Recruiting Search for Jobs and Apply: External Candidate

Search for Jobs and Apply: External Candidate

This job aid will provide step by step instructions on how to search for and apply to a position as
an external candidate.

Step 1: View the State of Oregon jobs page by going to https://www.oregon.gov/jobs/Pages/index.aspx.
Under Careers with the state, select Look for jobs — external applicants.
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Careers with the state

Look for jobs - external applicants

» Benefits with state employment

* \eterans' Preference in Hiring

Step 2: There are multiple ways to search for jobs. Use the search bar at the top of the page (1), use the
search parameters listed on the left hand side of the page (2), or scroll through the postings list (3).

Search for Jobs

| 1 search | Search

Current Search 9342 Results
Clear All Human Services Specialist 1 - Operations Support - Bilingual English/Spanish
REQ-40806 | SSP D8 Jackson Medford Unit A-DHS | Medford | DHS | Market Street | Medford | DHS | Market
" Street | Human Services Specialist | Permanent | Posted 3 Days Age
Distance

Within Field Services Manager
REQ-38548 | Customer Service and Support 1- AQOIS-0HA | Salem| OHA | Fairview Industrial Drive 3990

lect one v
eeeton Salem | OHA | Fairview Industrial Drive 3990 Principal Executive/Manager | Permanent | Posted 3 Days Ago
of
postal code Program Assistant
REQ-40450 | Licensing-MHRA | Salem|MHRA | Salem|MHRA | Office Specialist | Permanent | Posted 3
> Company Days Ago
Office Specialist 2- After Hours Support Wednesday through Saturday, 9am to 8pm
> - REQ-40791 CW District 02 After Hours Unit B - DHS Portland | DHS | East Burnside - Gateway CW Portland |
JOb Famlly DHS | East Burnside - Gateway CW | Office Specialist | Permanent | Posted 3 Days Ago

Office Specialist 2
> Full/Part-time REQ-40785 | CW District 02 Multnomah Support-DHS | Gresham | DHS | Division | Gresham | DHS | Division
Office Specialist | Permanent | Posted 3 Days Ago

@ Worker T Principal Executive/Manager C-Screening Supervisor Wednesday to Saturday 10 PM -9 AM
orker lype (4/10%)

REQ-40786 | CW OR Child Abuse Hotline (ORCAH) Team 2-DHS | Portland | DHS | 78th Court | Portland | DHS |
78th Court | Principal Executive/Manager | Permanent | Posted 3 Days Ago
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https://www.oregon.gov/jobs/Pages/index.aspx

Recruiting

Step 3: To view the job posting details, click on the job posting title. This will open the complete job

posting for you to review.

L*Ei.”‘- ynities

Fiscal Analyst 2 (Office of Developmental Disabilities Services Fiscal Analyst) Salem

Initisl Prosting Date
Application Deadline:

Agency

Department of Human Services
Salary Range:

Position Type

Empioyen

Poadtion Tith:

Fiseal Ansiyat

o DHEsCription:

We want you to join our team!

About Us

Tip: If you right click and select See in New
Tab, when you are done viewing the job
posting you can close the second window
and resume searching from where you left
off.

Step 4: When you identify a position you'd like to apply to, click Apply.

Fiscal Analyst 2 (Office

Salem [ Summer Street - DHS

Step 5: The system will prompt you to Sign In or Create Account. If you do not already have a
Workday account, click Create Account and follow the steps to create an account.

Sign In

Email Addres ‘

Forgot Password

Create Account

Create Account

Password must include:

An uppercase character.
Alowercase character.

An alphabetic character.

A minimum of 8 characters.
A numeric character.

A special character.

Email Address

Sign In Forgot Password
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Recruiting

Step 6: On the Quick Apply screen, click Select Files to upload your resume or curriculum vitae (CV), or
drag and Drop the file. Click Next.

If you do not have a resume or CV, click Next to manually complete your application. You will
need to manually complete the following steps, they will not pre-populate.

Quick Apply

By using the resume parsing feature the information from the resume you attached will be parsed
nto the en-line application. Please review your application and the information that was parsed from
your resume before submitting.

Upload either DOC, DOCX, HTML, PDF, or TXT file types (5SMB max)

Drop file here

Select files

Step 7: Information from your resume or CV will populate into the fields on the My Information screen.
Insert information into any remaining fields notated by a red asterisk (*). Click Next to continue.

My Information

Legal Name

Step 8: On the My Experience screen, the experience from your resume or CV will pre-populate. You
will want to review this information for accuracy. Additionally, you can upload additional supporting
documents, such as a cover letter, in the Resume/CV field near the bottom of the screen. Click Next to

continue.

My Experience

Work Experience

Add

Education
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Recruiting

Step 9: On the Application Questions screen, answer all questions notated by a red asterisk (*). Click

Next to continue.

Application Questions

select one

wirkday

© 2018 Workday, Inc. All rights reserved.

Back

Step 10: On the Voluntary Disclosures screen, read the Voluntary Disclosures and answer all questions.
Questions notated by a red asterisk (*) are required. Review the Terms and Conditions and click the

checkbox. Click Next.

Fleaeisr chsriof yomst #TariTy *

Pt mtans miurthes you ibintify s Minganes o Lating

g yoad & Wetwran?

Terma and Condithons

¥ou, | hawe read and conaent to the terma end condiSiona &

]
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Recruiting

Step 11: Review the application. You can utilize the Back button to review any previous screens and the
Next button to move forward. When you are ready to submit, click Submit to continue.

Review

My Information

Name

Step 12: You will receive notification that your application has been successfully submitted, and that
there are additional tasks that require your attention.

Congratulations!

Thete we 148 made taghs that sequite yosar sinention, Cloge this mepsgs J

Vo Exaphi e pio Tadhis

Step 13: When you close the Congratulations message, an additional task will be on your screen to
complete. Please review the question, select your answer, and click OK.

Federal reporting reguiations currentty limit respanses o two options (Male or Female). However, the state of Oregon recognizes non-binary gender identities and provides an additional option

nader pender identity

@

Gender ldentity
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Recruiting

Step 14: Once you close the Thank you! message, an additional task will be on your screen to
complete. Please review the question, select your answer, and click OK.

Thie State of Oregon is subject to the Public Recods Law. Your spplication will be treated as confidential o the extent alkwwable by v, Shoald 5 request be made for sl or part of your
application 1o be disclosed, please indicate how you would respond. FLEASE NOTE: YOLIR ANSWER TO THE QUESTION 15 ROT VISIBLE IN THE SELECTION PROCESS AND WILL ONLY BE
REVIEWED SHOULD A PUBLIC RECORDS REQUEST EE RECEIVED. THE STATE OF OREGON HAS NO PREFERENCE WHETHER YOU REQUEST OR DECLINE CONFIDEMTLALITY.

oct e ,]

Step 15: When completed, your candidate profile will reflect that you have completed these tasks.

Your Tasks

' Please Respond to the Required Confidential Public Records Questionnaire
Status: Step Completed

! Gender ldentity
Status: Step Completed

= Once the job posting closes, you will no longer have access to view it. Click
: View Job Posting and print a copy for reference if you’d like to be able to refer
back to the posting and Contact Information.
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Recruiting

Veterans requesting Veteran’s Preference Points

If you requested Veteran’s Preference Points for the first time, or requested a change in the
number of points — you may receive the additional task(s) below. This task is not immediately
assigned to you and will only come up if initiated by the Recruiter.

Step 1: Once a Recruiter verifies that points have not already been awarded, or that you are requesting
a change in the number of points — the following task will appear in your candidate profile. To complete
the task, click the task name.

Your Tasks

Flease Indicate L5, Veteran Status
Status: Awaiting Action

Gender ldentity
Status: Step Completed

Flease Respond to the Reguired Confidential Public Records Questionnaire
Status: Step Completed

Step 2: In the drop down, indicate the number of points you are requesting. Drop your supporting files or
use the Select files button to attach the required documents (as indicated in the task).

If you are a Veteran of the United States Armed Ferces you are eligible to apply for veterans' preference points. If you would like o apply please indicate whether you would like to be
considered for either a 5 point veteran*® or a 10 point disabled veteran**. If you are not a Veteran of the United States Armed Forces please select | am not a Veteran'

Applicants are eligible to use veterans' preference when applying with the State of Oregon in accordance with ORS 408.225, 408.230, and 408.235; 0AR 105-040-0010 and 105- 040-0015. For
information regarding the qualifications and information to help you describe your transferable skills please visit: http://www.oregon.gov/jobs/Pages/Vet-resources.aspx

*To receive credit as a 5 point veteran you must attach below: a copy of your DD214/DD215 form; or a letter from the US Dept of Veterans' Affairs indicating you receive a non-service
connected pension.

**To receive credit as a 10 point disabled veteran you must attach below: a copy of your DD214/DD215 form; and a copy of your veterans’ disability preference letter from the Dept. of
Veterans' Affairs.

For additional information on veterans' preference eligibility, including definition of the terms "veteran” and "disabled veteran,” contact the Oregon Dept. of Veterans' Affairs at 1-800-692-9666.

Please indicate your U.S. Veteran status *

Yes, | qualify as a 10 Point Veter..

ropriate documentation to determine eligibility for Veterans' Preference

0

| am not a Veteran

Yes, | qualify as a 5 Point Veteran

Yes, | qualify as a 10 Point Veteran

Drop files here
| do not wish to self-identify

or
Yes, but | do not wish to claim

Veterans' Preference Points

Select files
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Recruiting Search for Jobs and Apply: External Candidate

Once you have uploaded your documents — this is what your screen will look like. When complete, click
Ok.

Please indicate your U.S. Veteran status #

‘Yes, | qualify as a 10 Point Veter..

Please attach the appropriate documentation to determine eligibility for Veterans' Preference
Points, if applicable. *

@ Veteran Documents.docx
Upload

wiorkday,

© 2020 Workday, Inc. All rights reserved

“ Cancel

Step 3: You will receive notification that the task is complete.

=

Thank you!

This task is complete.
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