Start Here

Welcome
Welcome to the State of Nevada On-line Application Workshop.

We hope this information will give you the assistance you need to properly complete a State of Nevada application in order to be given every consideration for a position.

First let's review a few points to keep in mind:
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Start Here

Job Announcements/Postings
All of our job information is accessible on our website at hr.nv.gov. We have a dedicated microsite to the employment process at nvjobs.nv.gov where you can find information on

classified, unclassified and non-classified positions.

Positions may be posted on other sites that may be out of our control (Indeed, Monster, etc) and we are not responsible for their postings should they post a position that we have already
closed. We do post on the following websites: Craigslist, JobSpider, Gigajob, us.jobs.

Ultimately, the best practice is if you see a position on one of these sites, apply directly through https://nvapps.state.nv.us/MEATS/Recruiting/ViewJobsHome.aep site.

Hote: New positions are added just about every day so check back often.
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Searching Job Anncuncements
You can look at jobs throughout the state or you can filter by location and/or job category. You can view the position title, salary, location and how much time is left befare the position

closes.

If you do not already work for the State, you will only be eligible to apply to “Cpen Competitive” (Open to all that qualify) recruitments which are open for anyone to apply to.
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Submitting an Application
If you see a position you are interested in, click on the job title and it will bring up the announcement. Read the announcement completely, paying attention to the minimum
qualifications for the position as well as any special requirements or prescreening guestions. Most positions have a combination of education and experience.

Also pay attention to when the position closes (positions close at 5:00pm on the closing date) as applications are not accepted after that date.

In order to apply for a position you must register and build your profile as completely as possible in our system. We do not accept resumes. Please take the time to answer the questions
as thoroughly as possible. Failure to provide enough information could result in your application being rejected.

*Note: Our recruiters (Division of Human Resource Management) do not hire. They initially qualify your application and then, if qualified, forward a list of qualified applicants to the
hiring department for their decision on whom they wish to interview.

Continue
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Congratulations - end of lesson reached

Well dong!

You are ready for the next lesson!

Continue



Applicant Application Process

This next image is an example of an actual full posting of a vacancy. In the following frames it will be broken down to emphasize the different sections
and their importance.

Hote: There are several types of recruitment categories:

Open Competitive: These types of positions are open to all that qualify.

Statewide Promotional: These types of positions are only open to those that have 6 months of full time employment with the state.

Divisional Promotional: These positions are only open to those currently working in the specified Division listed on the job announcement and have
& months full time employment with the state.

Divisional/Department: These positions are only open to those currently working in that particular Division or Department and have & months full
time employment with the state. Those that work for the specified Division listed on the announcement will appear first
and then everyane else that works for the Department will appear in a separate category.

Continue



State of Nevada Announces
$OTON 1 An Open Competitive Recruitment for:
ADMIN ASSISTANT II
APPROXTMATE ANNUAL SALARY - §$29,440.80 to $42,553.44 PAY GRADE: 25
For more nAemation on baneSt and (EIrenent programs, Hease ses (e sections belon.
In order to recesse consderation, apphcants must indcate ther avasabity for any work type, travel, and ocaton requerements listed
JOB INFORMATION RECRULTMENT INFORMATION
o Work Type: & Permanent, A8 tme vacancy * Ancouncement Number: 18509
¢ Department: Mealth sod Manao Secosed * Cpen 2o af quakfed persons.
* Dovimon: Division of Chid and Family Services * Posted 01/07/2013
o Lecaten: Carson, Mnden, Cardnervile, Cenca s Oose Date: 03/21/201)
* Job Class Code: 02.212 . Recruiter:
ROSE STONE
Phone: (775)684-0150
Emal: c3toneld.
* Apphcations 3ccepted for anothar 4 Days 7 wis 51 Mins
SECTOK 2
AGENGIAUVG ASEELINS Perform 3 vanely of Clrncal, Secretanal 3nd JAMNS e Support AuDes such a8 Mantanng records and flss; c g and editing ¢ P .
data entry; office management; and budget montonng.
Inoarbents & degrew of kndwiedge and prof sufficant to perform work ndependuntly with itthe or no additional tranieg.
Adminatrative Assstants perform a broad vanety of clencal, secretanal and Adauristrative SUPPOTt Cutss 1N AN assgned 20ency, PrOgram of other work wit within State
mmrwwn—mammmm-ann :m adtng comespondence; data antry; office budgat
mantenance; typing and woed p Yy i reception; dup mmmmw mmlum-m@wmm
m“w mmw md. g and forms and other documents; operabng office

Wlm\:nxm peesonal computers, Computorn terminals, CACUMONE, tmmxm;nmm,ﬂmmm and performng related Juties a5 FSsioned.
10 see full (Rass SpacdhCations visit: Dty [/ des nv 9oy / schematic ) m

stcnow 3

In order 1o Be qualfied, you must meet the following reguinements:

o and Experk (M Qualifications)

UGMMMWKMuanWMMmuMJN BUPPOrt e * which inch Wonmrmolm
felloming Mess: mantaneg records and ez prepanng & vanety of saterals using & or mord pe .3 -] forms and
aapkm mmmnwaannwdwmalmn OR 0ne yoa1 of xp: as an lhmvmﬂmwwo OR an

of nd

Ww

* A State of Nevada/¥O1 background chack wil be requred of the telected apphcant.

Additional Position Experience

o Dpenercs o &0 emvronment hat promdes socul ternces
. Excel

* Pomerpont

o Acvanced wating skily

The Examination

1 thare are five oo fewer GUAiad Sppcants, the scam afl Coment Of an APPICATION svauabon, (THis Statament doss NOt apply for Untl Recrutment Nesds e Satafed (LES)
announcements).

CLERICAL SUPPORT EXAM

The cam wil conast of 3 witten weighted L00%,

Quaified apphcants will be contactad by the hning agency for mtarnmew.
The folowng are the number of questions in aach categery of the sxam:
20 - Office Operatioes and Practices

20 - Folowing Written Instructions & Roadng Skils

15 & Custome: Service Skl
SECTION 4 INFORMATIONAL LINKS REFER A FRIEND
For mors mfomation sbout state seploy L it the & 9 Melp L reach quatfied candidates! Reder & friend By cloking here:
mo!mmmmt.m Hdop.r.ge Emad
NP waw Iepers ang
Mkhlphvm lmﬁunwn Mt \pets. sate. i s
Direct Inquinies or Correspondence 1o;
Diviston of 9 iviston of 9
Noethern Nevada Southern Nevada
209 East Musser Street, 555 East Washington avenuse,
Rsom 101 Sute 1600
Carson Oy, Nevads 897014204 Las Vegas, Nevads 69101- 1046
TOO for the Heanng tnpared (800) 326-5868 TOO for the Heanng Impawed (800) 326-8868
T2 bage e apphcation process, Ttk on the Apply Sutton, Ohck Cancel 1o retare 10 e Drevecut Be0e
= o1 r< N




Applicant Application Process

Job Announcement - Section 1

Review the announcement that you are interested in and pay special attention to:

L e

Whao the recruitment is open to;
Date open;

Date closes;
Department/division;

Location, and;

Recruiter contact.

Announcement

Instructions | Frequently Asked Questions | Page Help [7]

State of Nevada Announces
An Open Competitive Recruitment for:
ADMIN ASSISTANT IT

APPROXIMATE ANMNUAL SALARY - 529,440.80 to 5$42,553.44 PAY GRADE: 25

For more information on benefit and retirement programs, please see the sactions below.
In order to receive consideration, applicants must indicate their availability for amny work type, travel, and location requirements listed.

JOB INFORMATION RECRUITMENT INFORMATION
Wark Type: & Permanent, full brme vacancy " Announcement Number: 18509
Departmant: Health and Human Services L L] 1l same 1.
Division: Division of Child and Family Services e 4 & 6 = Posted uuu?ﬁm:a 2.
Locatkon: Carson, Minden, Gardnerville, Genoa * Clgge Date: 0212013 3.
Job Class Code: 02.212 = Recruter

ROSE STOME &

Phona: (775)884-0150
Email: ¢ & K

» Applications acceptad for another 4 Days 7 Hrs 51 Mins

Continue




Applicant Application Process

Job Announcement - Section 2

MNext you will find a description of the duties and responsibilities of the position.

The Positi
Administrative Assistants perform a variety of clencal, secretanial and adminéstrative support duties such as maintaineng records and files; composing and editing correspondence;
data entry; office managerent; and budget monitoring.

Incumbents possess a dagree of knowladge and proficiency sufficiant to perform work independently with little or no additional traning.

Administrative Assistants perform a broad vamety of clerical, secretanal and administrative support duties in an assigned agency, program or other work unit within State
government. Typical dutes mclude mantainng records and hles; composing and editing correspondence; data entry; office managemant; budget monitenng and accounts
maintenance; typing and word processing; answening telephones and relaying information; reception; duplicating and distribubing matenals; prepanng for meetings and taking
minutes; ordering and stocking supplies and eguipment; recaiving, sorting and delivering mail; reviewing and processing applications, forms and other documents; operating office
equipment such as copiers, pergonal computers, computer terminals, calculators, facsimile machines, printers, and other equspment; and performing related duties as assigned.
To see full Class Specifications visit: httpe/ f dop.nv.gov/ schematic 2. htm

Continue



Applicant Application Process
Job Announcement - Section 3

Next you will see how to gualify for the position and the education/experience required along with any special requirements/skills. Also review to see if there are any prescreening
questions. If there are, once you apply to the position, the question(s) may be in the form of a yes/no answer or there may be a box provided to expand on your experience. Please do not
put “see resume”. Make sure you can meet the requirements before applying and confirm the recruitment is “Open Competitive™.

To Qualify:
In order to be qualified, you must meet the following requiremeants:
Education and Experience {Minimum Qualifications)

® Graduation from high school or equivalent education and two years of clérical and administrative support expenence which included expenence in one or more of the
following areas: maintaining records and files; preparing a warety of materials wsing a personal computer or word processor; assisting customers in completing forms and
apphcations; and/or performing secretanal dutes in support of professional staff; OR ona yaar of axpenance as an Administrative Assistant | in Nevada State serace; OR an
equivalent combination of education and expearence.

Special Requiremeants

® A State of Mevada/FBI background chack will be required of the selected applicant.
Additional Position Experience

= Experience in an environment that provides social servicas

= Excel

" Powdrpoint

= advanced writing skills

he E N
If thara ara five or fawer qualfied apphcants, tha exam will consist of an application evaluation, (This statement doas not apply for Until Recruitmant Meeds are Satisfiad [URS)
announcements).

CLERICAL SUPPORT EXAM

The exam will consist of a written weighted 100%.

Qualfied apphcants will be contacted by the hinng agency for mEernew,
The following are the number of questions in each category of the exam:
20 - Dffice Operations and Practices

20 - Fellowing Written Instrsctions & Reading Skills

10 - Anthmetic

20 - English Grammar, Punctuation and Spelling

15 - Computer Usage

15 - Interpersonal & Customer Service Skills

Continue



Applicant Application Process

Job Announcement - Section 4
Additional information and Apply Button.

INFORMATIONAL LINKS REFER A FRIEND
For more information about state employment, visit the following: Help us reach qualified candidates! Refer a fnend by clicking here:
Division of Human Resource Management: hetp://dop.nv.gav Email

Pubbkc Employees Rabremant System: hitp://wes. rvpers.arg
Public Employees Benefits Program: http://pebp.state.nv.us

Di I .. c i .
Division of Human Resource Management Division of Human Resource Managemaent
Naorthern Nevada Southern Newvada

200 East Musser Street, E55 East Washington Avenue,
Room 101 Suite 1400
Carson City, Nevada 89701-4204 Las Vegas, Mevada B9101- 1046
ToD for the Heanng Impasred (B0O0) 326-6868 TDOD for the Hearning Impaired (B00) 3256-5868

To begin the applcation process, dick on the Apply button. Click Cancel to retumn to the previows page.

Continue



Applicant Application Process
Freparing and Submitting Your Application

If already registered, sign in and review your profile for any updates (education, training, certifications) to bring your profile current. Mote: you can enly upload your resume as an
attachment-you must fill out the application completely. You can also upload certifications, transcripts, DD214, etc. as an attachment.

*Note: Once you submit your application for a position you cannot make any changes or additions so make sure your profile is as complete and updated as possible prior to applying
for a specific recruitment.

*MWote: Current State of Nevada employees do not need to create a User ID and password, as you have access to the system through NEATS and can log on with your State ID.

If this is your first time on our system, you will need to create an account. To create an account, click on the link titled “Register” on the page titled “Jobs Home Page
(https://nvapps.state.nv.us/MEATS/Recruiting/viewJobsHome.aep).”

Site Help

. Welcome to NVAPPS

Jobs Home Page

Select “Register” to create your account. Instructions | Frequently Asked Questions | Page Help 5]

MNOTE: Click here to view detailed instructions on how to register with the system, find a job, ard apply ]

Sign On EQUAL EMPLOYMENT OPPORTUNITY/AFFIRMATIVE ACTION

Regester Tha Stabs of Nevads 3 59 agual apporivailyaffrmalive sciian amplapdar, Qualfiad paricag sre sandidarad for
job Search Home amplayment without regard to race, sax, saxval orientation, pander idantily or expression, refighon, color,

. . nationad arigin, age, genetic informabion or disability, as outlined in the State Afirmabive Action Plan.

Insbructions
Freqguently Asked Questions Tha State of Nevads publiches savarsl diffareal yped of recruiimenl sansunsemend (Le., vaclassified and

classified]. You are strongly encourapad bo view sach oocupational group fisted on the left bo ansure you are
aware of af the amployment opporfumities available to you.

Browse Recruitments

by Occupational Group Search Phrase:
A Locateon: = Arvy Job Location -- T
Qecupatsonal Groups | - Ary Jecupabional Group -- [=]
o B ¥ B 1] L]
Cpen To: Everyone = Open Competitive Types Gnly E
ED TION 7 The search feature finds job classificatlons with acthve recrultments
Seavch

ENGINEERT L anly. Chick here 10 vidw B N5t ufﬂ.‘.‘ju;.b slagsificabians.

FISCA ’
Hew Jobs Uobs posted in the last 7 days);

Recr # | Job Classification Salary (FT) or Rate (FT) | Lecation Tire Rarnaining
b TRADES lassa FIRE MANAGEMENT OFFICER 11 $48.452 - §72,224 per yr Carson, Hinden, Gardnerville, Genca 5 Days 5 Hrs 43 Mans
MEGICAL, HEALTH & 1a554 MAKNAGEMENT ANALYST [ $40,852 - 360,406 per yr Rend, Sparks & Days 5 Hrs 43 Ming
RELATED SERVICES 18596 CETR BUSINESS PROCESS ANALYST L $46,416 - $69,029 per yr Carson, Minden, Gardnerville, Genca 13 Days 5 Hrs 43 Mins
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Applicant Application Process
Create Your Account

Follow the instructions and requirements for setting up your User 1D and password. Once completed, you are ready to complete your profile.

Register Instructions | Frequently Asked Questions | Page Help 7

THPORTAMT: If you are an existing Stabte employes OR & user of the Training swstem, you do NOT nesd to register again. Please sign on
with that 10 im crder b rective proper conssdaration for deparimardal | divisioral SpEnings.

@ Mote: If you do not have an email address, we recommend any onre of the many free emal options (e.g. Yahoo! Malll. Nofe that the State
of Nevada does not send unsolicited mall; nor does & sel emad Usts fo outside parties.

Fiaids marked with an astarisk ™) are regquined
Name
Forst Mame™; Last Hame™:
Email*:
Registration
Select 8 user [0 and password below, Passwards must confarm fo the fallowing rules:
Passwards mukl Be af leas! § charachers lang,
Passwords musl condain ad least one aumeric digt (0-2)
Passwords must contain af least one upper case leifer (4-Z,

Passwords must condain at least one fower case letfer (a-z].
Passwords must contain at least one special character ('@ &%~ &= 1/F = s m+_ |l

I EEEE]

| Fgrs
User 1D (2f you have already registered and fongot your 10, click here to recover it)

Paggwerd =

Re-enter Password *:

fﬂowsmr? TCERHHE

© Copyright 2002-2003. Aers Enterprises Incorporated. All rights resenaed. & c I
ancel

Continue




Applicant Application Process

Create Your Profile

To begin completing the applicant profile, click on “View My Profile” on the left hand side of the screen on the Applicant Home page. Once there, you will see the
Applicant Profile screen with a set of ten tabs. All of these tabs serve as a location for information.

a‘fmpln',ree Action-and Timekeeping System Site Help@ Logall®

om, Welcome to NVAPPS
Ll

Mestages

ﬁﬂlﬁli(ﬂl'ﬁ[ Home Instructions | Frequently Asked Questions | Page Help 2']

_~Select "View My Profile” to begin.

Applications:
Recnstment 10 Class  Descnption Stabus Submit Ciate Close Date  Achon
None

Wiew My Profile

Job Search Home
Instructicns

Frequently Asked Questions peaming Exam Events:

Exam Tils Racrutment [D Dascription
Browse Recruitments
SERW Search Hame Lagt Viewed Ernanl Notifscation Actan
DOMESTIC SERVICES None
EDUCATION Search for More Jobs
ENGINEERING & ALLIED
FISCAL MANAGEMENT & Unread Hessraes:
STAFF SEAVICES
LIBRARY & ARCHIVES Date Subject
MECHANICAL & Hene

CONSTRUCTION TRADES
MEDICAL, HEALTH &
RELATED SERVICES

REGULATORY & PUBLIC
SAFETY

Weaw All Messages

Continue



Applicant Application Process
NVAPPS Profile - Contact Information

Make sure all contact information is current and correct. For State of Nevada employees, be sure to include your current job title, department and division
information.

£ F ?!, “Welcome to NVAPPS

fievada Employee Action and Timekeeping System Site Help® Logolt©

R HMessages

ALILIH(;E:IHI, Profile Instructions | Frequently Asked Questions | Page Help ,ﬂ

four profile has been updated.,

Cantach Other Employment Educaton’ oen slabili attach:
Information Infarmation History Traimng s Bl E=2 SormabslRy bl
* Raguired Fekd
Harme:

—}n Farst™: |Jahm ";‘ Middle: 0
+ Lask®; Public
HMailing Address;
a Makng Addresa™: 123 Main Stres=t

= City*: |Carson City = State™: | NEVADA i zip™: (9701

+Ccu..nl'y‘: USA
Contact Information:

Flaaze prowvide your phone and email contact informabion, Email address and &t leest one phone rumbar are required, IF you do not heve a0 amad address, we recommend any one of the many free email
aptions (e.g. Yahoo! Mail). Note that the State of Nevada doas not send wnsalicihed mail, nor does it sef amai dsts to owtsigs parties,

=P Home Phene: |775-882-1234 =P Cther Phone: |T75-882-5678

=P wark Phone: [775-882-4311 =P Email*: [public@yvahoc.com |

Preferred Method of Contact: | Other Phone |+
Are you a current glassilied State of Nevada or University System employes? Tves @ no 4= (State of Nevada Employees only)
If yes, what is your job class code? #h 6 (State of Nevada Employees only)

| Mgt == “S;vn ||_ Save and Return | | Print | | Cancal _I

Continue



Applicant Application Process
NVAPPS Profile - Other Information Tab

Veterans Status - indicate if you are a veteran. If you are receiving VA disability, then indicate.
Member of search and rescue and/or civil air patrol - this is to identify if you would be called and away from your office in an emergency.
Criminal Convictions/Traffic violations - please indicate date, offense, disposition.

Contact other Emiployment Educatian - c Cririr
Infermation Infarmation st oy Training Lic=nses  Skills| | EEO | | Awailability attachments

Wileran Stalus:

Procf requirad no later than the fnal testing. IF the axamination is & treining and axpariance avalvabion, proof mist be swhmitted by close of filng pariod. You may aither attach proaf alactronically to s
appdicanl profile (Attachments Tab of this pagel, mail proaf fo the adovrass spacifiad on the Job Annauncemant whan vau spply for 8 Job, or prasant proaf B tashing, (Examplas of accapiable documents inckide
Di-214, disabiity lebher from Veteran's Admimistirabion, widows documentation, eic,)

Arg you @ veteran or the widow of veteran®
®vas Dng €

fre you a disabled veteran®
Eves Cing =

Mamber ol
Dicclacire reguired by State Law NESSIL 5D
Arg you 8 member of Shanffs Seacch and Aesces ar Rescus Unit af Cnal far Patral?

C-'rg; l:flm: =

Criminal Convictions | Traffic Violations:
Have you ever been convicted of @ misdemeanor, gross misdemeancr or felomy?
Cres Eng €=
Hawve you besn corvicted of @ mowing traffic wviolation within the last 5 years?
Cives Bho 4=
IF yes fo aither of the above, provide datail phing datelz], tmal's), location(s), crcumstance(s), and doler amounts of fnefs), Include any condibions of your pavole andfor prodation, if appiicabie. Mowng

traffic wolstions will oniy he considered i driving & vehide ic a job requirement. & criminal conviction is not an awormatic bar o employment. Each case is considerad on s indhvidual ments. LACK OF
AEQUESTED INFORMATION IS BASIS FOR RETECTING AN APPLICATION.

Relatives employed by the Stale:
Nevads Revised Statute requires disclosure of relatives working for the state within the third degree of consanguinity by blood, adopiion or mavriage. Select page halp for consanguinity chart.

Do wou have relstives workang for the stabe within the third degres of consanguinty?
Cives Ewo 4=
If yes, Enter all relatives employped by the state beiow
Action Relative Name Department| Retatian |
E  4dd New Employed E=lative Enkry...

[ << Previous ][ e == ][Save” Save and Return | [ Print ][ Cancel ]

Continue



Applicant Application Process
NVAPPS Profile - Employment History Tab

Employment History - This is the section that will require most of your attention. Start with your current employer and fill out this section completely. The
important part here is to assign a percentage of the duties/responsibilities you performed to equal 100%. This is important as the person who reviews your
application can give you credit for a task performed even if you performed it less than 100% of the time. You can also include any volunteer work you may

have performed. This will be the most time consuming but will have the most impact.

Example: You are applying for an Accounting Assistant | position that requires graduation from high school and (1) one year of clerical experience, 6 months of
which included Accounts Payable and/or Accounts Receivable responsibility. You have been employed with that organization for 6 years. We are going to prorate

that time and give you 7.2 months of experience credit.

- e
N

Employment
= Required Fiskd

Are you currertly 5
employed at this job: Eves OHo

Fram®:  [agf2010 Te™: [o2/z012
mmyyyy mmy Y
Employer®; Texas Veterans Commission
Job Tite*: |[Vebarand Employmant Represantative {DVO Locaticn: |San Aronie, T
Suparviser:  |John SmitH
Supervisor Tile; |[Supsresor (LVER) Phons; | 210-582-1111

Hours Per Waek*: |40.0 Last Monthly Salary®: |2,500.00

Reason For Leaving®: To abtain & Pergonmal Analyst podiban with tha 5
None

Mumber and Titles of
People You Superdised:

Instructions | Freguently Asked Questions | Page Help _""I

IF paw ane currantly ampitped at this folr you may faawe the To” date blank or you may enter 3 plannad arminafion dane.

List i majior duties thal yow parformed as part of this job, List babwean 1 and 10 major dutfes. The parcentage of fimea spent on asch must add to 1004,

h"""---.., The total of all

individual tasks
+

_____...--F' must equal 100%

/j,./'

Major DUtes:  aoion| Description of Duty %
*Provide a full range of employment and placement services to meet the
g needs of the veteran to include assstance in the areas of job search 35
counseling, |shor market information, referrsl services, and resume
preparation.
[} TConduct interviews 10 aesees vateran chamt neads, and fachktating veleran
access to all workforce development programs and services
*Parform cutreach to community orgamzatons, employers, vebsran
B organizatons and cthers to promabe veteran employmsnt goals and
abjective
] *Advocate for veterans e=mployment and treming opportunit=s with business,; it
education, industry, and community-based organizations. -
*Regpond [ wiy ragaierad and reactivated Velerans on the Work [n Texas
Ed  w=bsite :r:l ensure all information = complete and accwrate and to offer 5
employment focused counseling.
Total % 100
B add Mew Employmant Dty Them,.,

Continue




Applicant Application Process

NVAPPS Profile - Employment History Examples

Acceptable Employment History Task Description

Major Duties:

Action | Description of Duty %G

*Prowvide a full range of employment and placement services to meet the

needs of the veteran to include assistance in the areas of job search, 35
counseling, labor market information, referral services, and resume

preparation.

*Conduct interviews to assess wveteran client needs, and facilitating veteran 35
access to all workforce development programs and services.

*Perform outreach to community organizations, employers, veteran

organizations and others to promote veteran employment goals and 15
objectives,
*Advocate for veterans employment and training opportunities with business, 10

education, industry, and community-based organizations.

*Rezpond to newly reagistered and reactivated Veterans on the Wark: In Texas
wehbsite and ensure all information is complete and accurate and to offer 5
employment focused counseling.

Total % 100
Add New Employment Duty Item...

|Add|| Cancel |

Continue

These job duties are acceptable because each unigue job
responsibility is listed seperately with a discrete
percentage of time.



Applicant Application Process

NVAPPS Profile - Employment History Examples
Unacceptable Employment History Task Description

Major Duties:

_ Description of Duty %

Provide exceptional customer service in a friendly
and professional manner to Costco Members for
Lilac Clothing line Meet sale goals through positive
interaction with customers Maintain clean and
organized work area Communicate daily with
Corporate office Set-up and breakdown clothing 100
units upon opening and closing of road shows
Inventory stock and replenish clothing racks Daily
contact with corp office. Positive and professional
relationship with Costco members and
Management

Total % 100

Continue

This is an example of an unacceptable job duty entry. It
attempts to list all of the major job functions in one run-on
sentence.



Applicant Application Process
NVAPPS Profile - Education Tab

Education - indicate high school diploma or equivalent.

College, University, or Professional School - Also list any colleges you have attended and if you received a degree and the month and year abtained. Be sure to
attach a copy of your transcripts even if you have not completed your degree as we will be able to give you credit for classes that you have completed.

Correspondence - trade, business, technical, vocational school you have attended.

==

“Welcome to NVAPPS

Wevada Employee Action and Timekeeping

.hpplicant Profile Instructsens | Frequently Asked Questions | Page Help II
Your profile has besn updated.
: Cantact . Mmm !rnniuwrr':ent ldr'l-'fl:::'l"l"-' Licenses | | Skils | | EEO  Awailsbilty  Attachments

High Sgheal Diploma or Equivalert Completed: | High Schosl Diplama |

College, University, or Professional Schook
Juarted wills & dagies pladse aalar pour

collapa courses in second grid box baiow,

Action Degres Major Cate [ssued [nstifution
B EBachslor's Degrea Ganaral Studies 0571993 Urrversity of Navada
B Assocste Degres  Business 0571989 Western Mevads College

El  Add New Education Item

Business, Correspondence, Trade, Technical, Yocational School or College:

T v ¥ g o o YU - o
thasg who have nol yat gradusled ar have college cradil,

Action| Class Tigle Tristitutioin DCafe Complete | Class Hours  Cert| Semester Credits Quarter Credits

EH  Cam= Managem=nt Mational Veb=rans Trairmng [nstiut= (FVTI) 052011 40.0 Yes 0 [
E  Lsbor & Employment Specialist Mational Vetsrans Trairang Instiute (WVT1) 032011 40.0 Yes @ o
EH  wvetsrans Benefits MNatsons| Web=rans Traireng Instiute (FRVTI) 0272011 8.0 Yes @ [
EH  USERRA 101 & 102 Mational Veterans Trairang Instiute (NVT1) 12/2010 4.0 Yes @ o
& &g National Guard Retention Manager Cowrse Mational Guard Bureau 05/1936 ao0.0 Yes 0 [
Ed  ar National RECruiting Office Supervisor Course Mabional Guard Bureay o5/1992 a0.0 Yes 0 o
(%] &g National Guard Recrster Course Mational Guard Bureau 11/138% 240.0 Yes 0 o
1  Add New Training Rem...

<< Previous | [ Mext»> |[Save || SaveandRewsn || Prnt || Canced |

Continue



Applicant Application Process
NVAPPS Profile - Licenses Tab

License - list any licenses you currently hold

~“Welcome to NVAPPS

vada-Emplovee Actionand Timekeeping System

Applicant Profile

Your profie has been updated,

Other Education/

Inlcmn Information mm“ Trainng Licenses | [Siafisy RSO [Avsiatbty

Do you have a current Oriver's License? (&) ves O No

State®;  NEVADA v

Class*; C Expiration®; |12/29/2012 | [
[Professwnal License [/ Certification / ucols(rahonzl

Action Tile Number [ssuing Board State Expires
Bl  Add New License [tem
[ <<Previous || Next>> |[Save][ SaveandRewm || Prnt |[ Cancel |

Instructions | Frequently Asked Questions | Page Help 2)

Attachments

Continue



Applicant Application Process
NVAPPS Profile - Skills Tab

Skills - indicate which skills you possess in the categories of administrative, computer, fiscal and accounting, language and professional.

'elcome to NVAPPS
Nevada-Empioyee-Action and Timekeeping System

Messages

Applicant Profile

Your profile has been updated.

Contact Other Employment Education/
Information Information History

Licenses Skills

Training

Administrative & Clerical skills
L] child Support Enforcement
L] commercial Laundry Experience
Copy Machine
Customer Service
Data Entry
[ pictation

Electronic Document Storage and
Retrieval System (EDMS).

Fax Machine

[] tnsurance Billing
Computer Skills

L] .neT Frogramming

[] AIMs-AVATAR
|_| Ao ANN

] Legal Office Experience

Making Presentations to Large Groups
Multi-line Telephone

Personal Computer

] Preparing Legal Documents

Printer

Froofreading

Public As=sistance Programs casework
experience

FPublic Contact and Assistance

[ 1ava Frogramming

[ Law Enforcement Communications

lanzl macs Morasnamant Softegerg

Skills yvou have -- Please use this section to indicate specific skills that yvou have. Check any that apply.

Scanner

F Shorthand/Speedwriting

] Ten Key by Touch

F Transcription

Typing at 44 WPM or less
L] Typing at 45 to 60 WEM

[ Typing at 61 to 75 WFM

F Typing at 76 WFPM or higher

(1 ec Repair
[ ] paradox

I Dozcrbtrag Acconintines Sefhages

Continue

EED Availability Attachments




Applicant Application Process
NVAPPS Profile - EEO Tab

~ am, Weltome to NVAPPS
Nevada Employee Action and Timekeeping System

.

y

&= Home 3

Messages

' Applicant Profile

Your profile has been updated,

Contact Cehar

Employment
Information Information

Education/
Histary

Training Licenses Skills EED

Avadabilty Attachments

Employment Questionnaire

The following informabion will be used by the Nevads State Department of Parsonneal for research and
statistical purposas only. Federa! and State laws make it unlawful to discnminate m employment on the
basis of race, sex, sexual orientation, gender identity or expression, religion, color, national origin, age,
genetic information or disability. Your participation is voluntary and would be greatly appreciated. This

informabion will be kept separate and confidential and will not be used to make any employment
decision,

Choose one ethnic group weh which you mast identify:

Black (Mot of Mispanic ongin: AN persons having origins in any of the Black racis! groups)

J Asian/Pacific Istander (AN persons heving ongins in any of the original peoples of the Far East,
Southeast Asia, the Indian Subcontinent, or the Paafic Islands, This area includes, for example,
China, Japan, Korea, the Philippine !slands, and Samoa.)

D Hispanic {All persons of Mexican, Puerto Rican, Cuban, Central or South American, or other Spanish
cullure or origin, regardiess of race.)

J Native Amencan {All persons having origins in any of the criginal pecples of North Amernica and
who maintain cultural identification through a tribal affiliation or community recogaition.)

® white (Not of Hispanic origin: All persons having origing in any of the original peopies of Europe,

North Africa, or the Middle Fast.)

) Other (AN persons not matching one of the other chaices.)

Date of Birth: =

Sex: Male @ Fernale O

[ <<Previous || Next>> |[Save][ SaveandRetsn || Pant | [ Cancel |

Instructions | Frequently Asked Questions | Page Melp 2}

2 Copyrght 2002-2003, Aaris Enterprises Incorporated. All rights reserved,

Continue



Applicant Application Process

NVAPPS Profile - Availability Tab

Type of Work - indicate if you are looking for full or part-time work.

Travel - indicate how much travel you are willing (or not) to do

Geographic Location - indicate which geographic area(s) you are willing to work-do not indicate an area if you are not willing to work/relocate in that area.
*Note - make sure to refer to the location of the position in the job announcement.

7 am, Welcome to NVAPPS

\“,-_.f gvada Empioyee-Action and Timekeeping System Site Help@ LogoffO
.} Appicant Profile Instructions | Frequently Asked Questions | Page Nelp_'ﬂ
; Your grofile has been updated,
R E“”‘;‘ ﬂ'@y’“ cma. | |Ucenses | |Skils| |EEO  Availability | | Attachments

| | Type of work you will accapt — check cne or more ]
|

[¥] Pearmarent Full-Time [ Parmanent Part-Time [ Irtermitent {on-call)

] Temporary [] seascnal [ Shftwork/weekends

!

! [Waw much of your wark week would you be willing to travel?: ]
! g R e "

‘ O None ® upto2s% O Uptoso% (O More than 50%
|
!

I Geographic Locations you will accept -- check one or more I

[ sattie Mountan Lake Tahoe, Zephyr Cove, Indine Village [ Renc, Sparks
[ caliente [#] Las vegas, Boulder Cty, Indan Sprngs, Jean, Henderson  [Z] Silver Springs, Labontan, Fernley
[ Cariin 2] Laughlin & Tonopah
@ Carson, Minden, Gardnerville, Genoa [:] Lovelock Virgmia Cry, Séver City
[ exo [ sesquite O weis
Cl ey 2] mot Assigned / Out of State 1 winnemucea
] Fallon ] panrume | Yerington
[] Hawthorne [C] picche
Cther (Specfy):
[ <<Previous || Next>> |[Save]| SaveandRetun || Print | [ Cancet |

Continue



Applicant Application Process

NVAPPS Profile - Attachments Tab
Here you can upload any certificates, transcripts, DD214.

5\_{; Nevada Employee Actlon and Timekeeping System Site Help® LogoHO

LN
- &= Home BEITS Messages

Applicant Profile Instructions | Frequently Asked Questions | Page Help (7]

Your profile has been updated.

Contact Other Employment Education/ "
Skciain S Histary Traming Licansas Skills EEO Avadabiday Attachments

Attachments:

This saction is for atlaching items that are relevant to job applications you may submit, Examples of accaptable attachments ace:
School transcripts

Licenses

Proof of Vateran Status

Please DO NOT attach reasurmas or traning certificates hare.

Action Attachment Name File Size (KB)
& D214 ho214.jpg 149
B Veterans Letter  VALTR.jpg 48
|4 Add New Artachment
[ << Previous ] [Save” Save and Relurn ] [ Print I [ Cancel ]

Continue



Applicant Application Process

NVAPFS Profile - Application Stats Tab

To actually submit the application, you MUST go to the ‘Signature” tab and click the “Submit” button. A dialog box will then appear and you must click “OK* to a

message stating that you are digitally signing the application and are agreeing to the stated provisions.

Once submitted, you are taken back to the Applicant Home page where you can track the status of the application you have submitted.

*Note: The recruitment announcement will indicate if an exam will be required for the position. If you meet the initial minimum qualifications, and an exam is

required for the position, you will be notified by email as to the time and place for the exam. You must pass the exam in order to continue in the application
rocess.

E:’EIIJ will need to repeat this process for every position you are interested in.

* NOTE: At any time you can go into your “Stats” tab and be able to view:

1. All positions you have applied to along with the status
2. All exams you have taken
3. All lists that have gone out with your name on them.

o Eleemato NVAPRS
ﬁl

Tevads-Employes Acton end Timekseping System

| time | Crapdoges | admin | Teaisisg [ iscniting IR Heomes
Appicant Prafile Tredrus:livmy. | ¥

- Tmwdia
bl | st | MR

dapllcalcns Exmma Ut
“zed Arzwcivra Sulardlzdr ¥ Tl Encey Zvddaraar Tl Corilee oebe 8
withgraney 1 mamcd ® QU T
sead rg wesifwaton 1 maledi 1 MW
wartads & P lead ta Aazman 0 impz¥
Zigiale: I LELTrrdfar 3
Facribar
“reraer 1
Appllcatizne
“clza) fact e Ckas  Cescpon Suarie: Straam

SISORVEL AVAYST 1 LLLANII AR:L2:57 MH Bt

B e amr

Eud 1Aty i

Fron Casedl |

E L2 P38 L3:0:58 PH Hire2
B e FEIEERT AR TR S
E.‘ TG T BRI He A 4R IO A midman AT e A
ELF1
E.‘ 19 S E=AHCRNHL S CTHI F LTI (DT B SRS 1 VT DR 1 M
accibonal coare
E IR DR ARCKIREE REAVETE RPN NIRRT AM e Eed AT 1R P
LRI
E IHER e AR ERREE BEATIES A B AN e el 1917 1R AN
LR 1
E i DT WETERAMG SRR A3 Al e enie De o mee 330300 viziin Al
iLFl eccidxrel criarm
AR 1L T AR i [rremr— T
13 Er dzziems o= Cusd iz Do La ao Facc
w “aitar1 SR GRE THE 3 AT AR And e b S wA T ST Hall A
2L [Zorhi ] Azzwabzm Badaaaa1 Baar L
Eall or mnan B
Lised:
Jd 10 Chre hossdCuls led Taw | Sweeo Sok | Goxaromad Jewn Murk  Tuasl
AN Dt DR n AR Tl R T RETRC T PR | LR T o Hm
Lo B P u Mg bmad =tk el Hovon Sovaosy Craamm ol CIad el Bave s Survias WA
el L u Azzratment  Felor Ve Cowrezsizra Chze WA,
e L3 u ELFEL T LR L RIE P R e (1] W=
Thndl! Lt 411 ¥ 4 vl Bevaaael Heaanilin eed il belrealon 1 aava el Hien
Cord S gt F L S R u Trrafrenl Porarred Feeautireord and Fadord o WA Inbceveecd bl B Solcder
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Applicant Application Process

Applicant Application Process

APPLICANT APPLICATION PROCESS

Create Complete Applicant Search Job
Account Profile Announcements
Respond to
Apply for —p Prescreening Questions ——jp Submit
Job (If Required) Application
Await Contact
Cljeclf Notification of Exam . .
Application . . =P by Hiring
(Only if Required)
Status Agency

Continue



Applicant Application Process

Applicant Application Process

STATE HR APPLICATION PROCESS

Receive Review all applications Forward eligible
... =—p and update status in system —p applicant list
Application .
(Note: see key below) to Hiring agency
Agency Agency sets up Agency makes
reviews =————jp interviews of =) hiring offer &
applications desired applicants Sets start date

Continue



Applicant Application Process
Applicant Application Process

Most common status’

Pending Verification:
Verified:

Eligible:

Withdraw:

State HR has not reviewed your application as of yet (job announcement may not have closed)

Your application has met the minimum requirements

You have met all the qualifications to include passing any exams that might be required for the position and you have
been put on a list that is forwarded to the hiring department. Once received by the hiring department and applications
are reviewed, it is their decision on who they wish to interview.

This is only to be used if you are no longer interested in the position. This can also be used if you need to make any
corrections/additions to your profile. You can withdraw your application, make the corrections and resubmit to the
recruiting announcement as long as the announcement is still open-you cannot do this if the position has closed.

Continue




Applicant Application Process

Congratulations - end of lesson reached

Well donel

Thank you for viewing this workshop!
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