Online Job Application Guide

Instructions for the First-Time User

1 Go to www.mspb.ms.gov
2. Click on Job Seekers
3. Under MSPB Career Center, Click on Job Openings

Important Notes for Applicants:
e When applying online, each applicant must have their own, unique email account.

e Many websites such as, mail.yahoo.com, mail. AOL.com, and mail.google.com, allow you to
establish free mail accounts.

e If you forget your username or password, an email will be sent to the email address listed
in your profile allowing you to retrieve your username or reset your password.

e If you acquire a different email address, make sure you change it in your profile or you will
not be able to receive your forgot username/password emails.

Instructions for Applying with Paper Application

Applicants are encouraged to apply online to make it easier to apply for multiple positions.
However, an electronic version of the paper application is available in a PDF format for applicants
to print and mail to MSPB or the appropriate agency. "Click Here" to download. Applications will
be considered incomplete if the supplemental questions included with the job posting are not
completed and attached.

Please Note: You must follow the instructions on each job posting as to where to submit a
paper application. A separate application must be completed for each position. Applications must
be received before the closing date to be considered. Any applications received after the closing
date will be returned and not processed.
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If you are unable to view either PDF, go to www.adobe.com to download the latest version of Adobe Acrobat Reader.


http://www.adobe.com/
http://www.mspb.ms.gov/
http://mail.yahoo.com/
http://mail.aol.com/
http://mail.google.com/
http://www.mspb.ms.gov/media/6595/application%20word%20template.pdf
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Applicant Information

Applicants may apply for positions that have been posted. Once the posting period ends, the job
posting will no longer appear on the MSPB website. From MSPB's home page in the box labeled
"MSPB Career Center," the applicant will see the following links: How to Apply, Applicant

Login, Job Openings, Agency Only Opportunities, State Employee Opportunities, Job Descriptions, and
Job Interest Cards.
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Home » Job Seekers

Job Openings

‘Nednesday. May 11. 2011

Welcome to State of Mississippi's Application Process!

Job ards S
MSPB Applicant Care Center
Online applications are stored on a secure site. Only authorized employees and hiring authorities have F2Qs .

access to the information submittad.

MSPB General Information

Events
The State of Mississippi is an Equal Opportunity Employer. | Job Classification Descriptions
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How to Apply

To apply for a position with the State of Mississippi, choose one or more categories from the
search criteria below that best suits your interest. You may choose "Select All Categories™ in
order to view all jobs available or "Clear All Categories™ and select the categories in which you
are interested. From this page you may also select the counties where you desire employment.
After your selection are made, press GO at the bottom of the page and all jobs found, based on
the search criteria selected, will be displayed

Search Cntena
All Categories are automatically selected To change the results. deselect and reselect the categories by using
the Clear All/Select All buttons or by clicking on the check boxes To reset the search criteria, click ‘Clear
Search’ at the bottom of this box

Select Catego Select All Categories Clear All Categories

Accounting and Finance (7) Administration (9) [¥] Administrative Assistant (5)

Agriculture (1) Audit (1) Business (1)

Child Support (1) Clerical & Data Entry (2) [¥] Community Development (1)

Corrections (1) Counseling (1) [¥] Education (2}

Faculty (1) [¥] Faculty - Behavior Science (1) Faculty - Fine and Applied Arts
(1)

Faculty - History (1) Faculty - Math & Technology (1} Faculty - Other (1}

Faculty - Science (1) Historic Preservation (3) Legal (1)

Library (1) MMaintenance {1) [¥] Management (1)

Medical (1) Mental Health (1} [¥] Miscellaneous (1)

Office and Administrative Professional (2) [¥] Program Management (1}

Support (1)

[Z] Public Safety (1) [¥] Recreation (1} [¥] Social Senices (2)

Warehouse (2) Wetlands (1) [¥] wildlife (1)

Select County/Counties Select ‘ ies par All €

01 - ADAMS (2] 25 - HINDS (25) 45 - MADISOMN (2}

61 - RANKIN (2) 72 - TUNICA (1) 83 - STATEWIDE (9)

Enter keywords {optional) i | Explain this
dy Minimum Desired Annual Salary: | '

Explain this

K21 or Clear Search
&, Print this page

]
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From the list displayed, click on the title of the position you wish to apply for

(example: Accountant/Auditor I1, Professional).

Page # |1 of 1 9_°_|
Position M

' ACCOUNTANT/AUDITOR II.

Closing Date
[A]

PROFESSIONAL Full-Time $39.939.00 - $69.893.25 Annually|06/07/11
ADMIN ASSISTANT Il Full-Time $23,105.80 - $40.435.15 Annually|05/31/11
DOR-TAX PROCESSOR | Full-Time $19,504.13 - $34,132.23 Annually|06/05/11
new ES-EMPLOYMENT INTERVIEWER | [Full-Time $25.135.31 - $43,986.79 Annually|06/05/11
Page # l‘l of 1 g}

Clicking on the link will bring up the job description page from which job information may be
printed and an application for the position can be completed. To apply for the position, click on

Apply.

Home » Job Seekers
Job Openings

NEQGOV

Job Title: Admimstratie Assistant (GLA)
Closing Date/Time: Sat 05/14:11 11 58 PLI Central Time
Salary: 519571 51 - 834 250 14 annually
Job Type: Full-Time
Location: Hinds County MMississippi

County/Counties Associated with HINDS
Position:

Time Limited Position: lio

n Print Job nformation | Apply

Characteristics of Work Benefits Supplemental Questions.

MSPB Career Center
How to Apply
Applicant Login

Job Openings

Agency Only Opportunitizs
State Employee Opportunities
Job Dascripuions

Job Interast Cards.

|

MSPB Applicant Care Center

| e200a
FaQs

MSPB General Information
Events
Job Classification Descriptions
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Create an Account

If you have already created a user account, login using your previously created username and
password. Otherwise, Click Create one to create an account, and then enter your new account
information.

State of Mississippi

Jlob Opportunities

1. If you created an account before, you cannot use the same email address again to create a
new account. The email value must be unique.

2. If you created an account before and can't remember you username, click on Forgot

username. This sends you email with your username.

Your password must be at least six characters in length, and contain at least one number.

Answer the security question. In this example, type 14.

As you supply correct information for each field, a checkmark on the right indicates that

the value is correct, for example:

ok w
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Create a8 new account Sign it

paulcsmith@gmail.com ~
paulcrasmith ~
™

Click Create.
Keep a record of your username and password.

When you are signed in, your username appears on the right in the top menu bar:

@ paulcrsmith

If you need to change your password, use Accounts Settings in the pull-down below your
username.

Find Jobs
You can find jobs using search as follows.

1. Type a job title in the search box. You can further limit the search by providing a state or
city, for example:

. accounting clerk % california | Find Jobs

As you type in these boxes, it suggests jobs or locations that match, for example
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L account

Category

fitie

accounting and finance

account manager
account representative
accountant
accounting clerk
accounting manager
accounting supervisor

accounts payable clerk

2. Click Find Jobs.

3. The jobs that match your search are shown, for example:

f’ GovernmentJobs

., accounting clerk

Find Jobs

Sort by: relevance - date

Filter Resuits

Date posted

AlR)

Last 30 days (0)
Last 7 days (0)
Last 24 hours (0)

Organtzation

Eastorn New Mexico
University (1)

Ad by Google related to: accounting clerk jobs

Accounting Claek (~nng)
accountingclerkjobs myjobroper.com/ Farn $16:-57% per hour, Na Bu
Required

Accounting Clerk |l

Lincoln, NE

PERM FULL TIME - $2,222.3 / mo

Nebrasks Commssicn on Law Enforcement & Criminal Justcelocation: Nebraska State Office Butiding - 301
Centenn:al Mall SouthSchedula: M-F, 800 am. - 500 pm

Accounting Clerk Il - Head Start

5904 West Drive Unit 6 & 7 Laredo, TX

Pan.Time - $140747 / mo

Employee is under the supervision of the Education Director. This position Is tesponsible for ensuring that

requisitions are approptiately processed related to maintenance repairs, renovations, inspections and the ke,

Pastind more than 30 days ags | Continuous | [ Snae

Temporary Clerical Pool

Portales, NM

Parnt time temporary - Dapends on Qualifications

Note: The purpose of this sdvertsement is 1o creato a temporary on<all pool of applicants from which a
depantment may lize a5 needed. For this reas on, spplicants may be called in ot any time during the yeor,

Exampies of positions avatably may...

stodt mars than 30 cays 230 Share

4. Click on the title to open the job details
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Apply for a Job
To apply for a job:
1. Click on the Apply tab from job details.

2. 'You can speed completing basic profile information by importing a resume from LinkedIn,
or by uploading a file.

3. Next you complete a series of steps (entries or screens). The specific steps that you must
complete are determined by the employer, and may vary from this example.

Your progress and current step in the process is shown on the left. In the next example, the
information step is in progress:

v L..‘“r‘:»‘.‘j
SO0 L& ‘ T‘,
WA D v e
! Aoy (

As you work on your application, refer to the progress bar to see the number of items for each
entry, and errors. In the next example, the work entry contains eight items, and the questions
entry contains errors:
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4. For each step, the buttons on the bottom allow you to save or discard your work on this
entry.

4
- Py PN 7
P) emoy r.‘

Although your typing is periodically automatically saved, it is good practice to click on the Save
button.

The Cancel button discards any changes you have made since the last save.

For some entries, the Remove link is present. It deletes the current entry, after a confirmation.
Once deleted, the data cannot be recovered.

The last time that the entry was saved is also displayed at the top:

Provide general contact information.
If required, provide previous work experience information.
If required, provide educational information.

If required, provide additional information, including certificates and licenses, skills, and
languages.

ONo O
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9. If required, provide references.
10. If required, answer any additional supplemental questions. These are general and agency

supplemental questions. Depending on the hiring agency, this section may be blank.
11. Upload any attachments, such as a resume, driver’s license, or certificates. The supported

file formats are determined by the employer.

If a particular attachment type is required by the employer, there is an area provided so that you
can upload that attachment.

If there are no required attachments, then you can use Add supplemental attachment to add
additional files. When using Add supplemental attachment, make sure to use Choose attachment
type before you upload the file. In the next example the License type attachment is selected prior

to uploading the file:

License

12. Review each section. If there is an error, it is shown in the progress bar and also in the
section.

use S0t & o open this item and correct any errors.
Once your application is complete, click on Proceed to Certify and Submit.

13. On the Certify & Submit page, click on Accept and Submit.

An Application Submitted message confirms that you have applied for the job.
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Applications Status:

When checking your application status:

Log In your account

All incomplete applications will appear first.

All completed application will appear under the "Application™ section.
Your most current status is located under the each job title.
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