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How to Apply for Open Postings 

This guide provides instructions, tips, and tricks for applying to open postings at the City of Springfield.  
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Accessing the System 

New to the Process? 

1. Click New User 

 
 

2. Enter your profile information.   

 

3. Scroll down and answer a secret question for password recovery 
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4. Once the Terms and Conditions are read, click the X to return to the Registration page.  

 

5. Click the checkbox for “I agree” and click Register to create an account 

 
 

Applied with us before? 

1. Click Sign In and enter your 
user name and password. 
 
 
 

2. If you’ve forgotten either of 
those, there are links to help 
retrieve/reset that 
information. 
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Notes about the Application and Process 

1. The recruitment process uses email as the main form of communication.  

 

2. Any field with an asterisk (*) is required. You must enter something in those field.  

 

3. Most date fields will populate today’s date. Unless directed otherwise in this guide, please don’t 

change this field.  

 

4. At any point during the application process, you can select Save as Draft from the application 

menu in the upper right corner. 

 

5. The system will also save each time you move between steps. You do not need to finish the 

application in one sitting, but it must be submitted before the posting closes in order to be 

considered for that posting. 

 

6. Once submitted, no changes can be made to the application. If you determine that your 

application needs to be corrected, and the posting is still open, you can withdraw your 

application and submit a new one.  

 

7. If you submit multiple applications to one posting, the most recent application will be 

considered and any previous ones will be withdrawn from the posting. 

 

Getting Around 

 
 
The three vertical dots in the upper right corner is 
an additional menu button.  
 
It is accessible from almost anywhere in the 
recruiting program including an active application.  
 
The options vary depending on where you are in 
the system. 
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Review Open Job Postings 

 
 
 
 
 

1. Click View All Jobs 
 

 
 

2. Scroll through the list of open postings. You can also filter by clicking on the links under the left 

menu such as location, department or job family.  Click on the job you’re interested in reviewing. 

 
 

3. Review the job posting description, minimum qualifications and other details about the position. 
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Apply for a Job 

1. To start an application, click Apply for Job. 

 
 

2. A page will appear that indicates how many steps there are to complete that application. These 

steps may vary depending on the type of position.  

 
 

3. Click View Terms and Conditions. Once these are read, click the X to return to the Start page.  

 
 

4. Click X in the upper right corner to return to the Start page.  

A. If you do not agree with these terms and conditions, Exit to return to the Careers site.  

B. To continue your application, check the box for agreement and click Next. 
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5. Click Next and the program will walk you through all the steps for applying to an open posting.  

Note – You do not need to complete the application in one sitting, but it must be submitted before the 

posting closes to be considered for the position. 
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Attach a Resume or Cover Letter 

1. To attach a resume, click the Attach Resume button.  

 
2. From the new window, click on the My Device icon.  

 

3. Select your resume 
attachment, and click 
Upload.  

 
 
 
 
Note - Attachments are limited to 
the following types: .doc, .docs, 
.pdf, .odt, .rtf, and .txt. 

                           

 

4. Once the upload has finished, click Done. 

 
 

5. Do the same for Cover Letter. Please note that a resume and/or cover letter is not required for a job 

posting unless it explicitly says so in the job posting description. 

If you have previously uploaded a resume, the system will allow you to attach it to future applications by 

clicking the Use Existing Resume. You can switch resumes between previously uploaded ones. 

6. Click Next to continue to the next step.  
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Current and Prior Employment 

1. Click Add Work Experience to enter your current and past work experience. Click Done when work 

history with that employer is complete. 

  
 

2. Enter your previous (and current) work experience.  

 Start Date: enter the date you started with your most recent employer. This field is required. 

 End Date:  enter the date you left employment with that employer. If you are currently 

working for this employer, leave the field blank. 

 Employer: enter the agency or company name. 

 Ending Job Title: if you held several positions with one employer, enter the most recent one. 

 Supervisor Information: include any information you have for this supervisor.  

 Slider Bars: Move the sliders to indicate no/yes for Full Time and Unpaid/Volunteer.  

 Job duties: describe the duties performed at this employer 

 Reason for Leaving: include the reason you left, if you are not currently employed there. 

 City and State: include the City and State for this employer. If it was in a different country, 

please select the appropriate one from the dropdown list. 

3. Click the  to add additional work history. Work history should include paid and unpaid/volunteer 

positions.  

 

4. Click Next when ready for the next section. 
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Education 

1. Select the Highest Education Level completed from the dropdown box. 

 
 

2. Click to enter information about your education and degrees.  

 *Date Acquired: this field autopopulates with the date of your application. You do not need to 

change this date.  

 *Degree: select degree type from the drop down list. 

 Major Code: select the magnifying glass and thenc lick the arrow next Search Criteria to open 

the search tool. Type in your degree field in the Description box.  Use the % symbol to expand 

the search beyond the ‘Begins with’ condition.  

 

 School Description: enter the school or university where your degree was obtained. 

 Major Description: autofills based on previous search results. 

 Minor Description: if applicable, type in your minor. 

 Graduated: slide the button to the right if you graduated. 
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3. Click Done and enter any additional degrees. 

 

4. Click Next when finished entering education and degree information. 
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Online Questionnaire 

1. Answer all of the questions in the Online Questionnaire.  

 

2. Questions cannot be skipped. All questions must be answered before proceeding. Enter N/A if a 

question doesn’t apply to you. Text boxes are limited to 5000 characters. 

 

3. Click Next when questions are complete to go to the next step. 
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Referrals (How did you learn of the job opening?) 
1. Select how you heard about the position.   

 
 

2. If you heard about the posting from an employee, please select Employee and enter their name as 

the specific referral source. 

 

3. Click Next to continue. 
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Self-Identify 
The following pages are completely voluntary and for reporting purposes only.  

1. After selecting one of the Self-Identify – Disability options, click on Next to continue. 

 

 

2. After selecting one of the Self-Identify – Veteran options, click on Next to continue. 
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4. After selecting one of the Self-Identify – Diversity gender, ethnicity and race identification options, 

click on Next to continue. 
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Not ready to submit? Save a draft for later! 
1. At any point during the application process, you can select Save as Draft from the application menu 

in the upper right corner.  

 

2. Click OK 

 

3. Click Exit in the upper left corner to leave the application. 
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Review and Submit 
1. Review your application by clicking on the different sections.  

 

2. Click Modify to return to that section to make changes.  

 

 
 

3. Click Submit when your application is complete.  

 

4. You will receive the following when your application has been successfully submitted. 

 
 

Once submitted, no changes can be made to the application.  

If you determine that your application needs to be corrected, and the posting is still open, you can 

withdraw your application and submit a new one.  

If you submit multiple applications to one posting, the most recent application will be considered and 

any previous ones will be withdrawn from the posting. 
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Reviewing Submitted and Draft Applications and Attachments 
1. On the Careers page, you can see all of your applications (draft and submitted) by clicking on My Job 

Applications. 

 

2. This page also shows any resumes and cover letters submitted as part of an application.  

 

3. Click the arrow at the end of the row to review what was submitted. This won’t let you see 

responses to online questions, but it will let you see everything else submitted. 

Clicking “Withdraw” on this page will remove this application from consideration and from this list. 
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Exit the Recruitment Program 
To leave the recruitment module, click on the 3 dots menu and select Sign Out. 

 

 

Thank you for applying for a position with the City of Springfield! 


