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Howard County On-line Employment Application First Time Users Guide

IMPORTANT NOTE: Without exception, applications must be received
within the indicated posting period. If at all possible, please do not wait
until the last day to apply for a position. If you should encounter any
technical difficulty, please call the NEOGOV Help Desk at 855-524-5627 for

assistance.

To begin your search for vacancies,

1. Go to www.howardcountymd.gov and click on [RWYETIMIeH
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Allan H. Kittleman, County Executive

Howard County Maryland

Executive Proposed Capital Budget
i

Executive Kittleman presents capital improvement
budget for Fiscal Year 2017

I Want To Services News

Departments

Howard County
celebrates
26 yearsin a
row as a
Tree City USA
community

TREECITY USA
Arbor Day Foundation

Events and Meetings

Howard County named Tree City USA community
For the 26th year in a row, the Arbor Day Foundation has named Howard County

Howard County Executive Allan H. Kittleman presented to the County Council his 3 2015 Tree City USA community. This distinction is awarded annually to more

$315.7 million Capital Improvement Program (CIP) for Fiscal Year 2017. The
budget supports the county’s priorities, incl..

than 3,400 communities with a commitment to ef.

How can we help?

Waiting for www.howardcountymd.gov...
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County Executive | County Council | Courts | Boards and Commissions

Stay In Touch About HoCo Branches
HowanlCoun d

Yz g ree n /

) Saturday

Q \ April 16, 2016

'Buy Locul . 10 a.m. - 4 p.m.
Howard Community

College
www.HCGreenFest.org

Buy local, eat local, be local at Howard County’s 9th
annual GreenFest
On Saturday, April 16, Howard County Government will host its 9th annual

GreenFest, the County's largest annual celebration of Earth Day. This annual

event offers something for all ages and aims to ¢
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http://www.howardcountymd.gov/

2. Click on County Job under the Apply for column.
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Pay
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False alarm fines & registration
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3. Onthe Jobs Listings page, scroll down to the alphabetical list of job titles and click on
the job title in which you are interested.

x Google ~ P search - More> Signin A, -

iz Favorites | 3 @) Howard County Governm.

 Howard County - Employment Opportunities

You mist have an email address to complete your application. If you need one, we suggest opening an email account at one of
the nuerous free email services. Be sure to create an authentic email account.

may be attach up
pdditional help, please view our FA

Equal Opportunity Employer

Your Privacy is\lmportant

Online applications are\tored on a secure site. Only authorized County employees have access to the information submitted

19 records found.
Pages 1 of 1(g0)

Position 11 Salary [ Closing Date [

Contingent Special Projects - Project Ma.

Inclusion Ci Recreation & Parks
rketing Coordinator- R & Park,

iature Camp Dicectors & Counselors- Recr.
erations Supervisor I- Public Works, C.

2olice Cadet -

olice Officer (Lateral) - Police Depart.,

3o

Police Offiser Rectus - Police Depanme.,
preschool Coaches f Recreat.
1 - Recreation & Park
Visual Performing Arts Assistant:
Visual or Parforming Arts Specialst: Su.

glel2|gi2le
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$9.00 - $14.00 Hourly

Pages 1 of 10
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4. If after reviewing the job announcement you wish to submit an application, then click “APPLY.”

x Googe - Psewch - Moren
¢ Favorites 43 @ Howard County Govemm.

8 Howard County - Employment Opgortrites

Al)
Employment Opportunities

Job Listings

vl

NEOGO\

Job Title:
Closing Date/ Time:
salary:

Jb Type:
Location:

Administrative Aide- Finance, Bureau of Accounting/Division of Payroll
F6i. 02/10/12 11:59 PM Eastem Time

$17.57 - $28.36 Hourly
$36,545.60 - §58,968.80 Annually

Full Time

George Howard Bulding, 3430 Courthouse Drive, Elicott Gty, Maryland

Print Job Information | Apply

POSITION SUMMARY/CLASS DescripTIoN | IERRIToN Iy

POSITION SUMMARY:

1s respor advanced level of clerical support and County's
reviewing and accepting payroll interface into the County's financal
system and effective communication with Courty 3gences and employees are essential

CLASS DESCRIPTION;

Performs advanced technical level admnistrative support work, which may inchude supervisory responsibitty, under
general supenvision from an adminstrative or technical supenar. Work typically involves administratrve support

@ ntemet | Prteced Mode. OF

5. Click on CREATE YOUR ACCOUNT HERE.
& htp goVernmentjobs.com/ - GovernmentoBegem - Job Detals - Internet Explorer® e~ - . o A

=Ter X

Administrative Support Technicn II- Recreation & Parks, Administrative Services/...

Apply

Howard County
Government

Sign in to apply Create an account

Job Opportunities
http-//www._howardcountymd.gov
*Username or Email

Sign In

Forgot Usemame | Reset Password

O O MG C W agto
*If you have already created an account you would simply log back in entering your username and password. You will not

be able to create another applicant account using the same e-mail address.

Revised 04/2016



6. Enter your new account information which you MUST remember or note for future access.

*You must have an email address to obtain a username and login, if you do not have one please create one through
Google, Outlook, Yahoo, AOL, etc.

7. Although you will still need to review and fully complete work history information, you may import your resume’ or Skip
This Step.

(2 https://www.governmentjobs.com/ - Governmentlobs.com - Job Details# - Internet Explorel — .-‘- - _— -

Administrative Support Technician Il- Recreation & Parks, Administrative Services/...

Apply

Import Your Résumé

Save time by importing your information into our system

Howard County
Government

Job Opportunities

automatically
http://www.howardcountymd.gov

Transfer from LinkedIn

Upload from Computer

Skip this step

10PM | |
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8. Click on “Skip This Step” and complete the sections in full indicated below. Save your work using “Save.” Proceed by

clicking on “Next” after saving your entries. The section identification bar will be highlighted as your proceed through the
application.
2
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Administrative Support Technician ll- Recreation & Parks, Administrative Services

Apply

General Information

Howard County
Government

Job Opportunities

Contact Information
countymd.gov

Jahn Smith

123 Anywhere Street

1:19 PM

o By g
% 124 9/21/2015



9. Add Work Experience details making sure to complete the information marked with a red asterisk. Save and click “Next.”

(2 https://www.governmentjobs.com/ - GovernmentJabs.com - Job Details# - Internet Explm el _ -

Administrative Support Technician Il- Recreation & Parks, Administrative Services/...

Apply

(v} .
N Work Experience
Howard County

Government

Job Opportunities
http://www.howardcountymd.gov

© Add work experience

Company/Agency Name *

Address

State *

Select a state v

Zip Code Country

Select a country v

Phone Website

126PM | |
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10. Add Education information. Save and click “Next.”

(= hitps://www.governmentjobs.com/ - Governmentlobs.com - Jab Details# - Internet Explm .‘ - _ -

Help

Jahnsmith

Administrative Support Technician Il- Recreation & Parks, Administrative Services/...

Apply

Education
Howard County

Government

~
<
Job Opportunities o
. PP M Education (1)
http://www_howardcountymd.gov
O
2

© Add Education

School Name Edn /'
Highpoint High School |

Type
High School

Address

Highpoint, TN
us

Website

High School Highest Education Level
12

Degree
High Schoel Diploma

Dates

Did you graduate?
Yes

-

135PM |
T

W
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11. Add Additional Information. Save and click “Next.”

(2 https://www.governmentjobs.com/ - GuvemmenUobs.c% - Job Details# - Internet Explm .‘ - _

Administrative Support Technician Il- Recreation & Parks, Administrative Services/...

Apply

Additional Information
Howard County

Government

Job Opportunities
http://www.howardcountymd.gov

Certificates and Licenses
© Add certificate and license
Skills

**+ Additional
© Add skills

‘OIO e (R (<]

Typing speed Edit#

Data Entry

Languages

© Add language

Supplemental Information

© Add supplemental information

136 M| |
9/21/2015

S Pl

12. Add References. Save and click “Next.”
(2 https://www.governmentjobs.com/ - GuvemmenUobs.c% - Job Details# - Internet Explm -‘ - _ - g‘_‘g

Help @ ishnsmith

Administrative Support Technician |- Recreation & Parks, Administrative Services/...

Apply

References
Howard County

Government

Job Opportunities
http://www.howardcountymd.gov

© Add Reference

Reference Type * OPersonal @ Professional

® References

l e i (I (B (<)

Last*®

Title

Address

Address Line 1




13. Click on “Add supplemental attachment” to include documents and follow the prompts. Attachments are optional.

(=) hitps://www.governmentjobs.com/ - GovernmentJobs. com - Job Details# - Internet Explm i, _ -

Apply
(]
7 Attachments
Howard County )
~
Government Supported file types: doc. docx, s
Job Opportunities 9 © Add supplemental attachment

http=//www_howardcountymd.gov

141 ||
9/21/2015

14. Complete Agency and Supplemental Questions. Those with a red asterisk are required. Click “Proceed to Review.”

2 httpsy//www. jobs.com/ - Gover Jobs.com - Job Details# - Intemet Explorer IS ol . W S

Administrative Support Technician Il- Recreation & Parks, Administrative Services/...

Apply

©

Agency Questions
Howard County

Government

o8]

The purpose of the following questions is to obtain additional job related information to

evaluate you for the position you are applying for or to provide us w eded to

Job Opportunities

o(4]

evaluate our recruitment program as well as 10 prepare statistical rej
State and local agencies.

http://www.howardcountymd.gov by Federal,

o (4]

Q1 Ingeneral, candidates are hired at the entry rate for the position.
If you are unable to accept the entry rate, please indicate the
minimum rate you are willing to consider:

o)

#0Q2  Areyou a current Howard County, MD Government employee?
Persons employed by Howard County Public Schools, Howard
County Library, Howard Community College, H
County Depariment of Health ar

ard County Circuit

Court, and Hov not considered

employees of Howard County Government.

142eM ||
9/21/2015




15. After you carefully review your application, click “Proceed to Certify and Submit.”

2 nttpsy//www.govermentjobs.com/ - Governmentlobs.com - Job Details# - Internet Explorer M

ptal attachment

Proceed to Certify and Submit

Job Search Employers About Connect With Us W Follow @GovernmentJobs
H \ p He ot L I 4
Yo ch Co e CityLAJobs. 15Sep
Legal &P tylajobs
Lacity is hiring Senior Real Estate Officer!
Apply:htly/SSUOC @P ctorCA

& Show Photo

COH Careers

@COHCareers
The Resource Management Division of
@HoustonPWE is looking for an Assistant

TX #Accountingobs

ted by Government Jobs

Help (@ jahnsmith

\ Parks, Administrative Services/...

Howard County
Government

Job Opportunities
http://www.howardcountymd.gov

OO0 ™0

documenmatien verifying identity and enfgloyment eligibility in the
U'S. | understand that | may be required t\verify any and all
information given on this application. | unddstand that this
completed application is the property of Hogrd County
Government, Office of Human Resources and Yill not be returned. |

o4

understand that the Howard County GovernmeN, Office of Human
Resources may contact prior employers and othe\references. |
understand that | must notify the Human Resource\Division of any
changes in my name, address, or phone number.

100




17. Observe notification of a successful submission.

Jobs.com - Job Details# \ Internet Explore!

. o

2 https://www.

Administrative Support Technician Il- Recreation & Parks, Administrative Services/...

Apply

Howard County
Government

Job Opportunities
http/Awww.howardcountymd.gov

Application Submitted!

Successfully submitted on 9/21/2015 at 1:49 PM Eastern

You can check the status of this application by visiting " " in the main menu bar.

Thank you for applying for employment with Howard County Government. All applications will be reviewed by the Office of Human
Resources sfter the position closing date. Applicants will be updated via NEOGOV regarding their application status and whether or

for an interview. You may log into your account via the Applicant Login link on our website to track the status

not they will be contact

of your application.

18. Place cursor on your user id. Notice the various options which appear.

Jobs.com - Job Details# - Internet Explore!

T T e TR

2 https:/fwww.

ations & Stat

Administrative Support Technician Il- Recreation & Parks, Administrative Services/... Account Settings

Profile

Apply
Sign Qut
Howard County
Government

Job Opportunities
http://www_howardcountymd.gov

Application Submitted!

Successfully submitted on 9/21/2015 at 1:49 PM Eastern

You can check the status of this application by visiting " " in the main menu bar.

Thank yeu fer applying for employment with Howard County Government. All applications will be reviewed by the Office of Human

Resources after the position closing date. Applicants will be updated via NEOGOV regarding their application status and whether or

not they will be contacted for an interview. You may log into your account via the Applicant Login link on our website to track the status

of your application.




19. Select Application and Status to check status.

2 https://www. job licati rnmentiobs.com - Internet Explorer

Applications m Inconplete

Administrative Support Applied on 09/21/2015 01:49 PM Esstern  Application Received
Technician Il- Recreation & Histo

Parks, Administrative

Services/Reqistration

Howard County Govemnment, Maryland

Job Search Employers About Connect With Us W Follow @Governme: ntiobs

¥ f g
@ CityLAJobs 15 Sep
@Citylajobs v

Lacity is hiring Senior Real Estate Officer!

158PM | |
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20. Click Sign Out when you are finished. It is important that you log out of your account before leavinga public access
computer, so that the next user cannot see your personal information.

21. The NEOGOV system does not allow you to make changes after you submit your application. You must:
e  Wait a full 24 hours from the time you submitted your application.
e  Edit your application to reflect your changes or additions.
e Resubmit the updated application. The latest submittal will be utilized.

22. If you should encounter any technical difficulty, please call the NEOGOV Help Desk at 855-524-5627 for assistance.



