jok

Added to the job cart

CAPTAIN | = [Fulltime
City of Chicago

Job Posting: 0944/2007 lJob Number! 18912

!
®
& Draft submission
B2 Completed submission

Anply | Add to My Job Cart

[ CAPTAIN-EMT | “ Fulrime
City of Chicago
Job Posting: 09/14/2007 |Jab Number1 10412

View/Edit Submission
Nurse Practitioner (Final ST - Mark) | ~ |Full-time
City of Chicago-Far South

Job Posting: 09/14,/2007 |Jab Number99958

Apnly | Add to My Joh Cart

Commissioner | -~ [Fulltime
City of Chicago-Central
Job Posting: 0941472007 lJob Numberd211-8001-2007

Apply | Add to My Job Cart

IL ENGINEER Il | = [Fulltime
Chicago
(g 0341472007 [Jab Mumber1 05152

City of Chicago
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4 Click Add to My Job
Cart

When you find a job that interests you, click Add to My Job Cart. Perform
this action for as many jobs as you are interested in.

CIVIL ENGINEER Il | *= |Full-time
City of Chicago
Job Posting: 095142007 |Jab Mumber! 256553

Apply ( Add to by Job Cart

5 Click My JobPage

6 Click My Job Cart

Return to the Job Cart by clicking My JobPage, and then My Job Cart.
View the jobs listed to see that the postings were added to your cart.

[I 4 Job Sgarch i My Jobpage
My Submitesions | MyJob Cart || My SavedSearches |

Highlighted jobs have been added to the job cart within the last 24 hours

My Job Cart (3 jobs found) Candlidate Profile
Take a fevw minutes to create or modify
This page presents all jobs that you have added to the job cart. your employment profile and to specify

your preferred waorking criteria for
future openings matching your
interests.

Access my profile

Jobs per page
10 v
Sort by

Posting Date (Descending Order) v
Jobs Matching My Profile
Take alook st jobs currently available

= CAPTAIN-EMT | - |Full-time within our organization thet match your
City of Chicage professionsl skils and interests.

Job Posting: 09/14/2007 |Job Number TDII-312218 Wiew jobis matching my profile

Apply | Rernowe fram Job Cart Jeonlegend

Mare information
= CAPTAIN-EMT | |Full-tima
City of Chicago-Central 1 Urgent nee jos
Job Posting: 08/28£2007 |Job Murber: 110888 T Addedtothe job cart

Remave from Joh Cart
= CIVIL ENGINEER Il | ' [Fulltime

City of Chicago
Job Posting: 08/1472007 |Job Number: 125893

City of Chicago
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7 Click Remove from Click Remove from Job Cart to remove an unwanted job posting from
Job Cart your cart.

|I + Joh Search I My Jobpage —

My Submissions | MyJob Cart | by Saved Searches |

Highlighted jobs have been added to the job cart within the last 24 hours

My Job Cart (3 jobs found) Candidate Profile
Take a few minutes to create or modify
This page presents all jobs that you have added to the job cant wour employment profie and to specify
wour preferred working criteria for
Jobs per page: future openings matching your
interests.
10+

Access my profile
Sort by
Posting Date (Descending Order) v
Jobs Matching My Profile
Take a ook ot jobs currertly available

= CAPTAIN-EMT | '~ |Full-time wiithin our organization thet match your
City of Chicago professional skils and interests
Joh Boatirmg 09773 Fiteb-Llumber: TOIF312216 “iew jobs matching my profile

Apply | Remove frorm Job Cart Jeon legend

Mare information

= CAPTAIN-EMT | [Full-time
City of Chicago-Central 1 Urgent need joo
Job Posting: 08/28/2007 [ Job Number: 110888 W Added o the job cart

Remave fram Job Cart
= CIVIL ENGINEER Il | ' [Ful-ime

City of Chicago
Job Posting: 0971472007 |Job Number: 125993

8 Verify Removal Click Yes to verify that you want to remove the Job from your Cart.

You are about to remove the job "CHIEF OPERATIONS ANALYST" from the job cart.

Are you sure that you want to remove it?
Yesl N0|

Completed

City of Chicago Page 38 of 43 Last Updated 3/12/2010
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Using Job Search (Basic/Advanced)

1 Locate the Job Search | Click the Job Search tab.
tab.

+Job Search

Basic Search | Advanced Sgarch | Jobs Matching My Profile | All Jobs

2 The B aS | C Searc h tab sic Joh Sear Save this Search | Hide Search Criteria
|S the default Seal’Ch i Specify your job search criteria below, then click "Search for Jobs".

Job Murnber Search Tips

“ou can search jobs by selecting
relevant criteria in the drop-down
MENUS. Yiou Can &30 use a job number
or & keyword

Jaob Field .

Saving searches

Job Fisld “¥ou can save the current search for

All " reuse by clicking "Save this Search” at
the top of the page. Your searches wil
be saved inthe "My Saved Searches"

Add Job Field section, under the "My Jobpags" tab
Advanced job search
To perform = job search using

Location advanced search criteria, click the

"Advanced Search” tab and select the

Location releveart criteia.

All v

Add Location

City of Chicago Page 39 of 43 Last Updated 3/12/2010
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Review Basic Search
3 Criteri
riteria

4 Enter search criteria

5 Click Search for Jobs

Review the Basic Search criteria page. There are several ways to search,

including by:

Job Number (Job Posting Number if you know this)
Job Field (Area of Expertise/Experience)

Location (Where the job is located in the City)
Organization (City Department)

Basic Search | Advanced Search | Johs Matching My Profile | All Johs
Basic Jobh Search Save this Search | Hide Search Criteria

Specify your job search criteria below, then click "Search for Jobs”

Job Number Search Tips
“You can search jokis by selecting
relevant criteria in the drop-down
menus. ¥ou can also use & job number
or & keyward.
Job Field .
Saving searches
Job Field *fou can save the current search for
All v reuse by clicking "Save this Search” at
the top of the page. Your searches wil
be saved inthe "My Saved Searches"
Add Job Field section, under the "My Jobpage tab
Advanced job search
Ta perform a job search using
advanced search criteria, click the
LG “Advanced Search” tab and select the
Location relevant criteria
Al &
Add Location

Organization
Organization
Al &

Add Organization

Keywords

|
m |

Enter the search criteria for the types of postings you are interested in.

Click Search for Jobs.
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6 Click Advanced Click the Advanced Search Tab to perform a more detailed search.
Search

My Jobpage
Basic Sparch | Advanced Search | Johs Matching My Profile | AllJobs
Advance Sawe this Search | Hide Search Critetia

Specify your job search criteria below, then click "Search for Jobs".

Search Tips
“ou can search jobs by selecting
Joh Field relevart criteria in the drop-cown
Job Field MENUS. You Can &l30 use & job number

oF & keywword,
All v

Saving searches
*ou can save the current search for
Add Joh Field reuse by clicking "Save this Search” &t
the top of the page. Your searches will
be saved in the "My Saved Searches"
section, under the "Wy Jobpage" tab.

Location o
Basic job search
Lacation To perform & job search using besic
All v search oriteria, click the "Basic
Search” tah and select the relevant
criteria

Add Location

Organization

Organization
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7 Review the Advanced | Review the Advanced Search criteria page. There are several ways to
Search criteria search, including by:

Job Field (Area of Expertise/Experience)
Location (Where the job is located in the City)
Organization (City Department)

Keyword

Urgent Jobs

Schedule

Shift

Job Level

Job Type

Education Level

Basic Search | Advanced Search | Jobs Matching My Profile | All Jobs

8 Enter Search Criteria

9 Click Search for Jobs

Advanced Job Search Save this Search | Hide Search Criteria

Specify your job search criteria below, then click "Search far Jobs".

Search Tips
“ou can search jobs by selecting
Job Field relevart criteria in the drap-down
Job Field menus. You can also use & job number
or & keyward.
All v

Saving searches

You can save the current search for
Add Job Field reuse by clicking "Save this Search” et

the top of the page. Your searches will

be saved in the "My Saved Searches"

section, undsr the "My Jobpage" tab

Lacation
Basic job search
Location To perform a job search using basic
Al v search criteria, click the "Basic
Search” tab and select the relevart
criteria
Add Location

Organization

Qrganization

All v
Add Organization
Keywards
Urgent Jobs Schedule Shift
QO Urgent Jobs Only CFull-time [Day Job
QO Al Jobs [ Part-time [JEvening Job
[ contingent [IMight Job
Oon call
Ovariable
eekend
Job Type Education Leve|
[ Cooperative CMone
[ Experienced [High School Diploma/GED (11 years)
Ointernship O Technical Diplama (12 years)
[ Standard [ Associate's Degree/College Diplama (13 years)
[ Seasonal [non-Degree Pragram (14 years)
O Temporary Waork [IBachelors Degree (18 years)

[Masters Degree (+18 years)

[ Doctorate Degree (over 19 years)
[IHigher Degree

O other

N i

Enter the search criteria for the types of postings in which you are
interested. Click Search for Jobs.
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Any postings matching | [REEEEELILELISTIELEE T LTS FH RV §0f e
your selections will be
displayed.

# Job Search | My Jobpage

Basic Search | Advanced Search| = Jobs Matching My Profile | All Jobs

Scroll down to the job
title to read the job
description.

Welcome to the CAREERS site for the City of Chicago!

Specify your job search criteria, then click "Search for Johs".

Click the Apply link to
begin the application

process.
Search for Jobs |Clear|

To change your
search criteria and Search Results (5 jobs found)
search again, click
Clear and return to

Results per page
Step 8 to search [10 =]
again. Sort by

| Posting Date (Descending Order) »|

Searchfor Jobs | Clear |

PROJECTS ADMINIS'I'RATD =~ Fulltime
Starting Fay Rate

Job Posting:2008 ﬁ«ug 31 |an Number:143143
Apply | Add to My Job Cart
STAFF ASST ™ Full-time

Starting Pay Rate: 3544
osting:-2008-Aug-29 | Job Murnber:139902

d to My Job Cart
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