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Purpose of this Guide
The Stanislaus County Chief Executive Office — Human Relations Department (CEO-HR) has created this
guide to help you in your search for current jobs and create the applicant profile you will need to apply

for opportunities that interest you. This guide is offered as a resource from the CEO— HR Recruitment
Team.

How to Access the Online Job Opportunities List

There are several ways to access the online list of Stanislaus County’s current job opportunities but here is
one simple way.

Visit the CEO-HR website (http://www.stanjobs.org/ or http://www.stancounty.com/
personnel/), Select the JOB OPPORTUNITIES link as shown below:

th LVEXPLAY  BUSINESSES ~ COUNTY SERVICESv ONLINE SERVICESy gi¥

Address: Phone: (209) 525-6341
1010 10th Street, #6800 Mon - Fri: 8am - 5pm
Modesto, CA 95354

Get Directions

A JOB OPPORTUNITIES  EMPLOYEE INFORMATION v  HUMAN RESOURCE TOOLS v TRAINING v SEARCH DEPARTMENT... Q

Stanislaus County > Human Resources

2 Programs & Services

Welcome to Stanislaus County Human Resources, a division of the County’'s Chief Executive Office. County Human
Resources provide personnel management services to County departments, employees, and applicants. Services

Click on the JOB OPENINGS tab, then click on the OPEN POSITIONS link as

shown below. This will take you to our list of current job opportunities.

r— =
JOB OPENINGS v  [ScliElELell LIVE&PLAY  BUSINESSES  COUNTY SERVICESv ONLINE SERVICESv g5
"

Quick Links

Open Pasitions

r—
1010 10th Street.
Modesto, CA 95354
Get Directions

JOB OPENINGS v JOB DETAILS v HUMAN RESOURCES FAQS VOLUNTEER HOW TO APPLY SEARCH DEPARTMENT... Q

inities APPLICANT LOGIN

lislaus County's job opportunities page.

15w grwwe cOMMuUNity with beautiful parks, 1 g
, outstanding healthcare and a variety of € Carearc in Demand



http://www.stancounty.com/personnel/
http://www.stancounty.com/personnel/
http://www.stancounty.com/personnel/

Conducting searches generates a list of current job opportunities that meet your search criteria. The
listing will be displayed on the webpage (see screen shot below) and will provide general information
(e.g., position title, salary, department, etc.) for each job opportunity. The following section describes

key points for reviewing the search results page.

= Menu > STANISLAUS COUNTY OPEN JOB OPPORTUNITIES 3] signin
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Job Title « Job Type Salary Closing Department

Animal Care Specialist il (RVT) - (Part-Time/Extra Help) Extra-help Part-time $39707.20 - $48,235.20 Continuous  Animal Services Agency
Annually

Keyword Search

Search according to keyword(s) related to job opportunities. To conduct a keyword

search, type a keyword (e.g., accounting or programming) in the Search box and
click Enter. The number of job opportunities displayed will change according to your
keyword search.

Switching Views

Jobs can be shown in the default Grid View or in List View by clicking on the
respective icon.

= List View—Displays job opportunities in a scrollable list.

Grid View— Displays details for each job opportunity in sortable columns
(e.g., Job Title, Salary, Closing Date, Posted Date). To sort the jobs, click on
a column name. Only one column can be sorted at a time. After you click a

il

column name, use the triangle next to the column name to switch between
ascending 4 or W descending order.



= Menu STANISLAUS COUNTY OPEN JOB OPPORTUNITIES

3] signin

powered by
NEOGOV®

Q Search 9jobsfound = = [F Sot~ Y Fiiter -
Job Title » Job Type Salary Closing Department
Animal Care Specialit Il RVT) - (Part-Time/Extra Help) - extra-help Part-time $39707.20 - $48,235.20 Continuous  Animal Services Agency
Annually

By default, all of the County’s current job
opportunities are listed in alphabetical order by Job
Title. Clicking Sort will activate a window pane to
slide in from the right side ( see screen shot to the
right). You can sort the listing by any of the six sort
options.

Sort Results I Sort by

Please select one of the following

Posting Date, Newest to Oldest

Posting Date, Oldest to Newest

Job Title A-Z

Job Title Z-A

Salary, Highest to Lowest

Salary, Lowest to Highest

= Menu > STANISLAUS COUNTY OPEN JOB OPPORTUNITIES
Q Search 29 jobs found
Annually
Animal Care Specialist il (V) - (Part-Time/Extra Help) Extra-help Part-time $39707.20 - $48,235.20
Annually
Forensic Pathologist Full-time and Part-time $276,30719 - $414,460.81
Annually
Nurse Practitioner/Senior Nurse Practitioner Full-time and Part time $103,064.00 - $134,804.80
Annually
Supervising Epidemiologist (Manager Iij Full-time and Part-time $71,260.80 - $106,870.40
Annually
Mental Health Clinician 111 Al Types $59758.40 - $80,454.40
Annually
Psychiatric Nurse Il All Types $79,352.00 - $96,449.60
Annually
- 2 3| Nexto
STANISLAUS ACCOUNT
COUNTY OPEN JOB
OPPORTUNITIES

= = 1¥ sort ~ Y Filter ~
Continuous  Animal Services Agency
Continuous ~ Sheriff's Department
Continuous ~ Health Services Agency
Continuous ~ Health Services Agency
Continuous  Behavioral Health and
Recovery Services

Behavioral Health and
Recovery Services

Showing items 1- 10

Copyright © 2019

3] signin

Multi-Page Search Results

To view search results that are shown across multiple webpages, click on a page

number shown at the bottom of the search results page. To advance to the next page
of jobs (if any), click the we<~ icon. To return to the previous page of jobs, click the

«Prev  jCON.




The official job bulletin for a specific opportunity provides very important information. The following
section highlights selected portions of the job bulletin that relate to the purpose of this guide. We
strongly recommend that you review the job bulletin in its entirety for other purposes (e.g., to
understand the duties and requirements) before submitting an application.

Legal Secretary (Confidential Assistant Ill)
Job Title Job Type
EMERGENCY CALL TAKER S salary () $39,56160 - $59,321.60 Annually Location ()  County Counsel -Ste. 6400, CA
Job Type Ful-time Department  County Counsel
EMERGENCY DISPATCHER Fulltime Job Number  2618-19
Closing 10/25/2019 5:00 PM Pacific
e e Full-time and Partime
DESCRIPTION BENEFITS
Homeless and Housing Services Manager (Manager IV) Fulktime
Human Resources Attorney (Deputy County Counsel Il- Fulktime About the Department and the Position
)
This recruitment is being conducted to fill a vacancy in the County Counsel office, as well as establish an
1 Legal Secretary (Confidential Assistant Il m Fulktime eligibility list to il future full-time and part-time vacancies throughout Stanislaus County.
Oral examination tentatively scheduled for week of November 4th, 2019,
Mental Health Clinician VI All Types -
Cell phones are typically incompatible with the online application format or browser. We recommend using a
desktop or laptop computer. If you are still having technical difficulties, please call NEOGOV at 1-855-524-
552

Detailed Job Opportunity Information

Click the job title to view the official job bulletin that details important information such as
duties and requirements. The job bulletin will slide in through a window pane on the right side
of the screen (see screen shot above).

BE] ey

You must have access to e-mail and a user account to apply online. If you have not created
or signed in to your user account, you will be prompted to do so when you click on the
icon. If you are already signed-in, you will be taken directly to you applicant profile.

Job Bulletin Description

The Description provides all of the information specific to the job opportunity. Typically, the

job bulletin includes information such as:

0 About the Position 0 Desirable Qualifications
0 About the Department 0 Examination Information
0 Minimum Requirements



m County Benetfits

The Benefits tab provides
information on all the benefits the
County offers. Clicking on the link
(see screen shot on the right) will
download the Stanislaus County
Benefits flyer.

< > 5 B ¥ in =

Legal Secretary (Confidential Assistant lll)

Salary () $39,561.60 - $59,321.60 Annually Location () County Counsel -Ste. 6400, CA
Job Type Full-time Department County Counsel
Job Number  2618-19
Closing 10/25/2019 5:00 PM Pacific
DESCRIPTION BENEFITS

Benefits associated with this position can be found hit Benefits Summary (Download PDF reader).

APPLY X

Q Search

Job Title ~ Job Type

Animal Care Specialist lll (RVT) - (Part-Time/Extra Help)

STANISLAUS COUNTY OF < b2

& B ¥ in =
Assistant Cook I/Il
salary O $26,499.20 - $35,401.60 Location (D Probation/Juv Hall - 2215 Blue
Annually Gum Avenue, CA
Job Type Full-time and Part-time Department  Probation
Job Number  2485-19
Closing 11/1/2019 5:00 PM Pacific
DESCRIPTION BENEFITS QUESTIONS

About the Department and the Position

APPLY X

Job Applicant Questions

Extra-help Part-time

Assistant Cook VIl Full-time and Part-time

Assistant Director Full-time

GENERAL INFORMATION

This recruitment is being conducted to fill full-time and part-time vacancies for the Stanislaus County Probation
Department and to establish an eligible list to fill future full-time and part-time vacancies throughout Stanislaus
County. While this Is a we you to apply
may close at any time.

as this recruitment

Employees in this classification are eligible to receive a custodial facility assignment pay of ten percent (10%)
in addition to their regular salary. The custodial facility assignment pay shall be prorated on a minimum eight

Job bulletins may or may not have a
Questions tab. If this tab is visible, click
on it to view the questions you are
required to answer when applying for the
job opportunity. The screenshot to the
right displays example

questions.

If the questions tab is not displayed, you
will not be required to answer these
additional questions when you apply for
the job opportunity.

< > 5 B ¥ in =
Assistant Cook /1l
Salary (O $26,499.20 - $35,401.60 Locatlon (1) Probation/Juv Hall - 2215 Blue
Annually Gum Avenue, CA
Job Type Full-time and Part-time Department  Probation
Job Number  2485-19
Closing 11/1/2019 5:00 PM Pacific
DESCRIPTION BENEFITS QUESTIONS

a01 Indicate your highest level of education completed.
* None
= High School Diploma or equivalent
= Associates Degree
= Bachelor's Degree

02 Indicate your length of experience working in a large food/dietary service department in an institutional

facility?
= None
+ Lessthan One Year
+ One Year
« Twao Years
+ Three Years or more

APPLY X




The following section describes how to create and access a user account.

= Menu > STANISLAUS COUNTY OPEN JOB OPPORTUNITIES

3] signin

Sign In

All fields are required

psemame or Email
This field is required

Password

Forgot Username? | Reset Password

Q Search 29 jobs found = [Fsor

or sign in with

Job Title » Job Type Salary Closing Departr

Animal Care Specialist lll (RVT) - (Part-Time/Extra Help) (& Linkedin Sign in has been disabled

Extra-help Part-time $39707.20 - $48,235.20 Continuous Animal To access your account, choose the Reset Password
Annually

link above and enter your Linkedin login email
address on the Password Reset page.
Assistant Cook Il

Full-time and Part-time $26,499.20 - $35,401.60 /0119 Probat
Annually Don't have an account? Create one. 1
Assistant Director £l 42050040 412420400 10/20/1Q L by i |

Create Your User Account

0 To create a user account, Click the * =@ jcon on the . S2=n
top right-hand of the webpage. A small window will
appear on the top right-hand corner (see screen shot
above).

Create Account

All fields are required

Fmall i

This field is required

Username

0 Click on Create an account.

Password

=
0 Provide your Email address, and create a Username and —

or create with

Password as shown in the screen shot t the right. i

Animal {? Linkedin Sign In has been disabled
.. . . To access your account. choose the Reset Password
Create link abowe and enter your Linkedin login email
0 When you are finished, click on the [IE=2M icon. _— e

Already have an account? Sign In

Note: If you receive messages (e.g., that a username or Comal

email address has already been used), follow the instructions



STANISLAUS COUNTY OPEN JOB OPPORTUNITIES

Q Search 29jobsfound = 52 IF sor Forgot Username? | Reset Password
or sign in with
Job Title & Job Type Salary Closing Departr
(A Linkedin Sign In has been disabled.
Animal Care Specialist lll (RVT) - (Part-Time/Extra Help) Extra-help Part-time $39707.20 - $48,235.20 Continuous ~ Animal
To access your account, choose the Reset Password
AnnuaHy link above and enter your Linkedin login email
address on the Password Reset page.
Assistant Cook U Full-time and Part-time $26,499.20 - $35,401.60 /0119 Probat
Annually Don't have an account? Create one.
Assistant Director =t $2050240 $12422400 1002010

o |

Sign In

All fields are required

psername or Email
This field is required

Password

Access Your User Account

o Click on [ s=on Jthe icon on the Job Opportunities page as shown in the screen shot

above. A small window will appear on the top right-hand corner.

0 Enter your username or email address and password in the log-in area. If you do not

remember your username or password, click Forgot Username? Or Reset Password and

follow the instructions.

o Click on the INIEZEIM icon.

0 You will now see your username displayed at the top right-hand corner of the

webpage as shown in the screen shot to the right.

STANISLAUS COUNTY OPEN JOB OPPORTUNITIES

=
2 candidate One v )

poneredby
NEOGOV®
30 &Y




Once you have created a user account, you can build your master profile, which includes basic

information about you such as your contact information, education, job preferences, etc. The following

section describes how to build your applicant profile and use some of the features.

STANISLAUS COUNTY OPEN JOB OPPORTUNITIES 2 Candidate One v

[ Applications
D inbox
E3 Profile 1

{6 Account

4 ¥ [ signout

IF sort ~ Y Filter ~

Q' Search 29 jobs found

Building Your Master Profile

0 Click on Profile from the Username menu as shown in the screen shot above. A new
webpage will appear as shown in the screens shot bellow.

0 Click on the respective tabs and enter or review you’re master profile information.
- Info (e.g., mailing address)
- Work Experience (e.g., job history)
- Education (e.g., degrees)
- Additional Information (e.g., certificates & Licenses
- References (e.g., professional contacts)

Note: When applying for a job, you will have the opportunity to review and update the
information in each tab of your profile before you submit your job application.

_ General Information

i Work

Fiéids marked with an asterisk (') are req|
H rcton Cofect information _

Name

Candidate One W Work

Address
1010 10th %:
Modesto, CA 95354

++ Additional

@ References

M Education

Phone

Emall

+++ Additional

@ References

10



m Import Your Résumé

Save time by importing your information into our system automatically

=

Upload from Computer

Supported file types: .pdf, .doc, .docx, it

To manually fill in your information, you can Skip this step

Import Information From Your Resume
2

When you first begin to build your applicant profile, you will be presented with the option of
importing information from your resume. You can import information by uploading your resume
from your computer. Click on the image (see screen shot above) to do so.

Alternatively, if you do not want to use this option, you can click on the icon to
manually type your resume information onto your applicant profile.

Note: this screen appears Only during your initial user account setup. If you click the icon, you
will not have a future opportunity fo import your resume information.

= Menu > PROFILE 2, candidatets23agmallcom

powerdby
NEOGOV®
s, &

_ General Information

@ Work

Flelds marked with an asterisk () are required

M Education Contact Information

Name Edit/
John Doe

+++ Additional

Address
1010 10t st

Modesto, CA 95354 Edlt ,

® References

m Customizing Your Applicant Profile

Click on the tabs to enter your information in the fields.
At the bottom of each box or page displayed, click on the or IEE=3M icon to save your
information. The system will save all of your information to your user account.

0 To make any changes (e.g., email account change, mailing address, references, etc.), click
on the corresponding tab.

0 Click on the icon on the right-hand corner of the window. You can make changes or
update your profile at any time.

Note: If you make any updates to your profile information after applying for a job

opportunity, those changes will not be reflected on you previously submitted job applications.

11



Once you have created and customized your master profile, all of your information will be saved to
your user account. You will not need to re-enter your information for each job application you submit.
When you apply for a job opportunity, the system will extract and copy your basic information (e.g.,
contact and personal information, education, job preferences, and references) from your saved master
profile. The system will also extract and copy your work experience from your most recently submitted
job application. If you applied for multiple jobs, information from your most recently submitted job
application will be used. It is recommended that you modify your experience to tailor it for the specific
job opportunity. This section describes how to use the features of your master profile.

= Menu > STANISLAUS COUNTY OPEN JOB OPPORTUNITIES 2, JohnDoe v |
s 4 R e Be B ‘ 4 i Taie /‘ [J Applications
" b

[ inbox
| E3 Profile
© Account

=l B signout

S M CorR \ s
L Applications

Q Search

I sort ~ Y Filter ~

Job Title ~ Job Type Salary Closing Department

Assistant Cook VI Full-time and Part-time $26,499.20 - $35,401.60 o119 Probation

Locating Your Job Applications

To access your submitted and incomplete job

applications, click on Applications from the Username
menu as shown in the screen shot above.

0 After you have applied for a job, the system will
automatically save a copy of your job application.
Click on the Submitted tab to access your job
application and

= Menu > APPLICATIONS 2 JohnDoe v

application history
(e.g., date and
time submitted) as
shown in the

screen shot to the

SUBMITTED |NCOMPLETE 1Submitted Applications found

right. —

Legal Secretary (Confidential Applied on 10/23/2019 09:25 AM Pacific ~ Processing’
Assistant ll) History

SUBMITTED

12



0

If you begin a job application, but you do not submit it; the system will automatically save your
incomplete job application. Click on the Incomplete tab (seen in screen shot below) to view your
saved application.

= Menu > APPLICATIONS 2, JohnDoe v

powered by
NEOGOV®

&

SUBMITTEC INCOMPLETE 1Incomplete Applications found

Assistant Cook /1l Last step completed: References 1

INCOMPLETE

Note: You can save an unlimited number of job applications. However, when the filing date ends
for a job opportunity, your incomplete job application for that job opportunity will be removed
from the system.

13



Additional useful links and information can be found on this webpage.

E3 stanislaus County

< Stanislaus County
Promotional
Opportunities

& stanislaus County
Transfers

[£] stanislaus County
Job Descriptions

E Job categories
@ Help & Support

@ Legal & Privacy

©Open Job Opportunities

STANISLAUS COUNTY OPEN JOB OPPORTUNITIES 2, JohnDoe v

Menu

2 stanislaus County
Open Job Opportunitles

powered by
- NEOGOVS'
<l Stanislaus County ok A

Promotlonal

2 Search Opportunities 28jobsfound = = IF sort + Y Fitter ~
& stanislaus County

) Title ~ Closing Department
Transfers

sistant Cook I/ll 5,401.60 1/0119 Probation

[£] stanislaus County

Additio

Job Descriptions
E Job categorles
@ Help & Support

@ Legal & Privacy

nal Website Features

We recommend that you review the features under the

= Menu > jcon, located on the top,

left-hand corner of the webpage.

0 Clicking on the =" > icon will activate a window pane that slides in from the left side

of the page. Below is a brief description of each selection.

0

Stanislaus County Open Job Opportunities—displays all the job listings that are open
to the public as well as current employees.
Stanislaus County Promotional Opportunities—displays open promotional opportuni-
ties for current county employees.
Stanislaus County Transfers— displays transfer applications for county employees who
currently hold the same position and wish to transfer to a different department with the
same job.
Stanislaus County Job Descriptions—displays all job classifications with Stanislaus
County. To receive email notifications each time a position opens in a specific job
classification, click on the specific Job Description and then on the icon in
the upper right corner of the page (see screen shot to the right). Your subscription will
last 12 months and then you will need to re-subscribe.

B B - [ cusscece I8

794 ACCOUNT CLERK Il

Class Title
ACCOUNT CLERK I

Class Code

000600

satary ©

$35131.20 - $42702.40 Annually

nnnnnnnnnnnnnnnnnn
Q search —

Class Title ~

ACCOUNT CLERK I

14



0 Job Categories—Displays the job categories (e.g., architecture, community development,
health sciences) with Stanislaus County. To receive email notifications each time any position
opens in one or more of those categories, select the Categories you are interested in and then
click on the icon ( see screen shot below for an example). Your subscription will last 12

months and then you will need to re-subscribe.

JOB CATEGORIES 2 John Doe

= Menu >

Place a check In the box next to each job category for which you would like to receive email notifications, click the ‘Subscribe' button, fill out the information, and then click the

‘Submit button
For next 12 months after you submit this form, you wil receive an emall notification each time a position opens with Stanislaus County whose category matches one of the

categories youve chosen.

0 Job Categories selected V SelectAll X Clear Al

91 Telecommunications Accounting and Finance Administration Administrative Assistant

0 Help & Support - this webpage links directly to the www.governmentjobs.com webpage and
provides online support for applying for government jobs. This webpage is not managed by

Stanislaus County.

We hope you found this guide helpful to your Stanislaus County job search. For question related to your

application or information about a specific job bulleting, please contact the CEO Human Relations
Recruitment team at 209-525-6341.

Disclaimer

Though this guide presents useful and practical information on this subject area, there is no guarantee
that someone who reads this guide will be able to perform better on a County examination. By merely

using this guide, you consent to understanding and agreeing with this disclaimer.

Stanislaus County wishes you the best of luck in your career endeavors.

15


https://www.governmentjobs.com/careers/stanislaus/helpandsupport/applicationguide

