‘ MARYLAND-NATIONAL CAPITAL PARK & PLANNING
COMMISSION

Recruitment & Selection Services

APPLICANT USER GUIDE




Use this step-by-step guide to help you fill out the online job application. You must start the

application by selecting “Apply” on the top of the Job Announcement for which you are
interested.

Online Application Help

Go to www.mncppc.org/jobs/ and click on Applicant Login.

To Create Your Applicant Profile Before Applying for a Job

1. Ifyou have already created a user account, login using the previously created username

and password. Please enter it and click ‘Login’ button to proceed.

2. If you do not have a user account already Click on ‘Create Your Account Here!" Note: You

will not be able to create another applicant account using the same e-mail address

Login

Are you registered?

To apply online for a position, please create an account HERE (registration is free). If vou
have already created yvour Governmentlobs.com personal account, please login below.

Online Emplovment Application Guide

Username:

Password:

Mot Registered Yet? Create Your Account Here!
I Forgot My Password

To access the personalization features of Governmentlobs.com yvou must first be a
registered user. Registration is completely free and takes only a few seconds. We don't
share yvour information with anyone and we're not going to send you an unsolicited e-mail.

For more information about privacy at Governmentlobs.com, please read our Privacy
Policy.




Create Account

Usemame Hollywood you've chosen i alresdy in use.
Please choose a different Usemame,

Request New Job Seeker Account

Enber your account mformation:

Usarnanmie haollywooddiva
Tips Your userssmad mudl be unique. Chasss § USername Bt you tas
saaily ramamber. You may use ltters and numbars and the undencors

*_. Example: john_doe3s

Email Address HolywoodSFyahoo.com

Create a Passwond:

Passvword e
Confirm Password T

Password Hnt presadent's last name

Tigs If yous forgat your passwerd. vou can dick on Logl Pesgwend and o
will ba amsled ko you

3. Enter your new account information (you MUST remember this information).Click on the
‘Save’ button A page is displayed with your login information. Click on the ‘Login’ button

4. Enter your username and password and click ‘Login’

5. Click on the ‘Create Application’ button

Note: You do not need to create a separate application for every job that you apply for. Each
applicant must have his/her own account. You cannot share accounts.

[ #oma | 1ok search | Abaut Us | Help | Logout |
walcoma, [t | vogeut |

Im ordar b apaly for 4 posdion you need bo create an apphcaton frst. Chde on the
“Create Application’ button and well guide yau through the procass.

breatn Application A8

iEEIitﬂim‘l! Fou"ve Created:

Tipz You do NOT need to recreate a na's appbcation avery Bme you'ne applying for a
posibien,

iiain bdany | Search Jobs | AppEcatan Status | MY agcouint | Logout

Abget Geveenmantioby Prosdy Poiny | Lagal Terng

Copyngha @ 2000-200F Joveramaitisbe. AL gkt referwvad. Batart Faniing




Employment Application

_delp | _Legout |

- Applcation Statys Yoy Account

Build New Application

To oreate an apphcation, enter the name of the apphcation in the bax below and deck the

"Create Application” button, Keep in mind that vou can create multiple applcations, so

choose 3k;i:smclhve name for your apphcation ke Edwecational Application or Accounting
thom,

Apphication Name [for your e referance )
Holywood Diva apphcation

Craats Application

Tip: You can reuse thes apphcation to apply for as many positions as you'd like. You do NOT
need to recreate a new application every time you're apphing for a position,

6. Input a title for your application for your future reference
7. Click on the ‘Create Application’ button

Jobs Application = Review
* Fsquured Fegld

Porsonal Profile Edlit Personnl Pralile
Madrass Hollywood 1 Draa Address: =1 Star Road
Mabiy, Califarnia 12345
Emil: Hallyweedt8vahes, com
Famifszaticn Prafarencs: Fagar
Heme Fhone:  (123) 456-78%0  Alternate Phone: {123) 4567590

Other Personal Information
Drivir's Lissnss! Yes, Maryland HD12345978% Class C
Can you, after employment, submig proof of

your legl right to work in the Uried States? |

‘Wit is your highest level of educabon? Bachelor's Degres
Preferences

Freferred Salary: $500,000.00 per year
fre wou willing bo relooste? Yes

Types of posibions you will scoepk: Regulsr

Types of work you will accept: Full T

Types of shefts yeu will accept: Ly , 5‘;’"‘"“ + Kight , Weekends , On Call (8s

Objective
Ta become nch and famous and wen an Oscar.

ertilicates and License

8. Fillin the ‘Personal Profile’ information

9. If you want to add education or work experience, click on the links for ‘Add Education’ or
‘Add Work Experience’ and complete these sections. You can also add Certificates or
Licenses, Skills, Additional Information, References, and a Resume, if desired. Click the
‘save’ button at the bottom of each section.




10. Once you have completed and saved your application, Click on the ‘Logout’ link in the

upper-right-hand corner.

To Apply for a Specific Job Opening

1. From our employment opportunity website www.mncppc.org/jobs/, click on the job

opportunities button.

2. Search for a job position. Click on the job position title and click on apply to continue.

Job Opportunities

NEQGOV

Job Tikke:

Closing Date/Tima:
Salary:

ol Typa:

Locabon:

Administrative Speciakst

Fri. 03/27/00 1:00 AM Eastern Time
$41,932.00 - $71,750.00 annually
Full-Timea

Silvar Spring, Maryland

Description

Print Job Information | Apply

Supplemental Questions

Procurement Specialist

(Admenstrative Specialist/sSr. sdministrative Speciaist)

The Maryland-Natienal Capital Park and Planmeng Commission seeks a Contract

Speciakst to perform all duties and tasks associated with the pre-award, award and post
award phases by prepanng and assemblng solicitation packages (following standard M
=NCPPC procedures) for engneenng, design services, and construcion contracts, of
wvarnying complexity, for Capetal Improvement Program projects in Montgomery County,




Login

Are you registered?

To apply onhne for a posabon, pléase craate an account HERE [régistratson 15 frae). If you
have already created your Governmentlobs.com personal account, please login below,

Qnboe Emplgyment Apphatian Guds

Username: ollywosddna

Password: sssss]

ok Registered Yet? Cragte Your Sccount Hare
Forgot My Password

To access the personakzation features of Governmentlobs.com you must first be a
registerad user. Registration is completely frae and takes only a few seconds. We don't
share your nfarmation with anyone and we're not gong to send you an unsolicited e-mail.
For more informaticn about privacy at Governmentlobs.com, please read our Prvacy
Poby,

3. Login using your applicant username and password that you created previously.
Note: If you have previously created an applicant account, login using the previously
created username and password. You will not be able to create another account using
the same e-mail address.

4. Click on the link that says “To apply for the position of your position title click here.”

Employment Application

Welcome, Hollywood Drva el Logoat |

| Mainttenw | Acohcatonstates | e Account

7 3
To apply for the position of Administrativg Specialist chick hare, |

Create Application |

pplications You've Created:

Date Crealed Modily

Hollywood Diva soclication Har 5, 2009 Edit | Celate
Tip: You do NOT need to recreate a new application every time you're applyng for a
poEtion,




Walcoma, Hollywood Dyva Telp Logost |
Flan M | Applaatinn Statuy | My Agrount

Administrative Specialist - Apphcaltson process steps:
0 L¢3
Ik Supplemental
Application  Questions

Job Application = Review

= Required Field

Complabe vour applicabion by scrolling down and adding your information, Whan you ase finished /
antenng all of your infermaten (guch ae educabion, work higtery, cartdicabes, ate.), chek on the
button below 19 cartinue.

o to Step 1t Supplemantal Ques tioas

Personal Profile Profile
M Hallywoed | v Addoess: n] Star Read
Hiabbu, Cabfarres 12345
Soosl Secunty:  MOO0-M00-1234 Emaml: Hall h: m
Hotificaton Prefenence; Faper
Hemae Phone: {12) 486-78%0 ARmrnate Phona: (123) 498-7800

Gther Personal Information
- X Yes, Haryland HD12345078%
Qriver's Laosnse: Class =

Can you, after employmend, subms prood of Ya3
wouwr legal right to work e the UnSed States®

Whkat i your highest level of educetsan? Bachelor's Degree

5. Review and update your application click Save & View application. Click on Go to Step 2
Supplemental Questions

Employment Application

Webcome, Hollywood Diwva Help L agaut I
Main Meny Apphcation Stalws | My Account

Administrative Specialist - Apphcabon process steps:
[1] i
Job Supplemental
Application  Questions
Supplemental (uesticns

™ Rigguired Field

If you meed more than one hour to complete this section click the “Sawve Work in Progress’
Bution sccasonally to save your work. All questions marked ‘Required’ nesd 10 ba answersd in
order to submit the appheation, Neta: DO NDT uge HTHL 1808 1f your Ariweni.

The purpose of thes Supplementsl Questionnaire is to obtain addibonal job related information in
order to evaluate your educaticn, training and experiencs relstve fo the positson you are applying
for.
*1. Do you have governmentsl procurement experiencs?
* vas T Ne
| Sawe Waork m Progress |  Save & Procesd |

* Required Field

6. Answer the job-specific supplemental questions (if any) listed.
7. Click on the ‘Save & Proceed’ button at the bottom of the page
8. Scroll to the bottom of the application review screen and click ‘Certify & Submit’



9. Click the ‘Accept’ button to certify and submit your application. You will receive an e-mail
confirmation that your application was successfully submitted.

Employment Application

Walcame, Hollywood Drea Help Logost |
Hain Meou | Aophuation Statey My Account
Administrative Spacialist - Apphication process staps:
L1 ] 2] a @
Job supplemental  Confirm Certify &
Apphication Quiestions Applic kb Suilbimil

Cartify & Submit

H By dlicking on the “Accept’ button, [ hereby certify that every statement 1 have
made in this application is true and completa to the best of my knowladge. [
understand that any false of incomplete answer may be grounds for not

employing me o for dismissing me after | begin work. I understand that 1 will
have to produce documentation verifying identity and employment elgibility in the U.5. 1
wnderstand that I may be required to verify any and all information given on this
\ apphcation. | undérstand that thes completed appbcatian 15 the property of Maryland-
Mational Capital Park & Planneng Commession and will not be returned. [ understand
-Mational Capital Park & Planning Commission may contact pror employers and
gther refe 1 understand that [ must notify the Human Resources Division of any
changes in my nam; ress, or phone number.

Accept | Dechne ||

10. Click on the ‘Logout’ link in the upper-right-hand corner.

Congratulations! You have successfully completed your employment
application with the Maryland-National Capital Park and Planning
Commission. We wish you the best in your job search.



