Kansas Careers Job Aids (jobs.ks.gov)

Apply for a Job in the State of Kansas Careers Portal

This job aid explains how to apply for State of Kansas jobs from within the Careers yoal
can search for a job posting that matches your interest anddapgaily from the job posting

1. Access the State Employment Center Careers portatigt//jobs.ks.gov

2. Click on the Careers butt AR

3. Enterkeywords to narrow down your seaythen click the doubtarrow,or see a list of
available jobs by selectifyiew Jobs Posted in Last 7 Days’  ¥iew All Jobs’

Need Help?

Careers

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

Welcome Sign In | New User

Search and review jobs from this page without registering. When you are ready to apply,
registration only takes a minute. Once you register and your account is created, then you
can upload documents, apply for jobs, and access our online career tools.

%, View Jobs Posted in Last 7 Days >
[ View All Jobs >
ﬁ My Job Notifications b3

4. Select the Job Posting that matches your interest. Click anywhere in the highlighted are
(turns yellow when you hoveof the specific Job Posting or click on the arrow on the
right-hand side of the posting description.

Need Help?

Search Jobs

v Location Search Jobs
Search by job title, location, or keyword
Shawnee County (10)

Clear Search Save Search
Reno County (1)

Department of Administration G
w Agency Name

Department of Administration (11) 11 jobs found "
FOSteq Uate UHIUIZUTY
Close Date Open Until Filled
'w Department .
Posting Type Extemal

Maintenance (6)

Building Services (1)
Delegated Audit Team (1)

Electrician Senior
JobID 192595

Design & Gompliance (1) Location Shawnee County
Long Term Care Ombudsman (1) Department Maintenance
Surplus-Fed State,LESO (1) Posted Date 04/03/2019

Close Date Open Until Filled
Posting Type Extemal

w Posting Type

External (11)


http://jobs.ks.gov/
http://jobs.ks.gov/

5. Reviewall the detailsand note any specific requirements lisiethe detailedJob
Descriptionincludingrequess to upload specific documentation such as Cover Letters,
Resumes, etc. Once you are ready to begin the online appliciatiothe Apply for Job
button

Kansas

< Search Jobs Job Description

4 Previous Job Electrician Senior

R
Apply for Job
|

Job 1D 192595 Full/Part Time Full-Time

Location Shawnee County RegularTemporary Regular

V7 Add to Favorite Jobs

imi Email this Job

Job Posting

Kansas

Important Recruitment Information for this vacancy:

+ Job Posting closes: Open uniil filled

Department of Administration

https:ihawnww.admin.ks.gov/

About the Position:

+ Who can apply: Anyone (External), State Employees (Internal), Agency Employees
+ Classified/U i Service: U

* Full/Part-time: Full-Time

* RegulariTemporary: Regular

+ Eligible to Receive Benefits: Yes

+ Veterans' Preference Eligible: Yes

TIP: Before applyingrou must sign in with your User Name and Password. Ihawue
not signedn when you clickApply for Job you will be prompted t&ign In If you have
not created an accouyet selectthe Register Now link.

Sign In X

*User Name ‘ |

*Password

Forgot User Name | Forgot Password

Are you a new user? Register Now




6. After clicking Apply for Job a page will appeawith Step 1 of 10 (some Jobs will have
less steps in the online applicatioRead thenstructionscarefullyandclick theView
Terms and Conditions link to review them prior telicking the Checkbox next tb
agree to the Terms and Conditions. Click Next to move to Step 2.

Need Help?

Apply for Job H

Electrician Senior
D start Step 1 of 10: Start
In Progress
Instructions:
2 ﬁ:fl-jlr:rij This job application uses a step-by-step process to guide you through the sections. Please fill in all information. upload all requested documents, and review
= befo i
3 | Attachments To Save and Exlt youl appllcat\on before it is complete, first click the Nexl butten, then click the Exit button located in the top lefi-hand area of the page. You
o can return to your applicalion anytime by going to the My Job Applications page and clicking the arrow button on the right

To return to a section you previously visited, click on the section name in the left-hand navigation or click the Previous button to return to the previous page.

Started Before you Start:

Education and Work Resumes and Cover Letters are only uploaded insid\ s. Previously uploaded Resumes will be available for selection. If a job posting does not

5 require a resume or cover letter then sk\p the section by cllckmg Ihe Ne)d huﬂun
Experience v
tiSlaed Attachments: Carefully review the Job Posting Description page for the documents that are required for this specific job posting. Not all positions require the
same documentation. Documents that are uploaded but wera nul requested on the job posting will be disregarded. Skip the Attachments section by clicking
6 | Online Questionnaire the Mext button if you do not have any attachments to upload inside the job application.
Not Started
s * My Job page: Upload that you may need for many applications. These will be attached to all job applications you submit.
(Examp\es Tax C\aalanca lranscrlpls DD214 |f nla\mlng veterans plefelenne)
7 | Howdid you find out aboutus7 ~ * This Job Uploa: s job thal are specific only to this pesition. These documents will nol be accessible by other
Not Started applicalions
*Ensure your documents with expiration dates ars up-to-dste. When you scquirs your vaiid document, dslete the old and uplosd the new (Ex. Delste
& Preferences TaxCiearance(d1012019 and upiload ‘TaxClearance03012019)

Not Started
Please read the Terms and Conditions carefully.

9 | Diversity By selecting the | agree to the Terms and Conditions™ checkbox you indicate that you have read, understood, and acknowledge your agreement with them. If
Not Started you do not agree, you will be unable to submit an application. To Exit the application click the Exit button located in the top left-hand area of the page.
1p Review and Submit View Terms and Conditions

Not Started
[ 1 agree to the Terms and Conditions

TIP: TheNext andPrevious buttons are used to navigate through the various steps of
the online applicationDO NOT use the browser back button.

I < Previous I Next > I

7. In Step 2 you can upload your resume and/or cover letter if these documents were
requested in the Job Description of the vacancy announcement. Applicants may also
choose to upload these documents even if they have eotsbecifically requested.
Follow the instructions below and Cliddext to move to Step NOTE: File size must
be under 1MB with a file type of .pdf, .doc, .docx, .odt, atf,txt
A. Click Attach Resume and/orAttach Cover Letter button
B. Click My Device button

C. Select document to upload

D

E

. Click Upload
. Click Done



Apply for Job < Previous

Electrician Senior

1 Start Step 2 of 10: Resume
Complete

Resume Attachment

ﬁz;'::ss No file attached. File must be under 1MB with a file type of .pdf, .doc, .docx, .odt, .rif, .txt
‘ Attach Resume L
3 | Attachments
Mot Started
Cover Letter Attachment
4 Egg:::::s No file attached. File must be under 1MB with e type B Se®cx, .odt, .rif, .txt
‘ Attach Cover Letter
Education and Work £
5 Experience v
Not Started
6 | Online Questionnaire
Not Started
File Attachment X
Choose From
My Device

~ Upload || Clear -
THIS IS A TEST res.pdf
File Size: 3KB

Step 2 of 5: Resume
Resume Attachment
*Resume Title THIS_IS_A_TEST res p
Language | English v

Attached File THIS_IS_A TEST res pdif

nge Resume
Cover Letter Attachment

*Cover Letter Title THIS_IS_A_TEST_cover

ST cover letter pdt

Attached File THIS_IS_A_TE

Change Cover Letter




8. In Step 3click the Add Attachment button to add additional documentatihiat was
specifically requested in thleb Description of the vacangyou are applying for
excluding Resumes and Cover Letters which should be uploaded in. Stepdv the
instructions include for Step 2 for uploading documen#ster adding theequested
attachment(s), clickdext.
NOTE: Any attachments uploaded in §t8 will only apply to this specific Job Posting.
Other documents that are required for many job applications (Examples: Tax Clearance
Certificates, transcripts, DD214's) should be uploadédydob Applications in the
Careers menu.

Need Help?

Apply for Job < Previous

Electrician Senior

1 | Start Step 3 of 10: Attachments
Complete
Upload required documents here that are specifically listed on this posting's Job Description page and indicate they

should be uploaded inside the job application.

2 Resume
Complete Other documents that are required for many job applications (Examples: Tax Clearance Certificates, transcripts,
DD214's) should be uploaded to My Job Applications (see the Careers menu). Any documents that are not required
or requested will be disregarded.
E> Attachments
o rmgress Attachments

4 | References No files attached. Files must be under 1MB with file types of .pdf, .doc, .docx, .odt, rif, txt

Mot Started

Add Attachment

Education and Work
g Experience N
Not Started

9. In Step 4 yowvill enter references and clitlext. We recommend you enter a minimum
of 3 supervisory related referencdsformation you enter in this section will be retained
and available for the next application you compl€l&ek Add Reference to begin.

Need Help?

Apply for Job < Previous

Electrician Senior

1 gm)lete Step 4 of 10: References

Add a minimum of 3 supervisor references.

2  Resume
Complete Click the 'Add' button to add your first entry. Click the '+' plus sign to add additional entries. Click an entry to edit or
delete it.
References

3 Attachments

Complet
ompiete You have not added any references.

References Add Reference
In Progress

Education and Work
Experience A
Not Started



Enter the required reference informati&eference Type, Reference Name andTitle.
Additional contact related detaibout you referencecanalsobe addedAny fields with
the* next to them are required.

Click the Done button. If there is another refance to add, click the plus sigbnce you
are finished ClickNext.

———
Cancel Add Reference Done
Reference Information

“Reference Type v
*Reference Name
“Title
Employer
Phone
Email Address

Address
Country | United States v

Address 1
Address 2
Address 3

City




10.

11.

Step 5 includes three sueps where you will be requested to enter information
about your educational background, work experience and any additional
gualifications you may have such as job training or the foreign language Sksts.

you will enter yair Highest Education Level that you have achieved in the Highest
Education Level field. Next, in the School Education section you can enter details
about the schools you have attended and in the last section you can enter details at
any degrees you hawachieved After you after entered your information clidlext

to continue.

Apply for Job

Electrician Senior

1| Start Step 5 of 10: Education and Work Experience - Education

Complete

Enter the highest education level you have achieved, details about the schools you attended, and any applicable
2 Resume degrees, diplomas, or certificates you may have
Complete
Click the 'Add" button to add your first entry. Click the '+' plus sign to add additional entries. Click an entry fo edit or
delete it
3 | Attachments

Complete Education History

Highest Education Level | Not Indicated v|
4 | References

Complete School Education

Education and Work You have not added any school education
DEEE .

In Progress Add School Education

Education

In Progress Degrees

You have not added any degrees.
Work Experience

In Py
n Frogress Add Degrees
Qualifications

In Progress

6 Online Questionnaire

The next sukstep inStep 5 requestyouto enter information about yowork
experience. At a minimum you should includrmation about your last 3 jobs
and/or your last 10 years of employmdnftormation you enter in this section will be
retained and available for the next application you compl#iek Add Work
Experience to begin.

Need Help?

Apply for Job < Previous

Electrician Senior

1 gmnl . Step 5 of 10: Education and Work Experience - Work Experience
omplete
Enter details about your last 3 jobs or the last 10 years of employment.
2  Resume Click the 'Add' button to add your first entry. Click the '+ plus sign to add additional entries. Click an entry to edit or
Complete delete it.

3 | Attachments Work Experience

Complate You have not added any work experience.

4 References Add Work Experience
Complete

Education and Work
E> Experience ~
In Progress

Education
Complete

Work Experience
In Progress




Enter the requiredork experiencénformation.Any fields with the* next to them are
required.If the Job you are listing is your current job you do not have to enter a date n th
End Date field.Click the Done button.Click the plus sigrto add additional information
about your work experienc®nce you are finisheehteringClick Next.

Cancel Add Work Experience

=

“Start Date || |
End Date
*Employer

*Ending Job Title
Ending Pay Rate
Supervisor
Supervisor Email
Supervisor Phone

Hours Per Week

Duties

Country | United States w

Step 5 of 10: Education and Work Experience - Work Experience

Enter details about your last 3 jobs or the last 10 years of employment

Click the 'Add’ button to add your first entry. Click the '+' plus sign to add additional entries. Click an entry to edit or delete it

Work Experience

+

Employer Job Title Start Date End Date

Payless Holdings Auditor Il 04/12/2010 0312212019 >



12. Thelastsubstep in Step 5 requesyouto enter information abouton-degree course
work, licenses and languages you are proficient in. If you have anything to enter click
on the section pictured below that you need to updatermation you enter in this
section will be retained and available for the next applicatiancomplete. Once you
are done entering your information cliblext to continue to Step 6.

Need Help?

Apply for Job < Previous

Electrician Senior

1 gzamr:mm Step 5 of 10: Education and Work Experience - Qualifications

Enter applicable non-degree course work (classes), licenses (include certifications or registrations), and languages you

2  Resume are proficient in
Complete
Click the 'Add' butten to add your first entry. Click the '+ plus sign to add additional entries. Click an entry to edit or
delete it.
3 é?,j:f;[g‘e"‘s Job Training

You have not added any training information.

4 References
Complete Add Job Training
Education and Work
E> Experience 2 Licenses and Certifications
In Progress

‘You have not added any licenses and certifications.

Education
Complete Add Licenses and Certifications

g,u,"";\if“"e"“ Language Skills

‘You have not added any language skills.

Qualifications ——————————
In Progress Add Language Skills

13. Stepb6 is the online questionnaire/ou will need to answeall questions before you can
click Next to continue to the next step

Need Help?

Apply for Job < Previous

Electrician Senior

1| Start Step 6 of 10: Online Questionnaire

Complete
All questions on this page require an answer. Multiple choice guestions allow for 1 answer and open-ended
questions require an answer or NA before continuing.
2 | Resume

Complete Questionnaire (Required)
3 | Attachments 1. | understand that the Careers system and the Recruiter will send correspondence, to the e-mail
Complete address | provided, regarding specific information about this application and | understand it is my
responsibility to check my e-mail regularly during the recruitment process.
4 | References O Yes
Complete N
O No

Education and Work

Experience v 2. The Immigration & Reform Control Act of 1986 requires employers to verify an individual’s identity

Complete and authorization to work in the U.S. as a condition of employment. Upon hire, will you be able to
provide documentation to verify that you are a citizen or that you are authorized to work in the United
States?

Online Questionnaire

In Progress O Yes

5 O No
7 How did you find out about
@

Not Started 3. Are you currently over the age of 18 or will you be age 18 at the time of hire?

8 | Preferences O Yes
Not Started



TIP: To answeOpenEnded questions, you can copy and paste from Word into the text
box. | f you don’ t h@pereEndedyuestiongou ean entepthhe a
lettersNA. If you leave any question unanswered a box apjbear notifying you which
guestions still need answers in them before you can dkgk to continue

Step 6 of 10: Online Questionnaire

All questions on this page require an answer. Multiple choice questions allow
require an answer or NA before continuing.

Questionnaire (Required)

1. d corm
You have not answered Questionnaire 2, 3, 4. and I v

You have not answered Open Ended Questions 1, 2, 3.
Please provide an answer to these questions before confinuing.

OK

20 The Immigration & Reform Control Act of 1986 requires employe

and authorization to work in the U.5. as a condition of employms

provide documentation to verify that you are a citizen or that you are ;
States?

) Yes
O No

14. In Step7 you can tell us how you found out about this {optional). Qick Next to
continue to the next step

Need Help?

Apply for Job < Previous

Electrician Senior

~

1 | Start Step 7 of 10: How did you find out about us?
Complete
Select where you leamned about this job or type its name into the Specific Referral Source field.
2  Resume
Complete Referrals
How did you learn of the job? v *

3 | Attachments
Complete
Specific Referral Source

4 | References
Complete

Education and Work
Experience v
Complete

6 | Online Questionnaire
Complete

How did you find out about
DY
In Progress

10



15. In Step 8 you can select your job preferer{oggional). Qick Next to continue to the

next

step

Electrician Senior

Start
Complete

Resume
Complete

Attachments
Complete

References
Complete

Education and Work
Experience
Complete

Online Questionnaire

Complete

How did you find out about

us?
Complete

Preferences
In Progress

Need Help?
Apply for Job < Previous
Step 8 of 10: Preferences
Enter job preferences if you wish.
Job Preferences
1. | can start my new job on or after
2.1 am looking for the following kind of job
© Regular
© Temporary
W = .
® Either
3. | want to work the following kind of employment
O Full-Time
O Part-Time
@® Eijther
4. 1 am willing to travel
® Never or rarely
O Up to 25% of the time
" © Up to 50% of the time v

16. Step9 contains a optional Diversity Survey. du cananswer the question or clidk
decline to answer. Click Next to continue to the next step.

Kansas

X Exit

1

Electrician Senior

Start
Complete

Resume
Complate

Attachments
Complete

References
Complete

Education and Work
Experience ~
Complete

Online Questionnaire
Complete

How did you find out about us?
Complate

Preferences
Complete

Diversity
In Progress.

Review and Submit
Not Started

Need Help?

Apply for Job Next >

Step 9 of 10: Diversity
You are invited to provide the information requested regarding diversity.
Diversity

Our organization is subject to certain governmental and reporting for the ion of civil rights laws and regulations. In
order fo comply with these laws. applicants are invited to voluntarily seli- identify their gender and their race or ethnicity.

The information obtained will be kept confidential and may only be used in with the p of licable laws, executive orders, and

regulations. When reported, data will be aggregated and will not identify any specific individual

Gender

‘What is your gender?
O Female
O Male

O 1 decline to answer

Ethnic Identification

What is your ethnicity?

‘You have not added any ethnic groups.
Add Ethnic Group

O I decline to answer

11



17. Step 10 is the final step of the online application. Yourearew the informatioryou
entered in the application.

o To review information entered, click the expand arrow in each section
To edit a portion of the application, click Modify in that section
NOTE: you can also go back and edit information by clicking the Previous button
to navigate back to that step or click on the step on the side pane.

o Do notclick Submit until your application is complete, includingploadingall
required documents listed in tjgb postinglf you already have a saved
application, then when you are ready to submit the application, read the
i nstructions bebSawed oAppISubant it om’hg a

ApPP 0 ob £ Previous Submit

Electrician Senior
~ | » Resume Attachment
1 | Start

Complete » Cover Letter Attachment
2 Resume » Attachments
Complete
Ereferences
3 Attachments
Complete Preferred Start Date

Regular / Temporary Either
4 References

Complete Work Preference Either
Willing to Travel Never or rarely
5 Education and Work
Experience ~ Ready to Relocate No
Complete

Work Days Mon, Tue, Wed, Thu, Fri

6  Online Questionnaire Shift Preference Not Applicable
Complete

Hours per Week 40
How did you find out about
us?
Complete

Require Minimum Pay

Preferred Work Location

8 Preferences Comments
C let:
e Modify

Click theSubmit Application button to complete the applicaticddnce an applideon is
submitted you can no longer make changes.

NOTE: If you are not ready to submit, you can cliadve as Draft from thethree dots
link located in the upper rigtitand corner next to tigubmit buttonto save the current
application.

Need Help?
Electrician Senior l Save as Draft L
~ » Resume Attachment ~
1 Start
Complete » Cover Letter Attachment
2 | Resume » Attachments

Complete
~ Preferences

12



After submitting the application, you wilee an Applicatio@onfirmationthat you have
successfully submitted your job applicatiohn email confirmation will also be sent to
the email address you entered when you created your account.

Application Confirmation
You have successfully submitted your job application

Jobs Appliad For

Submitting a Saved Application

1. From the home page, clidWy Job Applications.
2. Click the arrow for the application that has not bsgiomitted.

Kansas _——

< Job Description My Job Applications

My Job Applications

Job Title Job ID Location Status Date Created Date Submitted Withdraw Application
Electrician  4g505 ~ 740Forbes ot 5 pmitted 04/03/2019 502PM Withdraw >
Senior Field

My Resumes

You have not provided any resumes

3. Complete and review the application.

4. Click theSubmit button to complete the application.

NOTE: Once the application is submitted, changes can no longer be made.

13



