Cach NOop Pon Xin Viéc Lam Trong Chinh Quyén Thanh
Pho Trén Mang Truc Tuyén

TS thong tin nay giai thich vé cac budc lién quan téi thua tuc ngp don xin viéc cho
Chinh Quyén Thanh Pho trén mang truc tuyén. Pia chi trang web cua Trung tam
Viéc Lam (Career Center) la:

http:/ /www.seattle.gov/personnel/employment

Bat Pau: Bdn Budc
Dé& ndp don xin viéc cho Chinh Quyén Thanh Phd, hdy lam theo bdn budc sau day:
1. Thiét Lap Truong Muc - trong dé cé thong tin ca nhan va dia chi lién lac cua ban
2. Dién va Luu Lai Bdon Xin - lam viéc nay trudc va luu lai vao hé théng
3. Xem Céac Thdng Bdo Tuyén Nhan Vién cho Chinh Quyén Thanh Ph& - xem cac cdng
viéc hién cé cua Thanh Pho
4. NOp Ban Xin Viéc - n6p ddn xin ma ban da luu lai

Budc 1: Lap Ho Sd/Truong Muc Ngudi Xin Viéc

Budc dau tién la Lap HO6 Sd/Truong Muc Ngudi Xin Viéc, trong dé cé ghi dia chi lién lac

clia ban. Pay 1a noi ban |ap mat khdu va cho biét ban cb phai l1a duong don bén ngoai hay

la nhan vién cua Thanh Phd Seattle (City of Seattle).

Sau day la mét sd 18i khuyén dé giap ban 1ap Truong Muc Xin Viéc:

e MAat khau: Mat khdu clia ban phai ¢ it nhit 8 ky tu

e NGt Luu Lai va Tiép Tuc: Bam nut SAVE AND CONTINUE khong 10 tdi 15 phut mot [an
dé Iuu lai thdng tin chia ban trong qua trinh 1&p. Viéc nay gilp ban trdnh bi day ra khoi
hé thdng do hét gid sir dung. (Hé thdng sé ddy ban ra ngoai sau 30 phut khéng sir
dung).

e NGt Luu Lai: NGt LUU LAI sé& Iuu lai phan ban dang lam VA dua ban trd lai Trang Chu.

e Hudéng DAn Tirng Budc: Di chuyén con trd t&i 2l d& xem phan hudng dan TUNG BUOC
khi ban thuc hién.

Sau khi ban Luu Lai H6 S@ cua minh, Hé Thdng sé dua ban trg lai Truodng Muc cua ban, co
nghia la Trang Cha Ca Nhan cda ban. Trang nay luu gilt dia chi lién lac, don xin viéc, va
danh sach moi cong viéc ma ban da nop daon xin.

Budc 2: Soan Trudc Don Xin Viéc “"Chinh”

L4p dan xin viéc “chinh” trudc va luu gilt trong Truong Muc/Trang Chu cta ban dé& ndp dan
Xin vao cac vi tri trong Chinh Quyén Thanh Ph4. Trung Tam Viéc Lam (Career Center) sé
luu gilr téi 5 dan xin trén Trang Chua cua ban.

D& tao dan xin viéc Chinh, hdy b&m vao nit CREATE AN APPLICATION. D3t tén cho don
xin d6 (d€ sau nay ban cé thé nhan dién dugc) va nhdp vao cac thdng tin:

e Kinh Nghiém Lam Viéc

e Trinh D6 Nang Luc va Cac Ky Nang
e HocVan

e Cac Gidy Phép va Ching Chi

e Cac thong tin lién quan khac vé ban



« Thdng Tin Nhan Khau
Nhé bam nat SAVE AND CONTINUE khi ban soan don xin viéc!

Két ti€p, sao chép va dan Ban Sc Yéu Ly Lich va Thu Gidi Thiéu Chi Cé Chir. Sau khi
ban d3 nhép thdng tin nay vao, b&m nit SAVE dé luu lai vao Trang Chu cua ban.

XIN LUU Y: Itc nay, ban méi chi LUU LAI ddn xin vao Trang Chu cua ban;
ban van chua guri don xin viéc di.

Budc 3: Xem Cac Théng Bio Tuyén Nhén Vién

Dé xem céac cd hdi hién tai cia Chinh Quyén Thanh Ph&, b&m vao phidn VIEW POSTINGS
va xem qua cac cdng viéc hién dang tuyén nhan vién. D€ md mot théng bdo tuyén nhan
vién, hay bam dup vao tiéu dé coéng viéc.

Budc 4: NOop Pan Xin Viéc
NOp DBan Xin Viéc:
e Bam nut APPLY & cudi trang.

e Sau dd, bAm nut Down Arrow & bén canh 6 Select One va chon don xin ma ban
muodn s dung (néu ban cé han mot don xin). Doc hét phan ndi dung chit trong 6
Preview.

e Dixudng va dién Ban Cau Hoi & dudi (n€u thich hgp), Thong Tin Gigi Thiéu (khong
bat budc) va xac nhén rédng ban d& doc cac diéu kién viéc lam.

Bam nut SUBMIT. MOt 6 thong bao sé hién 1én véi noi dung:
e Ban sdp gui di don xin
e Ban sé nhan dudgc thu xac nhan truc tuyén

e Va don xin cta ban sé xuat hién trong phan Submission History (Qua Trinh Nop
ban)

B&m nut OK dé hoan tat thd tuc gui don xin. Ban s& nhan dugc thu dién ti xac nhan viéc
chdng toi da nhan dudc don xin cua ban.
Xin chic mung! Ban da hoan thanh thua tuc va da nop don xin viéc.

Trang Chu cta ban s& xudt hién va don xin cua ban s& dugc ghi trong muc
APPLICATIONS YOU HAVE SUBMITTED (CAC bON XIN MA QUY VI bA NOP).

Cac Pia Piém Cung Cap Internet Mién Phi
pé thuan tién cho quy vi, Thanh Phé Seattle cung cdp cac dudng lién két téi cac dia chi e-
mail mién phi. Chang téi hoan toan khong xac nhan hay ggi y vé cac trang web nay.

o Bigfoot

e Hotmail

e GMail

e Yahoo Mail

e "Top Twelve Free E-Mail Services" - A Review




Pcon Xin Bang Vin Ban

N&u mudn, ban c6 thé ndp don xin viéc bdng van ban. Hay tdi 18y va ndp don xin viéc bang
van ban trén tang lau 54 cua Seattle Municipal Tower tai 700 5th Avenue khu trung tdm
Seattle, hoac gui don xin viéc cla ban qua dudng buu dién tdéi dia chi City of Seattle
Personnel Department, PO Box 34028, Seattle, WA 98124-4028.



