EXTERNAL CAREER CENTER: FOR ALL OTHER APPLICANTS

External candidates will search and apply to positions available within Pima County through the External
Career Center. The linkis located on the Pima County Human Resources website.

Step |Action

1 Access the Pima County External Career Center through the Human Resources page.

2 External Career Center will open.

Login

Click Login to proceed to your profile or search for a position from Bl
the main page.

«d Search is
sgai

Requisition
Number:

Area of Interest: - Select— E
Position Type: ~ Seleci— [=]
State: — Select—-[¥|
City: — Select—[¥|

Search

CREATING A NEW USER ACCOUNT

In order to apply for jobs, an external candidate must have an account and set up a profile. If the
candidate clicks apply before logging into the External Career Center, he/she is prompted to create a user
account.

Step |Action

1 Complete the Create a New User Account section.
ot |

lmad Addrens:

The user name is the candidate’s email address.

{Abioast § characters incisding 1 numiser, 1 48er, 33 1 Kpecial characier (g | @
e
Email Address: S e

tic al sourcaT: |- Seiec - (]

Password:

Cancal || Sutent

wEmad Address:
*Passwont:

At ast & chaeacars inchacing 1 numier, | s 3nd 1 Special chancr (3. | @
sContum Pasaweres

kv sk anind-[5]

*Specihicaly, wha 30UTCET: - Seiect - 7]

2 |The system prompts the candidate to answer
four Challenge questions' On future logins’ if Complete the following questions so that we may verify your identity if you forget your password and attempt to resetit.

*1: | —Select— E|
he forgets the password, the candidate can —
answer the questions to access the career = P =l
center. w3t [—sele =

(Answer)

Answers must be unique, and at least two characters.

When done, click the Submit button. First Name

Last Name
City of Birth

Zip Code




CREATE A CANDIDATE PROFILE

The career center collects information such as personal information, employment equal opportunity
(EEO), most recent employment, education history, and job assessments in a candidate’s profile. When a
candidate applies for a job, the profile is linked to the requisition.

Step |[Action

1 To create a profile, all required information Logout || Hew Saarch | [ My Tasks | |ty Account
Whatis a JobAgent? | | myJobAgent
must be populated.
This tool will electronically extract the content of your resume and populate many fields within your profile.
Import Resume
A candidate can upload a resume to have File Name: was
some of the fields pre-populated. submit
Contact Profile
+ Legal First Name Legal Middle Name * Legal Last Name
Kristin
Preferred Name * Email Address
Kristin kjtestve@gmail.com
+* Address
150 W Congress
Address 2
4th floor
+City  Country + State/Province
Tucson us. [+] Arizona
* Primary Phone Secondary Phone
i BTErs (G Rus) Only enter the numbers Only enter the numbers
85701 5207248076

Please list which Departments you DO NOT wish to work in.
Ctri-click to make multiple selections
— Select—

s

1FOR YOUTH
1FOR YOUTH
AAND V GRANTS h/

Highest Level of Education

+ Do you have a high school diploma or GED?

Yes

+ Highest Degree Level Achieved » School Name Major
HS Graduate or Equivalent[¥]  NMHS

2 When information is completed, click the Confirm button.

3 The candidate profile appears for a final review.
o Ifthere are changes, click the Edit button.
e Ifthere are no changes, click the Submit button.

A message appears as shown. Click OK. Message from webpage S

Pima County processes personal data that you valuntarily submit
wia our Careers Center only for récruitment purposes. Your
profile will automatically be deleted after three years unless
Pima County offers or is about to offer you a job. Pima County
has contracted with a third party to host the database where
applications are stored.  The third party has access to that data as
necessary to perform its services under the terms of its contract
with Pima County and is contractually obiigated to provide for
the confidentiality and security of your data

oK I Cancel

Complete the EEO Voluntary Self Disclosure fields.

Click the Confirm button.

Click the Submit button.




Your profile has been created.

Logout | | Maw Search || MyTasks | My Account

VWhat is & JobAgeat ? mpdobagent
| my Submisials

| Job Title City State Action
Nz reiult MESChing poul Crdena

| my Completed Tasks
(Task == (dobTle = E Act
Candicae Profie & T e vew

E£O Informatien & o

Note: After applying for a job, additional tasks will appear for the candidate including completing a full
employment history and educational history.

COMPLETING CAREER CENTER TASKS

Step |Action

1 Log in to the career center.

2 Click the my Tasks button.

3 Click Start for the first task. [my Pending Tasks
[Tosk & @ [4cbThie =D [Action
Empicyes Profile Start
[Persona inteemanca | [ san
|Emptorment History | [stan
._EGJC:J.‘I:I\.H;EIOT; . : :.!..‘.a.ﬂ
my Submitials
[Job Tl iChy £ {Acdon
[my € Tasks
[Tosk &= [jobTite B® [Action
_DlerFeedl:a(k _?l}s-ﬁc—;«ahmoﬁﬂL"ﬂu _ig_iv_;\!_!,-;g

4 Complete the required fields within the task.

5 Click the Confirm button

6 Click the Submit button.

7 Complete the additional pending tasks.




SEARCHING FOR AND APPLYING FOR A JOB

Step Action

1 |To find an open position, you may search by:
e Keyword

e Requisition Number

e Area of Interest

e Position Type

e Location (City)

To search ALL openings, click Search.

In this example, search by Area of Interest which allows
a candidate to view all open requisitions in a particular

area of interest. From the search screen, select an area

of interest. Click Search.

/ Position Type:
State:

Logout My Tasks My Account

What is a JobAgent? myJobAgent

Enter Keywords:

Keyword Search is
performed against title,
desgiption and
requirements of job
listed

Requisition
Number:

ive/Clerical [¥]
Full Time - Permanent ?ﬂ
Arizona  [¥]

City: ~ Select— [=]

Area of | Admini

Search

2 |Alist of all openings in that Area of Interest will appear.

To view an open position, click the job title, which is a link to the requisition.

Logout | | New Search | | My Tasks | | My Account

What s a JobAgent? | | myJobAgent

Job Title = Requisition # Area of Interest Position Type City

State

0030 - Office Support Level 20 Administrative/Clerical Full Time - Permanent TUCSON

Arizona

0030 - Office Support Level lll 24 Administrative/Clerical Full Time - Permanent TUCSON

Arizona

0030 - Office Support Level Il 32 Administrative/Clerical Full Time - Permanent TUCSON

Arizona

0030 - Office Support Level 4 Administrative/Clerical Full Time - Permanent AIO

Arizona

0010 - Office Support Level | 72 Administrative/Clerical Full Time - Permanent ARIVACA

Arizona

0030 - Office Support Level Ill 79 Administrative/Clerical Full Time - Permanent TUCSON

Arizona

Save as Job Agent

3 |The requisition will appear.

Click Apply to submit your profile and apply to that requisition.

Logout | | Mew Sserch | | Search Ressms | | My Tasks | | My Accoust
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position.

Question

1Do you speak Spanish fluently?:

Office Support Series (Bilingual)

Requisitions with Assessments:

Answer

—gelect—[¥]

Answer all questions in the assessment and click the Submit button.

If the requisition has required assessments, they will display as soon as the candidate applies for the

Offce Support Senes (Expenence]

ALL training andior and

yoor

raining P you have par
Quesuon
Ganeral Clarical Wark:

7
Anmwar

4= years empetience [w]|

2Do you read Spanish?:

— Select—[¥|

Telophona recoption | Oprator | PRX:
Desk Reception:

3De you write Spanish?:

— Select—[¥|

Hone

& monihs - 2 pears

Filing:

Submit

Microfiche/microfilm operation:

4= prars eapenenc:

None

Ten-keyicalculotor oparation:

4= pEALS pONEACE

Patlant billing {including AHCCCS, Madicara and
private insurance):

Handling money [cashiering of issuing/receiving
maoney}:

None

4 = prars gpenence

[ | 1 [l

Setting appointmisnts and calendaring (manual of

4 = years eperiancs [w)|

Daskiop pubmmu‘maung pmmhn-l printed
matorial - PhotoShop, Adobe, tc):

2. 4 years experience [v]|

ing (manual ar dr

Payroll {includes process, verily, and calculote
timesheats, sic):

Less than & months  |w]|

amonms - 2years ]|

Inwentory:
Ward processing (Word, WordPerfect, etc.):

& months - 2 years

4= pBars saperiance

Datn entry (entaring infe ine & computer system):

4 - jpars sporsnce

Sproadshoots (Excel, Quattro Pro, otc.):

Datobase applications {Access, Sigma, ACK, NCIC,
FORCE, wic.):

4 = years experience

& months - 2 years

Email {Outlook, otc):
Accounts payabie:

4 = years expeiience

& manths -2 years

Accounts recelvabla:

&monms - 2 years  [%]

Using medical terminalogy an the job (vorbal &
writlen):

Mona.

Using legal temminology on the job (vertal & wrinen]:

Mone.

of suparvisory fesponsability

I (¥ Thank you ! Your application has been submitted ! |

years experience [x]

The application (your profile) has been submitted, however there may still be tasks to be completed.
Go to myTasks to view your Pending Tasks.

Upon completion of the tasks, the candidate must complete the eSignature and final submittal task in
order for the application to change from draft to final.

L ren search Resuits My Tasks My Account
WWhat is a JobAagent? JobAgent
my Panding Tasks \
Task & & \ Job Title = B Action
Emplaymant Histary stan
Eoucation History Start
Refarences Star
Egucaticn Supplemant Stan
= y 4 Start
Office Suppon Seres J Start
Cenification and Release Starl
N S
Job Tite _ Ciey. Stato Action
0030 - Ofce Supoor Lavelill [Tucson [Anzona |
Com, Tasks
Task = = |Job Title = & Action
Assessmant 0030 - Cffice Suppart Level i
Candigate Profile & ™ Eaii view
EEO Information - T view
Personal Information & T ean i view

Candidates can return to this page at any time to update completed Tasks. (Click Edit)

Note: If a candidate applies for a position but does not complete the tasks, the candidate’s application will
be incomplete. The candidate will not be considered for the position.

Go to Create Candidate Profile in this manual for instructions on completing tasks.
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