Hamilton County Online Services

Job Applicant Instructions

Go to: https://jobs.hamiltoncounty.in.gov

You will see four options:

View Jobs: lets you browse current job postings. (But you must be registered to apply for a job.)
Registered Users: Lets registered users log in to update their information and apply for jobs.
New Users: Lets you register (create your account)

Email Password: (in case you forget your password)

You may click on the Home icon “ fat” located at the upper left-hand side of the screen to return to the Home
page, but please click Save or Update before moving from tab to tab or to the Home page.

Index:

Page 1 - Reqgister and Complete your Application
Page 4 - Search and Apply for Jobs

Page 5 - View or edit your Information

Register and Complete Your Application (8 steps)

amﬂtu@quqg‘_ | :

NDTA

[ | Job Openings = | Contact
Welcome to Hamilton County Human Resources Department

Please use this application to locate and apply for jobs that interest
you. You may click "View Jobs" to review available positions. You
must register to apply.

Hamilten County Indiana

One Hamilton County Square Please Logon or Register...
Suite 307

=
Moblesville, IN 46060 ':,,I-{\ NS SN RIS Sl Please Logon Here.
(317)776-8422 =N
x 4 New Users New? Register Here.
B4 humanresources@hamiltoncounty.in.gov :

hittp://www. hamiltoncounty.in.gow :’, [ ENNEEENLT Bl Forgot your Password?

1. Register. Click on “New Users”. Complete all required fields. Select a username and password. Follow the
instructions on each page to finish registering (You will click Next Step, Register, Register as a Job
Applicant, read the Notice to Applicant, Click Here).

i | New User 7 Help Contact
[Newuser _________________________________________________[7] rco =

Please complete the form below, all fields marked with a "= are required information. After completing this form, you will
h ity st 4

ave the opportunity to register with specific services.
First Name Last Name~
Name [TEST |[aPPLICANT ]

Note: If you are registering as an individual, enter your first and last name. If you are registering as 2
business ame blank.

Address Line 1% |78‘3 PEACE VALLEY DRIVE |

Address Line 2/Suite | |

City/State/Zip
"/ ZiP [NOBLESVILLE |IN v [46062 |
Phone Number~ [(317) 1234567 | example: (209) 555-1212 or (209) 555-1212 3333

Email Address” [test@hamiltoncounty.in.gov |

Select 2 Usernames [losi |
Select o Password” [ssssssss |
Repeat Password® [sssssess |
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2. Complete your Profile information. Answer all required questions, upload documents (optional), and
click Save.

Government of

TINDIANS

# | & Job Openings: Edit Applicant Information

ons | My Profile Employment

Use the form below to make changes to your job applicant profile. Please make sure that all your contact information is
correct.

Save Cancel

Applicant Information * Required Field
First MI Last
Name* s v|[TEST [ [[apPLICANT |

Address 1% 789 PEACE VALLEY RD |

Address 2 ‘ |

City/State/Zip* NOBLESVILLE IIN v]l4e062 |

Email Address ‘test@ham\{toncnumyin gov |

3. Add your education records: Go to the “Education” link at the top of the page. “Add New Record” for each
educational record you enter. Your records will be saved any time you click on “Update” or on “Add New
Record”. If you did not attend college or a technical school, click the Employment tab.

Education
Overew| Asocinies Dugres

Emsloyment eferences

give the employer information about education you have completed.

Add New Record

4. Add your employment records: Go to the “Employment” link at the top of the page. “Add New Record” for
each employment record you enter. Your records will be saved any time you click on “Update” or on “Add
New Record”.

B ————
Tt s v e e
Venr mmteymart han bean cedseas, procesd 3 SA1LLS
Upduw | [ Cancel A o it
Emplayment History “ Rarnd
[ DAICS 1R Sarvces

List all employment history and work experience beginning with your current employer. Failure to include all past employment

may be grounds for disqualification.

Add New Record

5. Add your skills. Go to the “Skills” link at the top of the page. “Add New Record” for each skill record you
enter. Your records will be saved any time you click on “Update” or on “Add New Record”. If none of the
skills listed are applicable, click the References tab.
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Update | [ Cancel | [ AddNewRecord |
Skills ~ Required Field
Language/skill*[ Adobe Acrobat ~ B8
Proficiency | Intermediate Level ~|

Language/skill*| Spanish - ranslate (verbal) ~ =3
eroficiency | Intermediate Level =
Comments| ‘
A | 4 Job Openings: Cdit Applicant Skill Info act
m““m Lansaue/skil [ Miciosoh Word <
Iu,.— the fen belerm s ke evdries to your ob sclcant skolls. Please eetrr s much detail o5 possibln. Proficiency| Advanced Level =

[ AddNew Record Comments ‘

6. Add your references. Go to the “References” link at the top of the page. “Add New Record” for each

reference record you enter. Your records will be saved any time you click on “Update” or on “Add New
Record”.

List three references who are not related to you,

[ AddNewRecord |

7. Add your Job Interests. Go to the “Interests” link at the top of the page. “Add New Record” for each of

your job interests at Hamilton County. Your records will be saved any time you click on “Update” or on “Add
New Record”.

Use the form below to make entries ta your job applicant interests. You will be notified when positions matching your interests
become open.

Your interests have been updated, proceed to COMPLIANCE.

Interests

Seal file ducatior oloyr f plia
Use the form below to make entries to your job applicant interests. You will be notified when positions matching your interests Department| Auditor v

Add New Record

8. Complete your application: Go to the “Compliance” link at the top of the page. The EEOC Identification —
Voluntary Affirmative Action Survey is completely voluntary. Click Save if you choose to enter information.

Your compliance info has been updated, procesd to SEARCH JORS.

EEOC IDENTIFICATION - Voluntary Affirmative Action Survey

Gounty af Hamitton, Indiana
an Equal Opgportunity Emplaye

Fhe County of Hamilton docs aof discorn the basis of color, religion, gender,
iyl SOa taina Stalit, muriel St dr...nmy (o= dafimed by tha Amviricans with
Act) ar any other cassification protected by Federal, State or Local law in employment or the
Brovision of secvioes.

mational
Dinabilities

phen with Fede

el and Sute (imehuding for Federal

apphying for e this P T
r hiting practices.

rafussl to provide & vl not subiect -r.. spplicant 1o advarse
wil be kegt confidential and sccordance wih

Please comalete sach section field as apolicable:

Gandsr

Etheicty

Natisnabty

You may log off or click Search Jobs.
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Search and Apply for Jobs (6 steps)

1. List the Jobs: Click on “Search Jobs”. Leave all fields blank to show all available positions.

Hamilton Count
NTITHA]

A 4 Job Openings: Jobs Search

Search Jobs
) Note: To search for all available positions leave selection fileds blank and dick on “Search for Jobs".
Job Tithe Start Date

Open Date Close Date
Full o Part Teme Both

2. View Job Details: Click on the blue-highlighted Position # link located next to the job title to see the details
about a specific position.

Open Date Close Date Start Date
[ 01| RESIDENTIAL FIELD APPRAISER 02/24/7014 03/31/2014 | 04/01/2014
| 0019.105-02 | CUSTODIAN |ozrzarzo1a  [03/31/2014 [0ej0r/2004

3. Apply for ajob: if you find a job you are interested in, please log in or register, searching for the job again,

to start the application process.

Government of

Pesition 0019.1025-02 - CUSTODIAN
Cpens 02/24/2014

9 You must register before applying
Closes 03/31/2014 I\ for this job. New user? click here
Starts 04/01/2014 to r_egisker. If you have already
registered, please log on now...
Salary $22,485.06 - $32,469.06 annual

General Description

Incumbent serves as Custodian for the Bulldings and Grounds L A for cheanl| of assigned
County facilities,

DUTIES:

Sweeps/cleans exterior entrances daily before bulldings epen to the public. Picks up cigarette butts and replaces sand In
ashtrays.

Cleans assigned areas daily, including, but not limited to, emptying and cleaning trash receptacles, replacing liners as needed,
and placing trash in dumpster; vacuuming all carpets; cleaning desktops; mopping corridor floors, sweeping/mopping
i ina:

hallwavs and office and drv moooina and fudoes’ water fount.

4. Complete the “Additional Information” page, and click “Continue”.

Additional Information

Fiease suoply the following informaion so that we mary contact you sheut the stanus of your spolcation
]

Beferral Souce e

Marne of referral ssurce [ appheabic]
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5. Upload your “Application Related Documents”. Upload your resume and other documents you wish to
attach to your application. When you have finished attaching your resume and related documents, click the
“Submit” button. Please note, a resume must be attached to every application submitted for any job

opening.

Government of

—Iamilto
I

Application Related Documents

Upload your documents to be included with this applicstion. Click Submit to complete your application.

6. Once you have completed the application process and applied for a job, you will see the following
screen:

H;nnl on County
TINTITY!

% | & Job Openings: Thank you

Thank you for your interest in this position, We will contact you vis mad regarding the status of your application.

Click Here to return to main page.

View or Edit Your Information
Login and click on the “Applicant Profile” link on the left side of the screen. You can edit “My Profile”,
“Education”, “Employment”, “Skills”, “References”, and “Interests” information at any time.

Welcome to Hamilton County Human Resources Department

[ e | e e
Please use this application ta lacate and apply for jobs that interest
m ou. You may click "View Jobs™ to review available positians. You
must register to apply.
Applicant Profile Apglicant: TLST APPLICANT (Public)
My | Job Listings

Hamilton County Indiana
Gne Hamilten County Square
Surte 307
Moblesville, 18 46060
{317)776-8422
=1

bbb/ www hamiltoncounty sn.goy
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