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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. 

 

 
 
 

2. Scroll to the bottom of the page to review the current job openings. 
3. Click on the job title of interest to you. 
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4. After reviewing the job posting and its minimum qualifications, click on the 
‘Apply’ link. 

 

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. 

 

5b 

5a 

NOTE 

6. Enter your new account information (you MUST remember this information). 
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7. 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.   

 

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

 

 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. 

 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 3. 

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

NOTE 

 

      Note: Although you may select ‘Paper’ as your notification preference, almost all    
      City correspondence will be via email regardless of your preference. 

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

 

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). 

 

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

 

14. Review the application confirmation statement automatically generated by your 
application submission.   
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15. 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. 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. 

 

3. Enter your login credentials. 

 

 

 

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. 
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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. 

 

5a 
5b 

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

 

3. Enter your login credentials. 
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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. 

 

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:’ 

 

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

 

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. 
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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. 

 

NOTE 

NOTE 
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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. 

 

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. 
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4. Enter your personal information. 

 

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

 

3. If you forgot your username, select “I Forgot My Username.” 

 

 
 

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. 
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 To make sure that our emails are not 
filtered or sent to your junk/spam 
folder, please put 
website@kenosha.org and 
governmentjobs.com in your 
trusted sender. 

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

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

 

 To make sure that our emails are not 
filtered or sent to your junk/spam 
folder, please put 
website@kenosha.org and 
governmentjobs.com in your 
trusted sender. 

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