ACCESS INTERNAL CAREER CENTER: FOR PIMA COUNTY EMPLOYEES

Current Pima County employees MUST search and apply to positions available within Pima County ONLY through
the Internal Career Center. Access to the Internal Career Center (ICC) is through the Employee Self Service (ESS)
portal. County-Only recruitments will only be advertised in the Internal Career Center.

NOTE: If a current employee uses the External Career Center to apply for a position and is hired, all work history
with Pima County may be overwritten.

Step |Action

1 The link is located in the Employee Self-Service (ESS) portal.

9 Internal Career Center will open.

P
Click Login and follow the prompt to PIMA COUNTY
. . HUMAN RESOURCES
login and establish your account and
. . . . The internal Career Center is for use only by current Pima County employees for applying for Pima County job vacancies. Members of the public
security questions, if applicable. st use the Pima County External Carer Centor

Current Pima County employees must use this Internal Career Center when applying for any Pima County job vacancy whether it is open to the
jpublic or for current County amployees only.

Login

Refer a Friend

Enter Keywords: 7]
Keyword Search s
perto 8t ttie
descrption and
quiements of jo
msted
Requisition Number:
Area of Interest: — Seled —
Position Type: - Salecl ~
Job Code-Titke: - Select

Search

Click the “Search™ bution to See all current job openings.

Nate - thiz sife supports 166 Shmugh E10. 1 you Bre Laing either an earfier or later I version you nesd 10 engage e compatability view settings of your browser for optimal
petomance

CREATE A CANDIDATE PROFILE

The career center collects information such as personal information, employment and 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 .
Click My Tasks
Logout New Search My Tasks My Account

What is a JobAgent? myJobAgent

My Referrals

2 |Under my Pending Tasks>Action [my Pending Tasks
column, select Start to begin the |Task = = \Job Title @ & e
Emp]oyee Profile. Employee Profile Start
Personal Information Start
Driver's License Information Start
Employment History | Start
Education History Start




Your information will be
displayed.

For a profile to be considered
complete, all required information
must be populated.

You can upload a resume if
desired.

Logout New Search My Tasks My Account

What is a JobAgent? | | myJobAgent

This tool will électronically extract the content of your resume and populate many fields within your profile

File Name: Browse... |
Submit

Contact Profile
* Legal First Name Legal Middle Name # Legal Last Name
Kristin g
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
Onily enter the numbers.
5207248076

Secondary Phone
Only enter the numbers

* ZIPPostal Code
85701

ork in,

When information is completed, click the Confirm button at the bottom of the screen.
If the information is correct, click Submit.

Continue to complete the screens
and submitting the information
until your profile is complete.
The last task is to Save and Exit
your profile.

Save and Exit

| hereby certify that all statements made in this application are true and correct to the best of my knowledge and belief. | authorize past employers,
schools, persons and organizations having relevant information or knowledge to release to Pima County for its use in deciding whether or not to offer
me employment and specifically waive any required written ion. | hereby release , schools, persons and organizations from all
liability in to inquiries in with my Upon written request by me, within a reasonable period of time, Pima County will
make available to me the nature and scope of all reports of every type obtained

* To the terms and conditions above

|Agree  [x]

eSignature

The information provided above is correct to the best of my knowledge, and | bear testimony.

* First & Last Name

Cancel Submit

eSignature.

You will need to provide your password to complete your

eSignature validation

The infarmation provided ahove is correct to the best
of my knowledge, and | bear testimony

¢ Password: ‘
}l ..I.....l b
f— Cancel || Submit [
Once you have finished
all tasks, your profile has  |my Completed Tasks
been completed Tak @© Job Title @ & Action
Employee Profile - 'EJ Edit | View
. Personal Information & B Eat| v
Note: After applying for — : C S| Jew
. . Driver's License Information - Edit | View
a job or being offered a ; E—
. ddit 1 K Employment History = 0 Edit | View
position, additional tasks Education History B T coi | vew
may appear' Save and Exit - '@ Edit | View




SEARCHING FOR AND APPLYING FOR A JOB

Step Action

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

Requisition Number

Area of Interest

Position Type

Location (City)

To search ALL openings, click Search.

a candidate to view all open requisitions in a particular
area of interest. From the search screen, select an area
of interest. Click Search.

In this example, search by Area of Interest which allows / State:

Logout My Tasks My Account

What is a JobAgent? myJobAgent

Enter Keywords:

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

Requisition
Number:

Area of | Admini f lnnral@

Full Time - Permanent [y]
Arizona E‘

- Select - E|

Position Type:

City:

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

Whatis a JobAgent? | | myJobAgent

Job Title = Requisition # Area of Interest Position Type City

State

rical Full Time - Permanent TUCSON

0030 - Office Support Level lll 20

Arizona

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

Arizona

0030 - Office Support Level lll 32 lerical Full Time - Permanent TUCSON

Arizona

0030 - Office Support Level lll 41 Administrative/Clerical Full Time - Permanent AlO

Arizona

0010 - Office Support Level | 72 lerical Full Time - Permanent ARIVACA

Arizona

Full Time - Permanent TUCSON

0030 - Office Support Level lll 79 Administrative/Clerical

Arizona

Save as Job Agent

3 |The requisition will appear.

Click Apply to submit your profile and apply to that requisition.
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Requisitions with Assessments:

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

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

Offce Suppor Senes [Expenence]

ALL training andior and Yoo
Office Support Series (Bilingual) i you 2
Question Answer
1Do you speak Spanish fluently?: —Se\ed—li‘ Centeel ivciool Woeh: b i i)
= Telephons recoption | Opesator | PRX: Hone
2Do you read Spanish?: —Select—[¥| Deak Reception: T
3Deo you write Spanish?: —Se\ed—li‘ Filing: 4= ppars eapenence
[E— Microfiche/microfilm operation: Hong
R Ten keylealeulator oparation: - years Bpenenc

Patlent billing (including AHCCCS, Madicare and

privans insurance]: Hone

5 | [ S|

Handling money [cashiering of issuing/receiving S G
; -

maney}:

Setting appointments and calendaring manual or |

Dasktop publishing (creating pr:!:uhnll printed T4 oics SO
, oick

matadial . PhowShop, Adobe,

=l

ing {manual ar di Less than & months_[v])|
Payroll (includes process, verily, and calculote e
e il ik & monttes - 2 years [
Inventary: Gmonths -2 years [v])|
Word processing (Word, WordPerfect, etc. ) 4+ yoars axperionce [=]|
Data entry (2ntering info ino a computer system]: 4= years eperiance [=]|
Sproadshots (Excol, Quatira Pro, etc.): 4 years emperience [¥]|

n Sigma, ACIC, NCIC, |, iy

FORCE, otc.): & monihg - 2 pears
E.mail {Outlook, otcl: 4 = years enveiince
Accounts payable: & months - 2 years |
Accounts recelvabla: & monihs - 2 years (¥
Using medical terminology on the job [verbal & e
writien]:

Using legal erminclogy on the job (verkal & writien: | Mons

Lead o supondsary responsibility: 2+ 4 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.

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

Logou Haw Search search Resuits My Tasks My Account
WWhat is a JobAgent? myJobAgant

my Panding Tasks N
Task B E Job Tite = 5 Action
Emplayment Histary stan
Education History Start
Refarences Start
Egucaticn Supplemant Stan
i Start
Ofics Suppon Series Start
Cenification and Release / Stan
J
_ Ciey. Stato Action
Ror LaveLill [Tucson [Anzona |
Com, Tasks
Task = FE |dob Tide = = o Action
Assessmant 0030 - Office Support Level il
Canaigate Frofie & ™ Eaini view
EEO Information & T view
Personal Information & T Ean 1 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.




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.

Logout My Tasks

What is a JobAgent?

Enter Keywords:

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

Requisition
Number:

Area of |

My Account

myJobAgent

ive/Clerical [ =

/ Position Type:
State:

City:

Search

Admini
Full Time - Permanent ?ﬂ
Arizona  [¥]
- Select~

=

A list 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 is a JobAgent? | | myJobAgent
Job Title & Requisition # Area of Interest Position Type City State
0030 - Office Support Level lll 20 Administrative/Clerical Full Time - Permanent TUCSON Arizona
0030 - Office Support Level Il 24 Administrative/Clerical Full Time - Permanent TUCSON Arizona
0030 - Office Support Level lll 32 Administrative/Clerical Full Time - Permanent TUCSON Arizona
0030 - Office Support Level lll a Administrative/Clerical Full Time - Permanent AJO Arizona
0010 - Office Support Level | 72 Administrative/Clerical Full Time - Permanent ARIVACA Arizona
0030 - Office Support Level lll 79 Administrative/Clerical Full Time - Permanent TUCSON Arizona

save as Job Agent

The requisition will appear.

Click Apply to submit your profile and apply to that requisition.
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Requisitions with Assessments:

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

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

Offce Support Senes (Expenence]

ALL training andior and yoor.
Office Support Series (Bilingual) raining o you 7
Question Answer
1Do you speak Spanish fluently?: —Select —Iz‘ Cmersl DIVl WaK J_ 5 voe
- Telephons recoption | Oporator | PRX: Hone
2Do you read Spanish?: —Select—[7] Tk Rcaption: S moning - 2 years
3Do you write Spanish?: —selec—[¥] Flling: 4= yeans empuience.
JE— Microfiche/micrafilm operation: Hong
M Ten-keyicalculotor oparation: 4 - yRars Spenents

Patlent billing {including AHCCCS, Madicare and

privats insurance): Hone

5 |6 |SEE

Handling money [cashiering of issuing/recelving S G

maoney}:
Satting appointments and calendaring (manual o | L)
ml P“p‘mm"“”"ﬂ P"":‘“‘"" e 2.4 puars exprience [
ing {manial ar Less than & monihs ]|
:I;mhdm; process, verity, and calculote Sronms-2peors ]|
loventory: Grmonths - 2years ]|
Word processing (Word, WordPerfect, etc.): 4= yRars aperience E‘
Data entry (2ntering info ino a computer system]: 4~ years experiance [w]|
Sproadshoots (Fxenl, Quatira Pro, atc.): 4= years erverience ¥
?gl;rbgu up;pilmllum{ﬂn.m Sigma, ACIC, NCIC, [y o s o]
Email {Outlook, otc): 4 = years enveiince
Accounts payable: & months - 2 years
Accounts recelvable: & MORNS - 2 years
Using medical terminalogy an the job (vorbal & e
writlen):

Using legal teminclogy on the job (verkal & writen: | Mons

Lead or suporvisary rospansibility years experien

The application (your profile) has been submitted, however, there may still be ta§ks 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.

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

L ren search Resuits My Tasks My Account
WWhat is a JobAagent? JobAgent
my Panding Tasks N\
Task BE \ Job Title = B Action
Emplayment History stan
Eoucation History Start
References Star
Egucaticn Supplemant Stan
= y 4 Start
Office Suppon Seres J Start
Cenification and Release Starl
N S
City Stawe Action
Office Supoort Levol il [rucson [Anzona o
Com, Tasks
Task = & dob Tite @ = Action
Assessmant 0030 - Cffice Support Leval ll
Canaigate Frofie & ™ Eat i view
EEO Information - ™ view
Personal Information & T ean 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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