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Introduction to the Online Employment System

Applying for a City job is quick and easy! You need to complete three steps in
advance.

1. Set Up your Applicant Account/Profile
2. Complete an application

3. Submit your application in response to a City job posting

This Guide will walk you through each step of the way!

Getting Started: Set Up Your Applicant Account/Profile

From your Home Computer, go to www.seattle.gov to access the City of Seattle Homepage. Click the

Find a Job link on the left.

|SEJ\TTLE.GUV ‘ City Services ‘ Departments | Staff Directory |

\J About Seattle.gov | City Contacts | Site Map ‘

. L _L'é‘\_‘-_‘ l ,.E-q@@v

—
'{W"

SEARCH:| Go|

@ CITY SERVICES

Environment Government Public Safety Transportation

| I S ﬁl + Online Services
| (e.g. garbage collection, parking ticket,

! Find a City Service

. building permits, abandoned vehicle)
Most Requested Services
Most Requested Services

Find a Job ——

Find a Job

Building Permits
Garbage and Recycling Collecticn

= Complaints?
j 684-CITY

v| Service you can cosnt on

_ ¥ Web Sita.
* Services Ato Z

s News

Utilities

Visiting

MAYOR GREG NICKELS

Mavor L aunches Seattle Climate

Action Now

—

Questions and/or

A

& website
[ Contact Us

£ News

(206) 684-2489
TTY (206) 615-0476

Photo: Smith Tower, Downtown Seattle

@ MY NEIGHBORHOOD MAP

{ ® NEWS ROOM

SEATTLE CITY COUNCIL

Council Passes Palice
Accountability Measure

#

This link will take you to The

‘SEATTLE Gov | City Services ‘ Departments ‘ Staff Directory |

\J About Seattle.gov | City Contacts ‘

Career Center. From here,
you can start the process by

@WAWE GOV

Greg Nickels, Mayor

SEARCH: Go|

i Seattle.gov  This Department

[(tJ About Us | £ Contact Us

Buildir

setting up your Applicant
Account and Profile.

Ho v/'to"Apply

The Career Center page provides
you with a wealth of information.

How to Apply Online

Frequently Asked
QUICK TIP: Questions
- - Resume and Cover
Click the New To Our Site and Letter Tips

How to Apply Online links for
tips and useful information before
you begin.

‘Additional Employmentiinio

Fire and Palice Exams

Temporary
Employment

Work Study
Internships
Apprenticeships

g Your Career and Your Community

On-Line Employment Application System
Survey

We would like to thank those who recently participated in the
Personnel Department's new On-Line Employment Application
System survey. We will be incorparating your feedback into our
plans to improve our system with the goal of an enhanced and
user friendly system.

Click the Create an Account or Login link on the Career Center page.

City of Seattle Persannel Department |

Supernsies |

Passwords:
Passwaords must
have a minimum of
8 characters. For
more password
information,
including how to
retrieve a forgotten
passwaord, click
Erequently Asked
Questions on the
left.

Police Officer
seattlepolicejobs.com
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Click Create an Account

Career Center il | (i About e | (2 Comuet i

Buliding Your Career and Your Community Ciy of Seaitio Personncl Department. |
o 0 be ortunity Lmployer and a Drug | ree Workplace
s Sign in

n Asemunt. hck the hnk

¥ create an Account
Ta apoly far o Joi. you must first G CREATE AN ACTTUNT.
Ta Craate ar balun
Create an Account

bar your aomail nddrans. satswand and slick "Sign 12" balse

srenars Meta: Passrurds are Case Sansiive

Firgod rous siresn mime o paivai? Sk RATE 1o satad your pusewend

To Create Your Profile, enter
your contact information in the s et & s AT st o

spaces provided. -\ ? e

. stHome | [i]AboutUs | (9 Contact Us
Here are some helpful hints nasn |

sansian active snd will rasat the timeout to Ters.

. . Building Your Career and Your Community City of Seattle Personnel Department
When Creatl n g You r P rOfI Ie - The City of Seattle is proud to be an Equal Opportunity Employer and a Drug Free Workplace
|View Openings Sign In |

Create Profile

Reminder: Tha system will log you out after 30 minutes of inactivity.
Click the "Save" button to reset the timeout to zero save | cancel |

TIPS: Move your cursor over _?I for the STEP-BY-STEP instructions in each section for instructions on = specific field.
If you forget to enter information in & required field, the system will remind you when you click SAVE.

2l personal Information

First Name IJEHE—
If you are not sure what to Middle Name —

Last Name Do

enter in the spaces, roll your | o neme T

cursor over the %

= Enter your street address, city, state, and zip code. Choose home, office, or
2| Address Information i
cell/other from the drop-down list.

Address Line 1 |1573 15th Ave
Address Line 2 I

. City Seattle

A pop-up box with = z

. . . ./ zip Code [se122 (99999 or 99993-9999)
instructions will appear — o 5

_?I Primary Email ll Secondary Email
Email Address [eniegiriz@yahoa.cam Email Address 1

If you are NOT a former verify [miegizayanas com verify ——
City employee, your = [Fom= =] Contact Type FEra—

Profile W|" Iook I|ke _?IPrimary Email _?ISecundary Email

Email Address [erizari@yahos.cam | Email Address 1
the example. = _

Verify [=riegr@yanon.com Verify
Contact Type [Fome= -1 Contact Type Home -1

If you ARE a former City T P ———
employee, see next page Prafared Contact Method  [ematl =]

[V Chack this box if you want to ba considarad sligible for positions other than those to which you've applied

_?I City Employment Information
Are you a City Employee?

 Yac
& No
) i Are you a former City of Seattle employee?
Create a Password with a £ ves
minimum of 8 characters. o
[ > ll Create Password (Your email address wi 101 |
e e *‘E*E”S‘cl For a safe, bulletproof password, mix up numbers & symbols
Click the Terms and = [reverecs

Verify |........

Terms and Conditions of Use
7

Conditions box and
then click SAVE.

¥ I have read and accept the Terms and Conditions of Use

Click "Save". The system will return to your Homepage. NEXT STEP: On your Homepage, go to "Your
Online Applications” and click "Create and Application”

Seattle.gov! Services | Departments | Staf ctory | Mayor | City Council
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If you ARE a Former City Employee, click “Yes” after “Are you a former City of
Seattle employee?” and enter your Employment Dates

_?I City Employment Information
Are you a City Employee?

” Yes
* N
Are you a former City of Seattle employee?
¥ yeg
i Na
Employment Dates————————

CEm | March =l |1o37
= |october 2| [2001

AND

If you remember your
Employee ID, enter here *—

Employee ID (If known)
’I;rnplcu',ree 1D I

Hawve you ever been dismissed for disciplinary reasons by the City of Seattle?
i~ ves
= No

Congratulations! You now have an Account in the system.

After you click SAVE, the system returns you to the Login Page where you can
now login.

After you Login, your NEXT STEP is to Create an Application.

Page 3 Revised July 16, 2008



A Guidebook for External Applicants: How to Use the City of Seattle Online Employment System (c)]

Loqgging Into the System

Now that you have an Account, you can Log into the System.

Enter your E-Mail and your Password. Click Sign In.

Career Center ﬂ}ﬂoma | [i] About Us l [ Contact Us
Building Your Career and Your Community City of Seattle Personnel Department
The City of Seattle is proud to be an Equal Opportunity Employer and a Drug Free Workplace
|\.‘iew Openings Sign In |

¥ Create an Account

To apply for a job, you must first CREATE AN ACCOUNT.
To Create an Account, click the link balow.

Create an Account

? Login
Emazil Address: Ijaniegir|2@',rahoo.|:0m
Password: Il""l“ Mote: Passwords are Case Sensitive

Forgot your screen name or password? Click here to reset your password.

Please Note: 30 Minute Timeout

For security purposes, the system will log you out after 20 minutes of inactivity. To prevent
this from happening, click a button to process data such as "Sawve". This will keep your
session active and will reset the timeout to zero.

The next time you want to Login, click the Create Account or Log In link on the left side

of the Career Center page.

lob Ooenings

(0) Create Account o
Log In @

Mew To Qur Site?

How to Apply Online

Frequently Asked
Questions
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Applicant Homepage and Account Information

When you login, your Applicant Homepage and Account Information page opens. At this
stage, the page will look like the screen shot below.

The page is divided into 3 parts:

Career Center ytHome | [i] About Us I [ Contact Us

Building Your Career and Your Community City of Seattle Personnel Department

The City of Seattle is proud to be an Equal Opportunity Employer and a Drug Free Workplace

Welcome: Janie Girl

View Openings Account Management

Sign Out

‘Applicant Homepage & Account Information

1. Applicant Profile o,
(You just completed this)

2.Your Online

>

Applications

3. Applications You e—

zl Applicant Profile - General account information _Update |

Name
Doe, Jane

Mailing Address
1678 15th Ave Seattle, WA 58122 Mo

¥ Chack this box if you want to be consider=d aligi

Primary Email
janiegirl2@yahoo.com

Former City Employee

No

herthan thoee tovhichvs 0 Ve applied

eligible for positions ot

Primary Telephone
(206)323-4070

Current City Employee

_?I Your Online Applications - Create and save up to 5 applications

Title

Last Updats

Create an Application

| Edit|  Remove

_?I Applications You Have Submitted - List of jobs you applied to

Have Submitted

Position Title 'Job Posting | Date Applied| Position Status \ Withdrawal |Delste

The next step is to
Create an Application
to store in the system.

Create an Application — Your Online Application

This system allows you to create up to 5 Different Applications to use when applying for
jobs. Give each application a Title or Name so you can identify one from another.

To create your first Application, click the Create an Application button in the Your
Online Applications section. ?

_?IYDUI' Online Applications - Create and save up to 5 applications

Title Last Update

The Application
Page will open.

v

I Create an Application E !E'ﬂ:l Remowve I

Revised July 16, 2008
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Application Page
Here’s some important information before you start your Application!

30 Minute Timeout
» For security purposes, the system will log you out after 30 minutes of
inactivity. Inactivity means you haven’t SAVED your work (processed data).

» To prevent this from happening, click either the “Save and Keep Working" or
"Save and Exit" button to process data. This will reset the timer and keep your
session active.

Difference Between “Save and Keep Working” and “Save and Exit” Buttons

Online Application

REMINDER: The system will log you out after 30 minutes of inactivity. Click the "Save and Keep Working" button to reset the timeout.

Save And Keep Working | Save and Exit | Cancel | ‘

= “Save and Keep Working” — Click this button when you want to save what you’'ve
entered so far but keep working on the same page. Clicking this button will save
your work AND will reset the 30 minute timeout back to zero.

= “Save and Exit” — Click this button when you are finished with your application,
want to save your work and return you to your Homepage. When you click “Save
and Exit”, the system will return to your Homepage.

The next several pages will cover each step in completing your Application.

Step 1: Name the Application

It’s a good idea to call the first Application “Primary” so you can identify it later as
your generic — or first — application.

After you complete the Primary Application, you can add additional Applications that
are tailored to specific job types or skills.

Please note that naming the application is required. If you create more than one
application, you can distinguish one from the other by their names.

ﬂ General Application Information - Application description l View/Print |
Application Title IPrirnar',r *Required I I

|

The View/Print button allows you to view your Application in its entirety and to print it
for your records.
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Step 2: Personal Information

Read over your contact information and data to make sure everything is correct. If you
need to make changes, click the Modify Your Account Profile link.

_?I Personal Information - This section is required. If this information is not correcll modify your account profile.

Name Doe Jane
[Last Name) [First Name) [Middle Mame)
Address 1678 15th Ave Seattle WA 28122
[Street Address) [City) [State) [Zip Code)
Primary Phone (206)323-4070 Secondary Phone
[Area Code and Number) [Area Code and Number - Optional)
Primary Email Address Jjaniegirl2@yahoo.com Secondary Email Addreszs
Are you currently a Regular or Temporary employee of the City of Seattle? (Yes or No) No
If Mo, were you formerly a regular employee of the City of Seattla? (Yes or No) No

If Yes, please answer the following 2 questions:

Check these 1. Dates Employed  From To OR Employes ol

box(es) if you
are interested in
Tempo rary or e—» [~ Would you be interested in and available for temporary work?
Part-Time work ™ Would you be interested in and available for Part Time work?

2. Have you ever been dismissed for disciplinary reasons by the City of Seattle? (Yes or Mo)

Step 3: Work Experience

Click the Add Work Experience button to expand the fields.

[ ]
_?I Work Experience - Provide a|l requested information for your current and previous jobs

Employer Information | Employment Details Delete

Save And Keep Working Add Work Experience

Begin to enter information in the blank fields. A few tips:

TIP #1: Do not add an End Date to your current job and no need to add text in Reason
for Departure.

Tip #2: There is no character limit in the Job Duties field. Within reason, you can add
as much detail as you need to describe your job duties.

_?I Work Experience - Provide all requested infermation for your current and previous jobs

Employer Information | Employment Details | Delete

Company Name IEtarbu:ks Job Title IAdministrative Suppor X

From IApril = | |2002 Jab Duties SPECIAL ASSIGNMENT: &
Iﬁ l_ Selected to work as

To Present hd primary support person

City IEeattle to Division Director for ;I

State WA - Reason for Departure ;I

[ |

Add Work Experience "~ I

To continue adding previous jobs, click the Add Work Experience button. The next
page shows a complete Work Experience section
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_?I Work Experience - Provide all requested information for your current and previous jobs

Employer Information | Employment Details | Delete

Company Name IStEI’bUEl-G Jab Title IAdministrative Suppor X

From IApriI =] |2002 Job Duties SPECIAL ASSIGNMENT: =
lﬁ I— Selected to work as

To Present s primary support person

City Seottle to Division Director for LI

State WA -

Reason for Departure

B

Company Name ICIT‘I" OF CASCADE P4 Job Title IkDMINISTRATIVE SPEI >(

From IApriI =] |1.999 Job Duties PRIMARY SUPPORT:
Provided primary

To I‘]"”-'E jv I2002 clerical support to the

L L

City Cascade City Planning
State WA - Reason for Departure Felocated to Seattle

K1

Company Name IDE\"JEY, CHEATHAM, B Job Title IEKECUTIVE SECRETAR. >(
From IAugust =] |1.99? Job Duties TAX CONTROL

E DOCUMENT FLOW
To IAF”"I j' I]_ggg Served as Executive
City Las Vegas Secretary in charge of

State NV - Reason for Departure Moved to Washington

3 K8 W

K1

Save And Kesp Working ] Add Werk Experien: o |

HOT TIP: Remember to click the “Save and Keep Working” button as you go along to
reset the 30 minute timeout!

Step 4: Add Qualifications/Skills

Click the Add Qualificaticzns/SkiIIs button to expand.

_?I Qualifications/Skills - Include zll of the information requested regarding your qualifications/=skills
Skill | Experience |

Save And Keep Working Add Qualification fSkill I

Enter as many Qualifications/Skills that are relative to the position.

_?I Qualifications/Skills - Include all of the information requested regarding your qualifications/skills
Skill | Experience | Last Used Delete

IIntermediate Level in Access Im Im b4
ISupervisor‘,r Skills Im Im X
|E>cpert in Word, Excel, PowerPoint Im m b4
IDatabase Management m m X
IOrganizational Skills Im m b4

Save And Keep Working I Add Qualification/ Skill |

Page 8 Revised July 16, 2008
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Step 5: Add Education
Click the Add Education button to expand.
| State

bvide all requested information for each institution
Degree | Graduation City
> I Add Education | I

| Major |

| Delete

2l Education - P
Institution Namsg

Enter the Schools you have attended, Major(s) and Degree(s)
_?I Education - Provide all requested information for each institution
Institution Name| Major | Degree | Graduation | City | State | Delete
IBusiness IA.A IYes ;I ISeattle IWA ;I X
|s=attle XTI | X

INorth Seattle

IBS I Currantly Attending = |
A
I Add Education I

Currently Attending
Select One

NEW! This system allows you to list
school you are currently attending. Yas
Mo

IJniversit',r of W IBusiness Admr

Step 6: Licenses/Certifications
Click the Add License/Certification button
Delete

®
_?I Licensgs/ Certifications - Identify licenses and certifications you have related to this position
Date Issued
Add License [ Certification |

Save And Keep Working

Name

| Delete

Enter any Licenses or Certifications you have

_?I Licenses/ Certifications - Identify licenses and certifications you have related to this position

Name | Date Issued

IExecutive Secretary Certificate IJune vi |1985 X
Sawve And Keep Working Add License fCertification I

Step 7: Relevant Information
This is where you can add more information about specific skills and abilities you have

that relate to the position you are applying for.

_?I Relevant Information - Include any relevant information for the purpose of this application
I have extensive experience researching and compiling infoermation and working on special projects. I have strong skills in ;I

astablishing or revising procedures; training new HR. support staff; and coordinating or supervising varied phases of
| -

administrative HR work.

Revised July 16, 2008
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Step 8: Demographic Information (Optional)

This section is Optional. You can enter Gender and Ethnicity Information in this
section.

_?I Demographic Information - Please selact ONE from each category

Gender Information (Optional) Ethnicity Information (Optional)
i Male " Wwhite (not of Hispanic Origin)
¥ Female ™ Black or African American {not of Hispanic Crigin)
8 Unspecified 8 Hispanic or Latino
" Asian

" American Indian or Alaska Native
" Native Hawaiian or Other Pacific Islander
& Two or More Races

i Unspecified

Step 9: Copy and Paste Cover Letter

Hot Tip! Draft and save your Cover Letter in Word. Why? Because Online

Systems do not have Spell Check. Also, you will have quick and easy access to your
letter. The Cover Letter should be in Plain Text and not heavily formatted.

Copy and paste your Cover Letter in the blank field. For a Preview of your Cover
Letter, click Save and Keep Working and then the View/Print button on the right.

S
_?I Cover Letter - Paste your Cover Letter in the provided editor View [ Print |
Jane Doe Y

Home FPhaone
Wark Phone

RE: Personnel Department-20

I am writing in reference to the Administrative Specialist II Personnel Department 20 position. I believe my technical
expertise and interpersonal skills position me to be a strong candidate for the position.

A= my resume demonstrates, I have over 11 years experience that includes supervisory responsibility. I am proficient in
Office 2007 Applications such as, Word, Excel, PowerPoint, Access, and Publisher. Throughout my 11-year career, I have
consistently demonstrated:

COMMUNICATIONS AND WRITING SKILLS, such as:
*Drafting and producing letters, memaos, reports, and resource guides.
*Drafting procedures manuals and help tips LI

Hot Tip! Remember to EDIT YOUR COVER LETTER every time you apply for a NEW
job so you submit the CORRECT LETTER for the position.

Page 10 Revised July 16, 2008
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Step 10: Copy and Paste Resume

Hot Tip! Draft and save your Resume in Word. Why? Because Online Systems

do not have Spell Check. Also, you will have quick and easy access to your Resume.
The Resume should be in Plain Text and not heavily formatted.

Copy and paste your Resume in the blank field. For a Preview of your Resume, click
Save and Keep Working and then the View/Print button on the right.

| Resume - past= your Resume in the provided editor View/Print |
Content
Jane Doe -
Home Phone Wark Phone E-Mazil Address
SUMMARY OF QUALIFICATIONS AND EXPERTISE

Detail Oriented. 18 years Administrative Experience. Record Kesping. Databzse Management.
Customer Service. Multiple Events Scheduling. Desktop Publishing. Well-Organized and Dependsble. Webpage Managem:

COMPUTER. SKILLS
Microsoft Word ¥P. Microsoft Access XP. Microsoft Publisher ¥P. Microsoft Excel XP. Microsoft Front Page XP. Microsoft Pow

CAREER HISTORY

Administrative Specialist 11, City of Seattle Personnel Department

June 19359 - to present, Seattle, Washington -
4| | »

Step 11: Click the SAVE and EXIT Button
The last step is Saving the Application. Click the SAVE and EXIT button.

Save As New I Save and Keep Working Save and Exit Cancel I

A window will appear stating that you’ve successfully saved your application. When you
click OK, the system will go back to your Homepage.

Microsoft Internet Explorer x|

Your application has been successfully saved. You will now be returned to your homepage. If you
. wish to apply for a job now, click on View Openings, go to that job, and click on the Apply button.

oK

Now that you have saved an Application to the system, you can copy it in order to
create and edit a 2" application to store in the system by clicking the SAVE AS NEW
button.

Page 11 Revised July 16, 2008



A Guidebook for External Applicants: How to Use the City of Seattle Online Employment System (c.

D

Save as New

This feature allows you to save a duplicate of your Application, edit and make changes,
and then rename it.

From your Homepage (the Account Management tab), click your Application once
to select it and then click EDIT. Your Application will open.

_?I Your Online Applications - Create and save up to 5 applications
Title Last Update
Primary [ 7/15/2008
by
Create an Application EditI Remove I

Enter the changes to the Application. In this example, the Cover Letter has
been edited for an Accounting Tech 11 position.

_?ICDVEr Letter - Paste your Cover Letter in the provided editor View/Print I

Jane Doe -

I am writing in reference to the Accounting Tech II Personnel Department-51 position. I believe my technical expertise and
interpersonal skills pesition me to be a strong candidate for the position.

As my resume demonstrates, [ have over 15 years experience that includes supervisory responsibility. I am proficient in Office
¥P Applications such as, Waord, Excel, PowerPoint, Access, and Publisher. Throughout my 15-year career, I have consistently
demonstrated:

ACCOUNTING, such as:

* Process invoices for payment and reviews and audits invoices to ensure accuracy of prices and entries.
* Prepare payroll/personnel documents and updates files to ensure proper and accurate employee, salary, and benefits
information i.e.. cut-of-class pay, salary rates, fringe benefits, vacations and deductions.

* Post accounts receivable and accounts payable. Verifies and balances all journal and ledger entries. Reconciles ladger "I
transartinns and disrrenanries.

Click the Save as New button at the bottom of the page.

Save As New I\J Save and Keep Working I Save and Exit I Cancel I |
1+

You'll see the pop-up stating your Application was successfully saved. Click OK.

Microsoft Internet Explorer x|

' Your application has been successfully saved, You will now be returned to your homepage, If you wish to apply for a
L3 job now, dick on View Openings, go to that job, and dick on the Apply button.
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The Copy will appear in the Your Online Applications box. Click once to select and

then click the Edit button.

2l your online Applications - Create and save up to 5 applications
Title | Last Update
Primary 7/15/2008
Copy of Primary N 7/15/2008
Create an Application Edit I Remowve I

The Application will open and the Title will state Copy of [title].

Application Title ICop',r of Primary *Required

2l General Application Information - Application description View [ Print |

Change the Title

Application Title IA:Eounting Tech II *Required

_?I General Application Information - Application description View,/Print I

Click Save and Exit at the bottom of the page.

‘ Save As New | Save and Keep Working II Sawve and Exit [\l
L

Cancel I ‘

|

You'll see the pop-up stating your Application was successfully saved

Microsoft Internet Explorer

!T Your application has been successfully saved. You will now be returned to your homepage. If you wish to apply for a
L

job now, didk on View Openings, go to that job, and dick an the Apply button.

. Click OK.

X

Your edited Application will appear on your Homepage.

2l Your online Applications - Create and save up to 5 applications
Title H Last Update
Primmar 715/ 200
Accounting Tech II 7/13/z008

Create an Application I Ed'lI:I Remowe |
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View Openings

On the top left corner, click the View Openings button to see a list of open jobs.

Welcome: Janie Girl

"‘Jiewpenings Account Management

Click here to View Current Job Openings Applicant Homepage & Account Information

The Jobs Posting List will appear. Jobs are listed in alphabetical order in one
continuous list. Use the Scroll Bar to view all available positions. ¢

To display the complete name of the job, scroll over the Job Title. This example
demonstrates Associate Transportation Planner.

Job Postings List

Search;: I By ISelect Cne ;I Search I | Show All I

Page 1 of 1 il

To view the details of 2 job, select (click) the name of the posting and click the VIEW POSTING button.

Job Title E Salary E Closing date E Department
Application Support Mgnage... $35.15 to £52.72 7/15/z008 City Light =
Assistant Civil Enginegr $25.31 to $27.36 7/15/z008 Seattle Dept of Transportation
Assistant Civil Engine¥r 524.38 to $526.36 7/15/2008 City Light
Associate Civil Engineer $31.05 to $36.23 7/15/z008 Seattle Dept of Transportation Kol
Associate Civil Engineer $29.91 to $34.50 7/23/z2008 Seattle Dept of Transportation
Associate Civil Engineerin... $29.37 to $34.20 7/z29/z008 Seattle Dept of Transportation
Associate Electrical EnHin.,. $31.05 to $36.23 7/22/2008 City Light
AssociateITranspnrtat’mn P... 530.43 to 535.44 8/5/2008 Seattle Dept of Transportation
Boating Programs Associate Transportation Planner | T/2Zfz008 Parks Department
T D I g R T AU D SR O B — 7/22f2008 Fleets and Facilities
Building Operating Enginee... 7/28/2008 Seattle Center
Cable Splicer £35.91 1z2/31/2008 City Light
Capital Projects Coordinat... $31.54 to $36.85 7/29/2008 Seattle Dept of Transportation
Communications, Marketing ... $32.42 to $48.63 7/15/z2008 Information Technology Dept
-
View Posting

|

To read the complete job description, click the posting once and then click the View
Posting button at the bottom right of the page.

The Position Description will open — see next page.
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Position Description

To read the Position Information, scroll down each box in Duties and Qualification.
Or, for a One-Page Summ?ry of the Job, click the Preview/Print button. °

_?I Position Information Preview /Print Back | Click Preview for & complete one-page view of the job posting details
Job Title Associate Transpertation Planner

Job Number Seattle Dept of Transportation-159

Bargaining Unit 034 IFPTE, Local 17-Professionals

Shift Full- Time Days

Salary $30.43 to $35.44 (Hourly)

Appointment Type Regular

Location Cowntown Seattle /Seattle Municipal Tower

Cpenings Multiple

Filing Close Date Tuesday, August 05, 2008

_?l Duties and Qualifications

Position Duties Serve as @ member of the Policy and Planning Division in the Seattle Department of -

Transportation (SDOT). Conduct neighborhood parking assessments and develop parking
strategies for neighborhood business districts and residential areas, as well as support
development of city parking policies and plans.

sCollect and analyze data, identify and evaluate solution alternatives, develop
recommendations, and write reports to present findings.

sDevelop project scopes, cost estimates, schedules, budgets, and maoniter progress of
transportation projects.

sDevelop and conduct parking assessments, plans and studies; make policy D —
recommendations.

sFParticipate in site-specific strategic plans to address existing and future parking issues and
project needs.

*Prepare briefing materials and deliver presentations to the public, government agencies and
elected officials. LI

sRanracant tha Sasattla Nanartmant of Trancnarkatinn at varinns farmimes and commonibe

Required Qualifications #The equivalent of a Bachelor's Degree in Engineering, Urban Flanning. Transportation ;I

Blanning, or related field plus two years transportation planning experience.

#2 closely related graduate degree can be substituted for up to two years of experienca.
#Washington state driver’s license or equivalent mobility.

sability to effectively work in @ multi-cultural workplace with a diverse customer base.

Desired Qualifications #Working knowledge of transportation and urban planning. traffic engineering, project ;I

management and planning, and research methodology and analysis.

sFamiliarity with planning and data analysizs issues related to parking.

sDemonstrated ability to analyze problems and devise sclutions to unique and technically
difficult transportation planning issues and problems.

sExperience preparing briefing materials and delivering presentations to the public,
government agencies and elected officials on controversial topics.

sDemonstrated ability to work independently to resclve problems and plan and perform
assignments. A
sBilingual skills are = plus.

_?I Application Instructions and Requirements

Position Requirements
A background check vill be required for non City employees selected for this position.
Driver's License.

Information on How to &pply Option 1) Apply online at http://seattle.gov/jobs.
Option 2] Applications may be completed and dropped off at the Personnel Department, 54th Floor
of the Municipal Tower, 700 5th Avenue (at the corner of 5th and Columbia).

Posting Contact Name Dale Hitsman

Posting Contact Mumber 206-386-0042

Apply |

If you are interested in the job, click the Apply button. More on Applying on p. 15.
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NOTE: If you want to return to Jobs Postings, click the Back button

_?I Position Information Preview/Print I BEERE! I?Iick Praview for a complete one-page view of the job posting details ‘

The system will display an arrow to mark where you were in Jobs list.

Job Postings List

Page 1 of'1

Search;: | By: ISEIel:t One ;I Search I il Show All |

To view the details of a job, select (click] the name of the posting and click the VIEW POSTING button.

Job Title i Salary i Closing date f Department
TTIETE VI ENGIMTEETT.., SET.57 IO S3F.20 ST ZUT SEICE UEPT OF TTaNEportation T
gasociste Electrical Engin... £31.05 to $36.23 7/22/2008 City Light o
| ! dssociate Transportation P... $320.43 to $35.44 8/5/2008 Seattle Dept of Transportation

How to Use the Search Function

Here’s how to do a simple

“Wild Card Search” to look for a specific job or for a job

from a specific department.

In the SEARCH field, enter part of the word you’re looking for with an Asterisk on both
sides of fixed text. The example below is *pers* for Personnel.

Job Postings List

Search: I*pers* : | Select One

e
Text Search
Job Title

Department Name

In the BY field, click the down arrow to

B e e Tl select a parameter. In this case, the
R e Search is by Department Name.
Temporary

Click Search.

After you click Search, the system will display positions in Personnel. To return to the
Job Posting List, click the Show All button.

Job Postings List

Page 1 of 1

Search;: I*pers* By: |Departmer|t Mame ;I Search I il Show All

To view the details of a job, select (click) the name of the posting and click the VIEW POSTING button.

Job Title Salary E Closing date E Department
Administrative ... (Temporary) $17.30 to 519.98 3/25/z008 Personnel Department
Employment Manager $67,692.00 to $101,533.00 3/25/z2008 Personnel Department
Personnel Analyst $27.63 to $32.19 4/1/2008 Personnel Department
Senior Personnel Specialis... $27.62 to $32.19 4/1/2008 Perscennel Department
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Applving for a Job

Application Selection

Now that you’'ve created an Account and Saved an Application to the system,
applying for a job is a snap! Once you’ve clicked the Apply button, (see p. 13) the
Submit Application page will open.

Click the Down Arrow next to Application Package and select the Application you
want to use for this posting. Remember, you can store up to 5 different Applications
— this is where you choose the best version for this particular posting.

Edit your Cover Letter reflects the job your are currently applying for.

Welcome Iawie Girl
Account Management Sign Out

View Openings

Submit Application

‘ Submitl Cancel ‘

_?I Application Selection - Select an Application Package for this position - your resume and cover letter will be included, but are not
displayed in the Preview.

e P Plezse make sure your Cover Letter matches the job you are applying for.
R NG A Select One 'I Click the Account Management tab to edit the cover letter.

Preview

Your Application will appear in the Preview field.

Welcome: Lawie Girl

View Openings Account Management Sign OQut

Submit Application

Note: Your
Submit | Cancel |
‘ ‘ Resume and Cover

_?IApplil:atiDn Selection - Select an Application Package for this position - your resume and cover letter will be included, but are not Letter are not

displayed in the Preview.
displayed in the
Preview but will be

Applicati Pack Blease make sure your Cover Letter matches the job you are applying for.
PRocon e I"EEOU”“”Q Tech II 'I Click the Account Management tab to edit the cover letter.

Preview -
Personal Information L - -
| included in your
Name Doe, Jane R
Address 1234 24th Ave o submittal.
Seattle
WA, 98112

Primary Phone (206)684-4326

Secondary Phone

(206)324-4783

Current Employee Mo
Former Employee Mo
May Temp No
May Work Part-Time No

Skill Information

Sleill

Craanizatinnal Skills

Page 17
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Referral Information

This section is optional. If you want to complete it, click the Down Arrow on Referral
Category and make a selection.

_?I Referral Information - (Opticnal)

Referral Category Select One ;I
Select One -
Referral Source Arcounting industry web site

Art/Culture industry web site
‘City of Seattle weh site
Employee Association
Employes Referral
Environment industry web site

Fleet industry web site

Government job board

Human Resources industry web site

IT industry web site ;I

Click Referral Source and make a selection.

_?I Referral Information - (Opticnal)

Refarral Category ICit',r of Seattle web site
Referral Source City of Seattle web site ;I
Select One

Condition of Application and Employment & Submittal

This is the last step!

_?l Condition of Application and Employment

I hereby affirm that my responses are true and correct and that I have not knowingly withheld any material fact or circumstances
which would, if disclosed affect my application unfavorably.

[T 1 have carefully read and agree to the above conditions.

Submit | Cancel

Read the Conditions and click the box. If you don’t check the box, the Submit
button will remain inactive (grayed out).

Check the box and click the Submit button.

?| condition of Application and Employment

I hereby =ffirm that my responses are true and correct and that I have not knowin vithheld any material fact or circumstances

viich would, if disclosed affect my application unfavorably.

¥ I have carefully read and agree to the above conditions. I

Suhm'rtd Cancel I
| |
| S—
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A Dialog Box appears that confirms you want to submit an application. Click OK.

Microsoft Internet Explorer x|

. ‘fou are about to submit an application for the “Actg Tech II" (Personnel Department-&61) job posting.
\._"' If your application is successfully submitted:

*You will receive an email confirmation.
*You will see the job title listed in the Applications You Have Submitted.

If you are sure, press O to confirm. Otherwise, press CAMCEL,

QK I Cancel

You will see a “Please Wait” message as the system processes your Application.

_?I Condition| of Application and Employment

1 hereby affigmn that my responses are true and correct and that I have not knowingly withheld any material fact or circumstances
which would, |f disclosed affect my application unfavarably.

read and agree to the above conditions.
' Please wait...

Cancal

The system returns you to your Homepage. At the bottom of the page, the
Application you just submitted will be listed in the Applications You Have
Submitted section. I

_?I Applications You Have Submitted - List of jobs you applied to

Position Title | Job Posting ! Date Applied | Position Status 'Withdraw?

Actg Tech II Personnel Department-61 7/15/2008 Accepting Applications ”E ]

r

You can track the stages of the candidate selection process by chgcking Position Status.
The stages are:

¢ Accepting Applications — The City is accepting applications for a specific time span
(filing dates)

e Review in Progress — The City is reviewing the qualification of all applicants. No
new applications are being accepted.

e Final Selection — The City is interviewing selected candidates. No new applications
are being accepted.

e Position(s) Filled — An offer has been made and accepted.
o Closed — Applications are no longer being accepted or reviewed.

¢ Opening Cancelled — The City is not continuing with the selection process.
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E-Mail Confirmation

After you have submitted your Application, you will receive an e-mail confirming that
the City received your Application.

*= Jane Doe - Mail From: <noreply@seattle =100

File Edit view Actions Tools Window Help

J ¥ Close 5" Reply - L Forward - % - (I E, n ‘C“:’ Boa g
Mail | Properties | Personalize | Message Source I
From: <noreply@seattle.gov> 7/15/2008 4:28 PM

To: Doe, Jane
Subject: City of Seattle - Application Submission Confirmation

| »

Dear Jane Doe,
Thank you for your interest in employment with the City of Seattle!

Your application materials for the Actg Tech II position Personnel Department-61 have been forwarded to
the hiring department. We have also updated your application history so you wil be able to
track the status of this position.

Please do not contact the City of Seattle Personnel Department regarding this posidon. Due to the high
number of applicants, we are not able to respond to these requests. As fiing closes, the hiring department
wil conduct a comparative evaluation of all the applications that we receive for this position. The most
competitive candidates wil then be contacted for further consideration. The application review wil take
several weeks to complete, and may take up to 3 months. We appreciate your patience.

If you are not selected, we encourage you to check back at http://seattle.gov/jobs for other openings in
your field of interest.

The City of Seattle wil provide accommodation to those applicants that are selected for further
consideration. Please indicate if you require accommodation at the time you are contacted for an interview.

Sincerely,

City of Seattle
Personnel Department

We're sorry, but replies to this message are undeliverable and wil not reach the hiring department. Please
do not reply.
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How to Reset a Forgotten Password

Forgot your password? Not a problem! Follow these steps to reset your password.

Step 1: Click the “here” link at the bottom of the Login box

Career Center tyfHome | [i] About Us : (4 Contact Us

Building Your Career and Your Community City of Seattle Personnel Department
The City of Seatile is proud to be an Equal Opportunity Employer and a Drug Free Workplace
|View Openings Sign In |

? Create an Account
To apply for a job, you must first CREATE AN ACCOUNT.
Te Create an Account, click the link balow.

Create an Account

%? Login

To Login, enter your e-mail address, password and click "Sign In" balovi

Email Address: I
Password: I Note: Passwords are Case Sensitive

Forgot your screen name or password? ClicH hire o reset your password.

Please Note: 30 Minute Timeout

For security purposes, the system will log you out after 20 minutes of inactivity. To prevent
this from happening, click a button to process data such as "Save". This will keep your
session active and will reset the timeout to zero.

Step 2: In the Credentials Recovery box, enter your E-Mail Address and click
Retreive Password.

Career Center QHUMB | [i] About Us ! (4 Contact Us
Building Your Career and Your Community City of Seattle Personnel Department
The City of Seattle is proud to be an Equal Opportunity Employer and a Drug Free Workplace
|View Openings Sign In |

¥ Credentials Recovery - Regain access to your account

If you have forgotten your password we can generate a temporary Reset Key for you. All you need to do is to enter your Account ID e-
mail address. The Reset Key will be sent to your email address along with a link back to the Reset Page where you will be able to reset
yvour old password. Please enter the required information below:

Account ID: Ianiegir|2@',rahoo.|:om
Retrieve Password

A message appears stating a Reset Key is sent to your e-mail account.

{3} Home | [i] About Us [ Contact Us

Building Your Career and Your Community City of Seattle Personnel Department

The City of Seattle is proud to be an Equal Opportunity Employer and a Drug Free Workplace
|\I’iew Openings Sign In |

7 Credentials Recovery - Regain access to your acdount

If you have forgotten your password we can generate a femporary Reset Kay for you. All you need to do is to enter your Account 1D e-
mail addres=. The Reset Key vill be sent to your email gddress zlong with 2 link back to the Reset Page where you will be a2ble to reset
vour old password. Please enter the required information below:

Account ID: EaniegirlE@',lahoO.:Ol‘l’ Your Reset Key has been sent to the specified email address

Retrieve Password
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Step 3: The System will send you an E-Mail. I

[ | noreply@seatte.gov

City of Seatte Emplayment - Account Acc Mon, 3/24/08 10:07 AM

Open the e-mail and READ THE INSTRUCTIONS CAREFULLY.

First, COPY the Reset Key. ¢

NOTE: The Reset Key
IS NOT your new password!

Next, Click the LINK — or copy
and paste it into the Address
Line of your Web Browser.

City of Seattle Employment - Account Access
"noreply@seattle.gov” <noreply@seattle.gov> [ Add Monday, P
Ta: janiegirl2@yahoo.com

This email has been sent in response to your password reset request.

Here is youll Reset Key for setting up a new password] Qh9_8/MawF3gM

Do not try to log in with the Reset Key.

Click on the link below, or copy and paste it into the address line on your web browser.

Link: http-/fwald1 seattle gow/personnel/employmentsystem/Recovery aspx?tempRes=3%
2bEGTZZXFDyyBlitcgS%2f3dafpgss4 GY 08% 2 TL5sIf8pQ8ellMHimsQUgO T zj2 vt B

Then copy your Reset Key from up above and paste it into the top box on the reset screen.

Step 3: The Credentials Recover box will appear.

Career Center

I?'aste the RESENT KEY in the Reset Key field.

2} Home | (] About Us | (53 Contact Us

|View Openings

Building Your Career and Your Community City of Seattle Personnel Department
The City of Seattle is proud to be an Equal Opportunity Employer and a Drug Free Workplace

Sign In |

) =
3 Credentials Recovery - Reset account password

—> IReset Key

Mew Password | O

» Confirm New Password I....""

Enter and confirm your new password. Click the Reset Password button.

A message will appear confirming your password reset was successful

Career Center

{sjHome | [i]AboutUs | (4 Contact Us

Building Your Career and Your Community City of Seattle Personnel Department
The City of Seattle is proud to be an Equal Opportunity Employer and a Drug Free Workplace

|View Openings

Sign In |

) =
A Credentials Recovery - Resat account password

Reset Key I
Mew Password I
Confirm New Password I

Reset Password I

Pazsword succes=fully resst, You may log in now vith the new password by clicking bealow,

Return to the Login page

Click the Return to the Login page link to Login to the System.
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