CITY OF
STOCKTON

GUIDE TO ACCESS JOB OPPORTUNITIES
AND COMPLETING APPLICATIONS



This job application guide book has been created to assist you with applying for a position using the automated
application process. If, after reviewing this document, or if you are an individual with a disability, and you need
further assistance, you may contact the Human Resources Department at (209) 937-8233.



After turning on computer and opening up the web browser, insert: www.stocktongov.com. Under “Quick Connections”,
click on “Employment Opportunities” (Jobs).
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You will be taken to the City of Stockton’s Human Resources Job Opportunities page. Scroll down to view current
openings.
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Select the position for which you are applying, and click on “Apply”.
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Job Title:
Closing Date/Time:
Salary: $3,522.93 - 54,522.30 Monthly

Job Type: Full-Time (Regular)
Location: City of Stockton, California

FLSA: Non-exempt sosition, eligible for overtime
compensation,

Print Job Information | Apply e

DEFINITION || Benefits |[ Supplemental Questions |

OPEN/PROMOTIONAL RECRUITMENT

Monthly Salary Range: $3 522,93 - £3,703.33 - $3,892.95 - $4,092.83 -
£4,301.93 - $4,522,30

Tentative Examination: \week of February 17, 2014

This recruitment is being conducted as an Open/Promotional recrutmert. Current fulk-time
City of Stockton employees may apply for this position as a promotional opportunity and
successful zandidates will be placed on a promotional ist. All other candidates may apply
for this position as an open competitive opportunty and successful candidates will be
placed on :n open list. The appointing authonty will have the option of requesting names
from the prcmotional list, the opan list, or a combination of both.

These listz may be used to fill future vacancies.

Prior to appointment, eligible candidates will be uired to submi
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To apply online for a position, you must create an account which includes your username and password. Click on “Create
an account”.
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Once you have filled in the fields, click on “Create”.
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Note: Remember to write this information down and keep it in a safe place for you to access when applying for City
positions or other agencies that use NeoGov.



Click on the Apply tab and under the General Information section, input your contact information as required.
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All fields are required unless they are marked (Optional)

Contact Information

Name

First M (Opt.) Last

Former Last (Optional)
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Address
Address Line 1

Address Line 2 (Optional)

City
Stockton

State

4p

California

Zip Code Country (Optional)

ap

Select a country

Phone

Primary (Optionaly Primary Ext

Alternate (Optional) Alternate Ext

Email Address
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After inputting your information, click the “Save” button and begin inputting your personal information.
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Save Cancel

Personal Information

Do you have a Driver's License? (Optional)

CYes € No

Driver's License

State (Opticnal) Number (Optional) Class (Optional)
Select State = Select v
Date of Birth (Optional)
Month Day
Select Month = Select v

Do you have proof of your legal right to work in the US7
C Yes  No
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Click on the “Save” button and input your preferences.

Preferences

Minimum Compensation Requirement

% Per Year (Optional) % Per Hour [Optional)

When are you available to work? (Optional)

I Day I Rotating

I Evening ™ Weekends
™ Night ™ On Call

Are you willing to relocare? (Oprional)
 Yes C Maybe

C No Mo Response

Comments (Optional)

Enter any comments regarding relocation
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If you failed to input required information, the system will indicate fields that require information. If this should occur,
review your information to make sure you have answered or completed all required fields and then click the “Save” button

again.
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Driver's License
State (Optional) Nurrber (Optional) Class (Optional)
- -
Select State - Select -

Date of Birth (Oprtional)

Month Day
- "
Select Month v Select v
Do you have proof of your legal righ: to work in the US?

This field is required

What is your highest level of education?

»

Select Leve

This field is required

-
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You will be given an opportunity to review your personal profile (personal information) again and to make changes, if
necessary, select the “Edit” button on the right hand side of the screen. Click the “Next” button to proceed.
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4k
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Preferences

What is your mirimum compensation requirement? Edlit # “
Are you willing to relocate?

Relocation Comments

What shifts are you available to work?

‘What type of job are you looking for?

‘What type of work will you accept?

Objective
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If your information is correct, you may now start building your work experience and education information into your
application. For each of the sections, you will be able to add information such as: “Add work experience” or “Add
education”. Click on these sections and input relevant information.
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Work Experience
© Add work experience il

Company/Agency Mame *
Address
City
State *

Select a state =
Zip Code Country

Select a country v

Phone Website

May we contact this employer?
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Education
© Add Education

School Name
Type *

A

Select a type - —
Name =
City = State *
Select a state =

Country

a

Select a country

Website
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After inputting your information into each of the sections, you may click the “Save” button and “Next” to proceed. If you
need to add additional information, you may do so by clicking on the + buttons. As you continue to update your
information, your application will be built.

} DEPUTY MUNICIPAL UTILITIES DIRECTOR - WATER RESOURCES PLANNING | Government Jobs - Mozilla Firefox = | = |5|

‘ﬂ @ https: iy, governmentjobs, comjiobs/S053 16/ deputy-runicip irector-water-resources-planning/apply) additional

Feedback Ij,l mpjumacas
Additional Information
Certificates and Licenses
O Add certificate and license
Skills
© Add skills

Typing speed Edit #

Data Entry
Languages

© Add language

Supplemental Information
o Add supplemental information
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References

© Add Reference

Reference Type * € Personal @ Professional

Mame

First *
Last*

Title

Address
Address Line 1
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NOTE: If you are attaching a resume, the City’'s policy is that a resume does not take the place of a completed
application. Failure to complete an application will be grounds for rejecting an application.
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© Add supplemental attachment
Next
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All positions have required agency questions for applicants to complete. Please answer all questions completely.
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Agency Questions

The purpose of this Supplemental Questionnaire is to obtain additional job related
information in order to evaluate education, training and experience relative to the position.

"O'] Are you currently or have you ever been employed by the City
of Stockton?

CYes CNo

02 If you answered "Yes" to question 1, please indicate dates of
employment, department, position, and supervisor's name. If you
answered "No", please indicate N/A

"03 Are you related to anyone who works for the City of Stockton?

CYes CHNo

04 If you are related to anyone who works for the City of Stockton,
please indicate the relationship to the City employee. their full
name, and their current department ;I
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Some positions will have supplemental questions. For those positions, you must complete this section to continue.
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Supplemental Questions

The following questions apply to only the position you are applying for.

*(Q1  The Supplemental Questionnaire is part of the examination process;
accordingly, it should be completed carefully. It must be submitted with your
official employment application. Do not indicate "see resume” as an answer
10 anv of these questions.

| certify that the information provided is accurate and complete 1o the best of
my knowledge. | understand that any falsification may cancel any terms,
conditions, or privileges of employment.

C  Yes C No

#(Q2  Plesse indicate your level of college education with major coursework in res!
estate, business or public administration. or a closely related field

I Bachelor of Arnts/Sciences

™ Associate of Arts/Sciences or Equivalent Units

™ Some college. but less than 60 semester or 90 quarter units
-

None

03 Plesse indicate your msjor course of study.
™ Real Estate
Business Administration
T Public Administration

™ Other, closely related field

When you have completed the responses to the questions, you may click on “Proceed to review”.
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Newspaper

Ciy Webs

Other Website

Weekly Job Opportunities Posting

tion Interest Card

-
-

-

™ Trde Journa
-

™ CiyNo

-

Other

‘|4 If you seected City Employee, Newspaper, Other Website, Trade

Journal, or Other source to indicate how you heard about this

JOlj oppcriunity., f 15 name and lf—~|)E'CI'-':,' this source in the

space below

Proceed to review
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You will have an opportunity to review your application and your responses to the requested information. If the
application meets with your satisfaction, click on “Proceed to Certify and Submit”.
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Feedback Iiil

have you ever been, enrolled in CalPERS?
Yes

Please help us measure the effectiveness of our outreach.
How did you leam of this job opportunity?

Mo answer(s) specified
if you selected City Employee, Newspaper, Other Website,
Trade Journal, or Other source tc indicate how you heard

about this job opportunity, please name and specify this
source in the space below:

Mo answer(s) specified

Attachments

ned file types: doc, xIs, pdf

© Add supplemental attachment

Proceed to Certify and Submit - J
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Review the Application Certification statement carefully. False representations made on an employment application may
be grounds for rejection or termination after hire. In addition, completed applications are required. Once you have
read and understand the statement, you may choose to “Accept & Submit” or “Decline”. If you decline, your
application will not be submitted. Accepting acknowledges your understanding of the statement and your application
will be submitted. If you have any questions that need clarification before accepting, you may contact the Human
Resources Department at (209) 937-8233.
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Find Jobs

Certify & Submit

SCF”OF By clicking on the 'Accept’ button, | hereby certify that every
STOCKTON  gratement | have made in this application is true and complete to

the best of my knowledge. | understand that any false or incomplete
answer may be grounds for not employing me or for dismissing me
after | begin work. | understand that | will have to produce
documentation verifying identity and employment eligibility in the
U.S. | understand that | may be required to verify any and all
information given on this application. | understand that this
completed application is the property of the City of Stockton and
will not be returned. | understand that the City of Stockton may
contact prior employers and other references. | understand that |
must notify the Human Resources Division of any changes in my
name, address, or phone number.

Accept & Submit
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After clicking “Accept & Submit”, your application will be sent electronically to the Human Resources Department for
review. Print this screen and save for your files. The system will notify you periodically by email as to the status of the
application process. You will be notified if you are selected for testing or for an interview.

Good luck on your job search!



