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Searching & Applying for Jobs

1. Go to the internet and access the following webpage
http://www.kenosha.org/departments/personnel/index.html

a. For current City of Kenosha employees searching for opportunities that
are only available to current employees, click on the
‘Promotional/Transfer Opportunities’ link.

b. For all others or for current City employees searching for opportunities
that are available to current employees and the general public, click on
the ‘Employment Opportunities’ link.

Home : Mayor/Administration : City Council : City Departr|
HUMAN RESOURCES DEPARTMENT  Steve Stanczak, HR. Director

Site Navigation
MISSION STATEMENT

Home
HR Horme Our mission is to create a positive and productive workplace where all are respected,

valued, and empowered to deliver superior serices to the Kenosha community.
Employment

Applicant Login ABOUT US

Al

ﬁ < ST CHPEHUTTES p City of Kenosha's HR Departrnent strives to develop, recormmend, and administer
man resource programs that suppaort the overall mission and goals of the City.

~LromotionalTransfer Opportunitie 5 ey
Job Interes Areas of discipline include, but are not limited to:

Frequently Asked Guestions .
= Compensation & Benefits

Forms & Documents = Diversity & Inclusion

Applicant & New Hire Forms = Employee & Labor Relations
= Perfarmance Management

= Recruiting & Staffing
= Regulatory Compliance

Employee Benefits
Folicies & Procedures

2. Scroll to the bottom of the page to review the current job openings.
3. Click on the job title of interest to you.

Enter keywords (optional): Euplain this

B o Clear Search

Print this page

5 records found.

Paqe#,l_ufl

Y N
Civil Engineer 111 Regular Full Time $5,418.00 - $6,640.00 Manthly Continuaus
Deputy Director of Engineering (Assistan... \ Regular Full Time $5,769.00 - $7,061.00 Manthly Continuous
Election Inspector (Poll Worker l Short Term Seasonal/Temp $120.00/Day Continuous
ﬁ NEW! Part-Time Bus Driver / Regular Part Time $12.46 - $13.09 Hourly Cantinuous
Police Officer (4-2) / Reqular Full Time $53,028.00 - $66,972.00 Annually

W
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4. After reviewing the job posting and its minimum qualifications, click on the
‘Apply’ link.

NEOGOV

Job Title: Civil Engineer III
Closing Date/Time: Continuous

Salary: $5,418.00 - $6,640.00 Manthly
$65,016.00 - $79,680.00 Annually

Job Type: Regular Full Time

Location: 625 52nd Street, Room 302, Kenosha, \Wisconsin

Print Job Infurmatiuﬂ‘ |Apply ) < —

This recruitiment is open fo all qualified individuals and will establish an eligibifity list which will be used fo
fill the current vacancy and may be used to filf any other such openings in this classification which occur
within the next 12 months. This is a non-represented position.

General Overview of Position | | | | |

5. Sign in to apply for the job.

a. If this is the first time that you are applying online for a governmentjobs.com
or NEOGOV job opportunity, you will need to create an account that
includes selecting a unique username and password, click on ‘Create
Your Account Here!.’

b. If this is not the first time that you applied for an online governmentjobs.com
or NEOGOV job opportunity, login using your applicant username and
password that you created previously and proceed to step eight (8) of this
guide.

Note: If you have previously created an application via governmentjobs.com or
NEOGOV, login using the previously created username and password. You will
not be able to create another account using the same e-mail address.

City of
Kenosha 54

5b

Sign in

Forgot Username | Reset Password

v
6. Enter your new account information (you MUST remember this information).

Still need help? Contact NEOGOV Helpdesk at (877) 204-4442 and press 1. 4


http://www.governmentjobs.com/

e If you created an account before,
Creale a new account sanin you cannot use the same email
address again to create a new

° account. The email value must be
unique.
e If you created an account before and
can’t remember you username, click
. on Forgot username. This sends you

email with your username.

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

e Answer the security question. In this
example, type 3.

e Asyou supply correct information
for each field, a checkmark on the
right indicates that the value is
correct.

Create

~

Click on the “Create’ button.
8. You can build your application by importing a resume or by using your Linked in
resume. If you choose this option, click on “in” or the “cloud,” to import. Upon
completion you can edit your application as needed.

Import Your Resumé

Save time by importing your infarmation into our system automatically

Transfer from Linkedin Upload from Computer

Lse your Linkedin resume information for your new
profile. You can edit this info later.

Supported file types: pdf, doc, txt

Skip this step

9. If you choose to build your application manually, click on “Skip this step.”

Still need help? Contact NEOGOV Helpdesk at (877) 204-4442 and press 1. 5



10. Next you will go through each section (Info, Work, Education, Additional,
References, Attachments, Review, and Submit) and enter/edit your data.. Be sure
to click “Next” upon completion of each section.

Note: 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 (such as a previous job), after a confirmation. Once
deleted, the data cannot be recovered.

City of General Information

Kenosha

Job Opportunities

http /A kenosh... Contact Information

First M IOpt) Last
Former Last (Optional)
Addrese Line 1
Address Line 2 [Optionaly
City
State
Select a state
Zip Code Country (Optional)
Select a country
Primary Primary Ext

Alternate (Optional) Alternate Ext

Email Address

John.doe@outlook.com

Notification Preference

® Email Paper

Note: Although you may select ‘Paper’ as your notification preference, almost all
City correspondence will be via email regardless of your preference.
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As you enter your data in each section a checkmark will appear in each section upon
completion of the section. A red exclamation mark will notify you that the section
contains errors.

What type of work will you accept? (Optional)
Full Time
Part Time

Per Diem

Ohlective (Optional)y

State your objective

) oo
City of Work Experience

Job Opportunities @ Add work experience
http:/hanaras kenosh .

(8]

City of Education

o8]

Kenosha
Job Opportunities © Add Education

http:/famare kenosh . _

Still need help? Contact NEOGOV Helpdesk at (877) 204-4442 and press 1.



City of O iz

Kenosha ) Wt

Job Opportunities
http:/fwmarw kenosh M Education

||!'||!l‘l!l‘l!l

® References
& Auachments
© Questions
IR Review

& Submit

City of O e

Kenosha @ viork
Job Opportunities
http:/fwmarw kenosh M Education

Additional

City of o
Kenosha @ v

Job Opportunities
http:fhamane kenosh .. M Education

Additional

Additional Information

Certificates and Licenses

© Add certificate and license

Skills

© Add skills

Typing speed Edit #

Data Entry
Languages

© Add language

Supplemental Infermation

© Add supplemental information

References

@ Add Reference

Attachments

Supported file types: doc, docx, xls, xlsx, pdf, gif, tiff, uf, jpe, jpeg. jpg, png. brmp

© add supplemental attachment

* Regquired attachments musi be provided

Before submizsian

Still need help? Contact NEOGOV Helpdesk at (877) 204-4442 and press 1.



City of ® o Agency Questions

Kenosha

& Work

The purpose of the following guestions is to obtain additional job related information to evaluate you for the

Job Opportunities

http:fhwmare kenosh e - position you are applying for or to provide us with statistics needed to evaluate our recruitment program as well

as to prepare statistical reparts required by Federal, State and local agencies

Additional

*0‘] Have you ever been convicted of any wiolations of law other than minor
waffic wiolations exclusive of any juvenile record? A conviction will not
necessarily disgualify you from employment. It will be considered only as it

P may substantially relate to the job you are applying for.
Attachments

M¥es MNo

02 If you answered '"YES' for the conwviction guestion please provide the type
of conviction(g) and the date(s).

Answer

Supplemental Questions

The purpose of this Supplemental Questionnaire is to obtain additional job related information in order to
evaluate your education, training and experience relative to the position you are applying for.

*O'] If applicable, what type of college degree to you possess? Check all that
apply.

11. Once you completed the “Questions” section, your application will appear for
your review.

a. If you need to edit your application, click on “Edit”, in the appropriate section,
make the changes, and return to the “Review” section.

. O In i
City of General Information
Kenosha & viork
- All fields are required unless they are marked (Optional)
Job Opportunities
http:/fwrww kenosh M Education Contact Information

Name

John Doe

Address

625 52nd Street
Kenaosha, Wl 53140
us

Phone
2626534130

Email

john.doe@outlock.com

Notification Preference
Email

Still need help? Contact NEOGOV Helpdesk at (877) 204-4442 and press 1. 9



b. If everything is correct, click on the “Proceed to Certify and Submit” button.

Certify and Submit

12. If applicable, confirm that you do not have any prior work experience or
educational history by entering your initials (first letter of your first and last
name).

0

City of Certify & Submit

Kenosha

o(4]

Job Opportunities
http:/fanare kenosh

Enter your initials to acknowledge that you have skipped the following section(s):

o8]

« Work Experience

+ Education

e8]

Initials

< I (4]

13. Review the certification language and click “Accept & Submit” or “Decline” as
appropriate.

b By clicking on the YAccept’ buttan, | hereby certify that all statements in this
application are complete and correct to the best of my knowledge, are made in good
9 faith, and that | am physically able ta perfarm the wark that will be assigned to me if an

offer is extended. | understand that employment may be subject to taking a physical

examination and meeting physical quali as determined by the City

| further understand that any false, incomplete, or amission of material fact contained

herein may be cause for disg ion or termination of employment.

| also acknowledge that | will have to produce documentation verifying my identity and

employment eligibility in the LS. Additionally, | may be required ta verify any and all
information given on this application. | understand that the City of Kenosha may
contact prior employers and other references. As a result, | hereby autharize any
individuals, companies or institutions with whom | have been agsociated, to furnigh the
City of Kenosha with any information concerning my employability which they have an
record or otherwise and do hereby release the individuale, companies or institutions
connected therein friam all liability for any damages whatsoever incurred in furnishing
such information

If an autornobile is required to perform the job in which I'm making application, |
understand that the City is not obligated to furnish an automobile nor continue

providing one, which at one tire or another may have been provided by the City

| further acknowledge that | must update my online application of any changes in my

name, address, or phone number. | understand that this I I 1is the
property of City of Kenosha and will not be returned

| further undaerstand that the City of Kenosha performs a criminal background chack on
all applicants

Accept & Submit

14. Review the application confirmation statement automatically generated by your
application submission.

Still need help? Contact NEOGOV Helpdesk at (877) 204-4442 and press 1. 10




Thank your applying for employment with City of Kenogha, YWe have received your application. You will receive ingtructions by email as to
the next step in the process. Although you may indicate paper as your notification preference, all cormunication will be by ermail

The examination process may include ane or mare of the following: application review and evaluation, perfarmance test, written test, andfor
aral interview examination. Questions asked during the examination process are hased on the knowledge and abilities required to
successfully perform the job.

15. Click on the “Logout’ link in the upper-right-hand corner as necessary.

Profile

Wiewing 1 of 1 applications

Still need help? Contact NEOGOV Helpdesk at (877) 204-4442 and press 1. 11



Checking the Status of your Application

1. To check the status of your application(s) submitted, go to the internet and
access http://www.kenosha.org/departments/personnel/index.html.

2. Select *Applicant Login’ link.

Home : Mayor/Administration : City Council : City Departm|
HUMAN RESOURCES DEPARTMENT  Stewve Stanczak, HR Director

Site Navigation
MISSION STATEMENT

Home
HR Home Our mission is to create a positive and productive workplace where all are respected,
E valued, and ermpowered to deliver superior services to the Kenosha community.
ﬁ < Applicant Login ABOUT US

S5

EEle e RECTHIES The City of Kenosha's HR Department strives to develop, recommend, and administer

PromationalTransfer Oppartunities |pyrman resource programs that support the overall mission and goals of the City.
Job Interest Card Areas of discipline include, but are not limited to:

Frequently Asked Questions .
= Compensation & Benefits

Forms & Documents = Diversity & Inclusion
Applicant & Mew Hire Forms * Employee & Labor Relations

= Performance Management

= Recruiting & Staffing

= Regulatory Compliance

Employee Bengefits
Policies & Procedures

3. Enter your login credentials.

City of
Kenosha

Job Opportunities
Rt fhweaner kenosh.

Sign in to apphy Create an account

Forgot Username | Reset Password

\/

4. When you are signed in your username appears on the right in the top menu bar.
Click on the pulldown menu under your username, and select “Application &
Status” if you are not automatically directed to this page upon login.

Still need help? Contact NEOGOV Helpdesk at (877) 204-4442 and press 1. 12


http://www.kenosha.org/departments/personnel/index.html

@ idoe222

Account Settings

Profile

Sign Out

Wiewing 1 of 1 applications

5. Use the Submitted button to see all applications that you have successfully
submitted.

a. Click on the job title for more information. You can then use Job Postings to
see the information on the job, and Application View to see the details of your
application for this job.

b. Click on the down arrow to see more information. This can include a
summary of the steps in the hiring process.

Applications @Inwmweu

Civil Engincer Il 5b
City of Kenosha, Wisconsin [ Applied on: 0514/2014 09.35 AM Certral Time v _

City of Kenosha

Application Recelved
Job Opportunities
http://www.kenosha.org

O View job listing
Application Received [Current step)

Subject Matter Expert Review

Panel Interview

Wiewing 1 of 1 applications

16. Click on the “Logout’ link in the upper-right-hand corner as necessary.

Still need help? Contact NEOGOV Helpdesk at (877) 204-4442 and press 1. 13



Schedule Exam (Oral/Panel Interview/Performance/\Written)

If you applied for a job with the City of Kenosha and you received an email to schedule
an oral exam/panel interview, performance exam (i.e. Candidate Physical Ability Test,
Equipment Operator Test, etc...), or written exam please follow these steps:

1. To schedule an exam, go to the internet and access
http://www.kenosha.org/departments/personnel/index.html

2. Select *Applicant Login’ link.

Home : Mayor/Administration : City Council : City Departm|
HUMAN RESOURCES DEPARTMENT  Stewve Stanczak, HR Director

Site Navigation
MISSION STATEMENT

Home
HR Haorme Our mission is to create a positive and productive workplace where all are respected,
Em valued, and empowered to deliver superior services to the Kenosha community.
ﬁ < Applicant Login ABOUT US

S5

AT CpEITES The City of Kenosha's HR Department strives to develop, recaommend, and administer

PromationalTransfer Opportunities |y yman resource programs that support the overall mission and goals of the Gty
Job Interest Card Areas of discipline include, but are not limited to:

Frequently Asked Questions .
= Cormpensation & Benefits

Forms & Documents = Diversity & Inclusion
Applicant & Mew Hire Forms * Employee & Labor Relations
Ermployee Benefts » Perfarmance Management

L = Recruiting & Staffing
Palicies & Procedures - Regulatory Campliance

3. Enter your login credentials.

City of
Kenosha

Job Opportunities
Rt fhweaner kenosh.

Sign in to apphy Create an account

Forgot Username | Reset Password

Still need help? Contact NEOGOV Helpdesk at (877) 204-4442 and press 1. 14
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4. When you are signed in your username appears on the right in the top menu bar.
Click on the pulldown menu under your username, and select “Application &
Status” if you are not automatically directed to this page upon login.

Account Setings

Profile

Sign Qut

Wiewing 1 of 1 applications

5. Applications where you can schedule an exam are noted with a Schedule Exam
link and may be listed under any step including “Application Received:’

Administrative Assistant

NEOGOV - Test, California L2 s 02062014 09:08 AM Pacific Time
Application Receied w

6. Click on Schedule Exam. A list of locations, dates, and times displays:

Schedule an Exam

Please choose an exam location and dateftime from the cholces
belonw

Maote: All dates and times displayed below are Pacific Time

GJ HR Office

123 Flrst Street

El Segundo, California 90245

310-555-3434

Thursday, April 24

08:00 AM 09:00 AM 10:00 AM 00 AM

0100 PM 02:00 PM 03:00 PM 04:00 PM

7. Select a time, and then click Confirm Appointment. The application status now
shows the time of the exam appointment. You can use the Update Schedule link
if you need to change the appointment.

Still need help? Contact NEOGOV Helpdesk at (877) 204-4442 and press 1. 15



Administrative Assistant

MEDOGOV - Test, California | Appliad on: 02/06/2014 0508 AM Pacific Time
Application Recehed 42472014 08:00 AM Pacific Time _

Note: If a date and/or time is not showing, but was referenced in the email, it is
because all slots for that date and/or time are full.

Still need help? Contact NEOGOV Helpdesk at (877) 204-4442 and press 1. 16



Sign Up for Job Interest Cards

If you are interested in a position that is not open and you wish to be notified when the
position does become open, you can sign up for a job interest card. To register please
follow these steps:

1. Go to the internet and access the following page:
http://www.kenosha.org/departments/personnel/index.html.

2. Select “‘Job Interest Card’ link.

Site Navigation

Home
HR Harme

Employment
Applicant Login
Application Process
Employment Cpporunities

Fromoti [Transfer Opportunities
Job Interest Card
stions

Forms & Documents
Applicant & Mew Hire Forms
Emplovee Benefits
Palicies & Procedures

Home : Mayor/Administration : City Council : City Departm|
HUMAN RESOURCES DEPARTMENT  Stewve Stanczak, HR Director

MISSION STATEMENT

Our mission is to create a positive and productive waorkplace where all are respected,
valued, and empowered to deliver superior services to the Kenosha community.

ABOUT Us

The City of Kenosha's HR Department strives to develop, recaommend, and administer
human resource programs that support the overall mission and goals of the City.
Areas of discipline include, but are not limited to:

= Cormpensation & Benefits

= Diversity & Inclusion

= Ermployes & Labor Relations
» Perfarmance Management

» Recruiting & Staffing

» Regulatary Compliance

3. Select the job category by placing a check mark next to it for each position in
which you would like to be notified when a position becomes open.

[ Accaunting and Finance [™ Administration [ Administrative Assistant
[ girparts [ attomey [ Building Maintenance

[ Clerical & Data Entry I" Code Enfarcement I Community Development
I” Canstruction Maintenance I Court Administration I Customer Service

[" Dispatch [™ Diversity Management/EEQ I" Drivers

[ Elections [ Ems I Enginesring

[" Fire & EMS [ Fleet Services I Grounds & Landscaping
[ Housing [" Human Resources [7 1T and Computers

[ Law Enfarcement [ Legal [ Library

I Malntenance I” Management [ Museum

I Office and Administrative Suppart [ Parks and Recreation [ payrall/Benefits Administration
[" Planning and Development [" Professional I Public Works

I" Purchasing [" Risk Management I Sanitation

[ Transit [ Transpartation I Utiities

[ Yehicle Maintenance [ Waste Management [" Wastewater

[" Water Treatment

Still need help? Contact NEOGOV Helpdesk at (877) 204-4442 and press 1.
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4. Enter your personal information.

Job Interest Card

Fields marked with a '"*' are required.

* Last Name: * First Name:
lJDhFI— Doe

* Address:

[525 s2nd Street

* City:

|Kennsha

* State:

Iwiacuns\n j

* Zip Code:

ER

* Country:

s 5

Home Phone: Work Phane:

26255561212 2625551213

* Email Address:

lthn.dueZZ@hutma\l.Eum

Submit Request

5. Select ‘Submit Request.’
6. You see the following confirmation screen.

Job Interest Card

Thark yau for your request.,

For the next 12 manths, you wil be notified when any position for City of Kenosha that matches the job categanies yau've selected
becomas available, Well also send you a remindsr emal in L1 months to give you an oppartunity at that time to extend your notifizations
for anather year,

If at any time you wish ta cancel notifications for one or more af the Job categonies you've selected, please visit the follawing web
address:

https: /s, qovemmentiobs.com/myinterestoards, cini0IRID=2005AE PREMA=Tohn%2E doe22%40hatmal%2Ecam

Still need help? Contact NEOGOV Helpdesk at (877) 204-4442 and press 1.
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Forgot Username and/or Password

1. Go to the internet and access the following:
http://www.kenosha.org/departments/personnel/index.html.

2. Select *Applicant Login’ link.

Home : MayoriAdministration : City Council : City Departm
HUMAN RESOURCES DEPARTMENT  Stewve Stanczak, HR Director

Site Navigation
MISSION STATEMENT
Home
HR Home Our mission is to create a positive and productive workplace where all are respected,
valued, and empowered to deliver superior serices to the Kenosha community.
ployment
ﬁ ABOUT US
A PTOC oSS
ST RIS The City of Kenosha's HR Department strives to develop, recommend, and administer
PromationalTransfer Oppartunities |k yman resource programs that support the overall mission and goals of the City.
Job Interest Card Areas of discipline include, but are not limited to:
Frequently Asked Guestions .
= Compensation & Benefits
Forms & Documents = Diversity & Inclusion
Applicant & Mew Hire Forms . EmrFmYee & ﬁhm Relations
= Performance Management
Em.pl.oyee EaiEiE = Recruiting & Staffing
Policies & Procedures « Regulatory Compliance
3. If you forgot your username, select “I Forgot My Username.”

Create an account

Sign in to apply

Sign in

Forgot Username

Reset Password

4. Enter your email address and the answer to the security question.

5. Click “Send Username’ and an email will be sent to the email address that you

entered.

Still need help? Contact NEOGOV Helpdesk at (877) 204-4442 and press 1.
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Forgot Username e To make sure that our emails are not

Enter the email address you used Lo filtered or sent to your junk/spam

sign up. folder, please put
website@kenosha.org and
governmentjobs.com in your
trusted sender.

e Answer the security question. In this
example, type 13.

“Email

Whal's 7467

Send Usemame G [0 consider

6. If you forgot your password, click “Reset Password.”

Sign in to apply Create an account

*Username

*Password

Sign in

Forgot Username( | Reset Password

h_

7. Enter your email address and the answer to the security question.
8. Click *Send Username’ and an email will be sent to the email address that you
entered with password reset instructions.

Password Reset e To make sure that our emails are not
We'll emai you instructions on how to filtered or sent to your junk/spam
reset your password, folder, please put

website@kenosha.org and
governmentjobs.com in your
trusted sender.

e Answer the security question. In this
example, type 13.

*Email

What's 10437

Reset Password Tipras to consicer

Still need help? Contact NEOGOV Helpdesk at (877) 204-4442 and press 1. 20
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