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Once you have set up an account, you can create your application. These key tips will help you successfully complete an application package. With this online system, hiring managers will be able to view your application and attachments. This is your opportunity to shine. Include all information about yourself that is relevant to the position to which you are applying.

 
Contact Information Section: Make this section completely accurate and include your e-mail address. Applying to state jobs requires an e-mail address.  All communication regarding your application and status are done by e-mail.
Education Section: Start with your High School/GED Information. List all colleges attended. College transcripts must be attached to your application materials. Student unofficial copies are accepted, but college degrees/coursework must be verified. Without transcripts your application may be rejected or points may be deducted.
Work Experience Section: You will be asked “Which of the following best describes your level of experience in _____?” However many years you select as your answer must be reflected in the “Work Experience” section. For example, if you answer “seven years” of general clerical experience, you must list at least seven years of jobs where clerical work was your main duty. 

When you have worked for the same employer for many years, don’t clump different jobs together in one job description. List each job separately. For example, you were hired as an Office Specialist 2 (Mail Room) in 2000, Office Specialist 2 (Physical Plant Support) in 2002, and Executive Support Specialist 1 in 2004. Even when classifications are the same, the job may demonstrate a different skill set.
List a Job Rotation (Work-Out-of-Class & Developmental) as a separate job in the “Work Experience" section when it is for a time period of 90 days or more.

List volunteer experience as a job in the “Work Experience” section, if it’s applicable to the position for which you are applying. Without listing it as you would a job, it won’t be counted toward your experience.
Certificates and Licenses Section: List important Certificates and Licenses and there expiration dates, if applicable.
Additional Information Section: This is an excellent place to put a short description of military service,
such as Military Branch, rank, dates of service, or awards, committees of which you are a member,  

volunteer experience, etc.
Reference Section: Enter at least three to five professional references.
Attachment(s) Section: Attach documents such as college transcripts, military DD214 forms, licenses, cover letters, letters of reference, and/or any other required documents listed in the announcement.



Spell Check: NEOGOV provides spell check features in the Work Experience and Additional Information sections of your online application. Be sure to check for misspelled words.
Review: Spend time completing your application in a thorough and professional manner. Rushing through the steps of the process may eliminate you or cause you to be less competitive.

Complete All Required Fields: Fields designated with (*) are required fields. 
DO NOT use the back arrow on your internet browser: Using the back arrow may cause your information to be lost. 
SAVE Frequently: Make sure you periodically save your information to avoid losing information you have entered. Save your work at least every 15 minutes.
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