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FREQUENTLY ASKED QUESTIONS 

Application Process – Starting Out 

Who is NEOGOV and governmentjobs.com? 

NEOGOV is an online tool that automates the City of Kenosha’s recruitment 
process.  NEOGOV has more than 800 public sector employers/customers that 
utilize its online tools that are tailored for the public sector in order to recruit, 
select, and evaluate their workforce and applicant pool electronically.  NEOGOV 
serves more than 2 million employees and processes more than 10 million 
applicants. 

NEOGOV created www.governmentjobs.com, which allows its customers to post 
their job openings.  It also allows applicants that are seeking public sector or 
government opportunities the ability to search job openings and create an online 
application that may be used to apply for job openings of its more than 800 
employers/customers. 

How do I find out what jobs are available? 

A list of available positions can be viewed twenty-four (24) hours a day, seven (7) 
days a week from any computer with internet access. Visit the City of Kenosha’s 
Human Resources page at 
http://www.kenosha.org/departments/personnel/index.html and click on the 
Employment Opportunities link.  If you are currently a City of Kenosha employee, 
click on Promotional/Transfer Opportunities link.  

How do I apply for a City of Kenosha job? 

Accessing the Internet, go to the City of Kenosha’s Human Resources page at 
http://www.kenosha.org/departments/personnel/index.html and click on the Employment 
Opportunities link. If you are current a City of Kenosha employee, click on 
Promotional/Transfer Opportunities link.  

You’ll find an online application guide to help you locate and apply for a job. Remember 
to keep a record of your username and password when you create your account. Use this 
same username and password each time you check your application status or apply for 
other positions.  

Do I need an email address to complete an online application? How do I obtain an 
email address? 

Yes, you must have an email address to complete an online application.  
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You can obtain a free email account online at any of the following email providers: 
Gmail, Hotmail, Yahoo! Mail. Please note that the City of Kenosha does not endorse any 
particular email provider.  

Do I need to set up an account to apply for a job? 

Yes, you must establish an account to submit an application and track your job 
application status.  NOTE:  If you have previously registered or established an account 
with www.governmentjobs.com, it is not necessary to establish an account.  The City of 
Kenosha’s electronic job postings are powered by NEOGOV who is responsible for 
www.governmentjobs.com; therefore, you may utilize your www.governmentjobs.com 
login credentials. 

What if I don’t have a computer or internet access? 

A computer is necessary to complete an online job application and the City of Kenosha is 
committed to ensuring that all applicants have access to make an application. Applicants 
without access to a computer may: 

 Visit the City of Kenosha’s Human Resources Department on the 2nd floor of the 
Municipal Building at 625 52nd St, Room 205, between 8:30 AM and 4:30 PM 
CST Monday – Friday (excluding holidays).  Job applicants may use one of the 
two kiosks, when available, in Room 203 to apply online.  

 Visit the Kenosha Job Center located at 8600 Sheridan Rd, between 8:00 AM and 
5:00 PM CST Monday – Friday (excluding holidays).  Job applicants may use one 
of the internet ready personal computers (PCs) to apply online.  

 Use a public computer at one of the Kenosha Public Library locations.  

 Ask a family member or friend who has internet access if you can use their 
computer.  

Can I get help with completing the online application? 

The Human Resources department is committed to ensuring that this process is easy and 
user-friendly.  To assist applicants the following resources are available: 

 Applicant Help Guides are available online and at the two available kiosks located 
in Room 203 of the City’s Municipal Building located at 625 52nd St, Kenosha, 
WI. 

 Assistance from the Kenosha County Job Center located at 8600 Sheridan Rd, 
between 8:00 AM and 5:00 PM CST Monday – Friday (excluding holidays) or via 
phone at (262) 697-4705.   
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Application Process – Completing & Submitting an Application 

Do I have to fill out an application? 

Everyone who applies for a position is required to create an application, which includes 
certain personal information. Required information is denoted with an asterisk (*). The 
more information you provide, the easier it will be to effectively evaluate your skills, 
abilities and qualifications. Incomplete applications may be rejected so please be 
thorough. Please note that submitting a resume does not substitute for completing the 
application form. 

Can I apply by sending my resume via fax, e-mail or postal service?  

NO.  Paper applications and resumes will not be accepted by fax, e-mail or postal service. 
Please apply online via http://www.kenosha.org/departments/personnel/index.html. 

How long does it take to complete an application online?  

It varies per individual, but we recommend that you allow yourself approximately thirty 
(30) minutes for most positions and at least one (1) hour for Police & Fire positions. We 
encourage you to thoroughly read and complete each part of the application in detail. You 
can add additional work history and education as needed by using the “Add” button. 
After you input your information, you will need to click on the “Save & View 
Application” button or “Save and Add button”. We encourage you to save your work 
often. If the system is inactive for thirty (30) minutes or more, it will automatically log 
you off and will only retain information from the last time you clicked on one of the two 
(2) Save buttons.  

What information will I be asked to provide? 

You will be asked to provide personal information such as your name, address, phone 
number, email address, and information pertaining to your education, employment 
history, work experience, and references. To quickly complete your online application, it 
is recommended that you gather this information before beginning the online process. 

What if I am not ready to fill out or cannot complete the application at this time?  

Applications are not submitted until you click the "Accept" button, which is "Step 5: 
Certify and Submit.” If at any time you do not want to or cannot complete your 
application, save your work, then logout. You can always login at a later time by using 
your Username and Password to complete your application. 

Can I apply for multiple positions at a time?  

Yes, once you have completed your online application, you can apply for multiple 
positions that are currently open. 
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How do I print my application?  

After you have submitted your application, you will see a link to “Click here for a 
printable version of the application you just submitted.” 

I missed the deadline, can I still apply?  

As with any position, once a closing date has passed, applications are no longer accepted 
or considered. Please visit the website and apply for new jobs as they become available. 
You may also want to complete a Job Interest Notification Request, which will 
automatically notify you via email when a position you are interested becomes available. 
To do so, see the FAQ, "What if I am interested in a position that is not currently on the 
City of Kenosha’s Employment Opportunities list?"  

I was filling out my application and I lost all my information. What happened? 

You may have clicked the Back button (located on your toolbar), which when used, 
removes all data on the page that has not been saved. This is set as a security measure for 
you so that no one can revert backward in an application and tamper with your 
information contained in your profile. Avoid losing your information by saving your 
information before you leave the page. When you are entering information within a page, 
do not use your Back button and be sure to logout when you are finished. 

Why does the system automatically log me out after 30 minutes? 

The system will automatically log you out if you do not press a key or click your mouse 
for thirty (30) minutes. This is a precautionary measure to protect your identity and 
personal information. The system will warn you before it logs you out, but you should 
save your information frequently to avoid losing your entries and to stay logged into the 
system.  

Will I automatically be considered for other positions if I previously submitted an 
application?  

NO, a separate application must be submitted for each position, even if the job title is the 
same, because some positions vary by department.  

I need to make some changes after submitting my application, what do I do? Or 
how and when can I update my application?  

When you apply for a position, a snapshot of your data is taken from that date in time.  
You cannot make changes to an application that has already been submitted.  However, 
you may complete and submit another application to the same position provided that it is 
still open. 

 6



 If I submit more than one online application during an active recruitment, which 
application will be considered?  

We will acknowledge the last (most recent) application submitted for employment.  The 
City of Kenosha is not responsible for sorting through various applications to match 
documents submitted during the same recruitment process; hence it is important that any 
new submissions of applications include a complete application packet, including any 
documents that are required to qualify.  
 
For online applications, the reapply period is twenty-four (24) hours from the time you 
submitted your most recent application for a position. For example, if you applied for 
Administrative Assistant position at 11:29 AM today, you will not be able to reapply 
until 11:30 AM tomorrow, but only the most recent application will be given 
consideration.  

Can I change a submitted application after a job closes? 

No, you can only change your application before the job closing date.   

I applied for a position 2 months ago, but still see it posted, should/can I apply 
again? 

Unless something changed with your application data, you should only apply once for 
each job posting.  

What file extensions are accepted for application attachments?  

We currently accept the following document extensions: .bmp, .doc, .docx, .gif, .jpeg, 
.pdf, .xls, and .xlsx  

What is an "Open Continuous" job?  

An "Open Continuous" job is a position that the City fills regularly on an ongoing basis.  

Who will see my application if I use the online hiring process?  

All information is on a secure web server. Only the Human Resources Department and 
the City’s hiring authority (of the position you’re applying for) are authorized to review 
your application. The City of Kenosha does not share its database with any other 
companies or localities. 
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Will the privacy of my employment application be maintained?  

Under Wisconsin Statue and appropriate case law, applications and many other 
documents are subject to public disclosure.  However, Section 19.36(7) of the Wisconsin 
Statue provides applicants a choice in revealing their identity in the event of a Public 
Records request unless they become a finalist for candidacy or ultimately hired.   All 
applicants decide whether or not they choose to reveal their identity in the event of a 
Public Records request when completing a City application.  However, nothing precludes 
an application from being admitted into evidence in the course of litigation or 
administrative hearing. 
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Application Process – Technical Questions 

What web browser should I use? 

The preferred web browsers are Internet Explorer (v8 or higher) and Firefox (v4 or 
higher). 

What should I do if I receive the following message: "Username and/or password 
are invalid"? 

You may request to confirm your username or reset your password via the "I Forgot My 
Username and/or Password" link. 

I forgot my username. What should I do? 

Click on the link titled "I Forgot My Username and/or Password:" On the next page 
(under "Forgot Username?") enter your e-mail address, first name, and last name, and 
click on “Send Username”. An e-mail will be sent to you with your username. If you do 
not see the e-mail in your inbox, check your spam/junk mail folder. 

IMPORTANT: The first name, last name, and e-mail address entered must exactly 
match what appears on your profile. This includes spacing and titles (i.e John III, Dr. 
John, John MIDDLENAME etc). If it does not match, you may receive an error that 
"Your record was not found." 

I forgot my password. What should I do? 

Click on the link titled "I Forgot My Username and/or Password". On the next page 
(under "Forgot Password?"), enter your e-mail address, first name, and last name, and 
click on "Reset Password". An e-mail will be sent to you with a link to reset your 
password. Once you click on the link, you will be directed to a page that will ask for your 
username and a new password. Please enter a new password, confirm the new password, 
and then log into your account.  

IMPORTANT: The link embedded in the password reset email will expire after 24 
hours. If the link has expired, resubmit your password reset request by clicking again on 
the "I Forgot My Username and/or Password" link. 

I received a 'password has expired' message. What does this mean? 

Your account is still active, but your password will need to be reset. You can reset your 
password by clicking on the "I Forgot My Username and/or Password" link. 
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I received a "Login Page Expired" error message. What does this mean? 

Please follow the instructions below to clear cookies from your browser. If the browser 
below is not specified please refer to the required specifications via their troubleshooting 
procedures.  

 Internet Explorer– Go to the "Tools" button or gear icon in the upper right hand 
corner and select "Internet Options". Under the general tab and below the 
browsing history heading, there is a "Delete" button adjacent to Settings. A 
separate box will pop up titled "Delete Browsing History". Make sure that the 
"Cookies" box is checked and click "Delete". Once completed, click "OK", close 
all open internet windows and tabs, and open a new browser window.  

 Firefox – Click on Firefox in the upper left hand corner. Next, go to History and 
click on "Clear Recent History". Make sure that "Everything" is selected as the 
"Time Range To Clear". Click on "Details" and then select Cookies and Cache. 
Click on "Clear Now". Next, close all open internet windows and tabs and open a 
new browser window.  

I received an 'Account is locked' message. I have waited longer than 30 minutes and 
it is still locked. What should I do? 

For security reasons, too many unsuccessful login attempts will lock your account 
temporarily. If you have waited the specified amount of time, and it is still locked, you 
may unlock the account by requesting to reset the password. Select the "I Forgot My 
Username and/or Password" link, enter your e-mail address, first name, and last name, 
then click on "Reset Password".  

IMPORTANT: The first name, last name, and e-mail address entered must exactly 
match what is saved in your profile. This includes spacing, or any titles (i.e John III, Dr. 
John, John MIDDLENAME etc). If it does not match, you may receive an error that 
"Your record was not found." 

When I enter my username & password nothing happens, ie. the page reloads and 
just prompts me to login again. 

When the page reloads without returning any error message, the cookies must be deleted 
from your web browser. Please follow the instructions below to clear cookies from your 
browser. 

 Internet Explorer– Go to the "Tools" button or gear icon in the upper right hand 
corner and select "Internet Options". Under the general tab and below the 
browsing history heading, there is a "Delete" button adjacent to Settings. A 
separate box will pop up titled "Delete Browsing History". Make sure that the 
"Cookies" box is checked and click "Delete". Once it has completed, click "OK", 
close all open internet windows and tabs, and open a new browser window. 
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 Firefox – Click on Firefox in the upper left hand corner. Next, go to History and 
click on "Clear Recent History". Make sure that "Everything" is selected as the 
"Time Range To Clear". Click on "Details" and then select Cookies and Cache. 
Click on "Clear Now". Next, close all open internet windows and tabs and open a 
new browser window. 

If deleting the cookies does not work, try logging in using a different web browser. 

The system is not accepting my new password. What should I enter? 

Passwords must be a minimum of eight characters in length, and must contain at least one 
letter, one number, and one special character. To reset your password, click the "I Forgot 
My Username and/or Password" link. Once you've entered a new password (twice to 
ensure it is correct), you will receive the message "Password reset successful." 

When I try to create an account or update my e-mail address, I get a message 
stating "The e-mail you entered is already in use". What does that mean? I do not 
remember creating an account with GovernmentJobs.com. 

If you receive this message, it means that there is an account associated with that 
particular e-mail address. You may have applied with an employer in the past that is a 
NEOGOV customer. Your information is retrievable and can be accessed by following 
the forgot username and password steps  

What is a special character? Why do I need to have one in my password? 

A special character is a symbol other than a letter or number, ie. !@#$%^&*. To obtain a 
special character hold down the [Shift] key while simultaneously pressing any one of the 
number keys (1 through 8, for example). The special character requirement is to ensure 
the security of your account. 

I need a new password, but no longer have access to the e-mail address that the reset 
password e-mail was sent to. 

If you don’t have access to the e-mail address listed on your account, there is no way for 
you to create a new password. For security reasons, the reset password e-mail can only be 
sent to the e-mail address associated with your account. NEOGOV is unable to edit or 
update the e-mail address listed on your profile, and cannot send this e-mail to any 
other account. In the event that you cannot receive the reset password e-mail, you will 
need to create a new account at GovernmentJobs.com with a valid e-mail address. 
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I requested a reset password link but have not received it. How long does it 
normally take? 

Password reset emails are sent immediately but delivery can depend on your email 
provider. Be sure to check your spam/junk mail folder if you do not see the e-mail in your 
inbox. If you still have not received the e-mail, add the e-mail address 
noreply@governmentjobs.com to your Contacts. If it still is not received, contact 
technical support at your e-mail service provider to determine if the reset password e-
mail is being filtered out or blocked. 

I signed up to receive Job notifications (Job Interest Cards), but I am unable to 
apply/log in to submit my application. 

Job Interest Card requests are independent of governmentjobs.com applicant accounts. To 
create an applicant account, refer to the Online Application Help Guide.   

Is it possible to delete or reset my account? 

Once the account is created, it will remain in the system and cannot be deleted. 

Do I have to turn off my SPAM filter(s) to receive email notifications from the City 
of Kenosha?  

You will need to alter your SPAM filter so that any emails from 
www.governmentjobs.com  or www.humanresources@kenosha.org will be delivered to 
your Inbox versus Junk Mail. Depending on the email service provider, you may have to 
include these websites on a “safe” list to ensure that you receive all communications 
regarding your online application status or Job Interest Card submission.  

How can I change my username? 

Once established, a username cannot be changed. 

Do I need to create multiple accounts for different NEOGOV customers and/or 
employers? 

No, you do not need more than one account to apply for jobs with different NEOGOV 
customers and/or employers. If the employer is a NEOGOV customer, you can apply 
with your existing GovernmentJobs.com account. 
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What if I share my email address with another person? 

Every GovernmentJobs.com account must contain a unique email address. If you share an 
email address with another person, and it is already in use on another account, you will 
not be able to use that email address on your account. You can request a new email 
address from any service provider (e.g. hotmail, yahoo, google, etc) or use a work email 
address on your GovernmentJobs.com account. 

Can I share a Governmentjobs.com account with my spouse, relative, friend, etc? 

You may not share an account with another user. To apply for positions, you must create 
your own account with your own specific contact information, applications, and 
application history. 
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Application Process – General Questions 

After I submit my application, what happens next? 

Your application will be reviewed to determine whether you meet the minimum 
requirements listed on the job announcement for the position. Although your experience 
may meet the minimum desired skill set, please consider that there may be many 
candidates who possess the equivalent or greater skill sets from which the City will 
consider.  Thus not every candidate may be offered an interview. 

If you meet the minimum requirements, your application is eligible to be advanced to the 
next step of the selection process.  Applications may also be further screened for 
additional knowledge, skills and abilities to preliminary identify the most qualified 
candidates.   Applicants that are not further screened out, will be forwarded to the 
appropriate hiring authority/department for a possible interview, or in the case of 
competitive recruitments, you will be notified of a test date and time.   

How do I know my online application was received? 

If your online application has been successfully submitted you will receive a 
confirmation e-mail shortly after submission. You will also see the confirmation message 
on your PC screen. We suggest you print a copy of your submitted application and 
confirmation page information for future reference. If you did not receive a confirmation 
email shortly after you submitted your application online, check the application status 
when logged in to view details of the application submitted. 

How do I check the status of my application?  

Upon logging into governmentjobs.com, select ‘Application Status.’ 

What is the minimum/maximum age for employment? 

The minimum age for positions with the City of Kenosha is 18. Exceptions are made for 
lifeguards and Mayor-sponsored youth employment programs. 

Is there a residency requirement for employment? 

City employees must reside within the following area when they are hired or within a 
specified period of time. This residency area includes: Kenosha County, Racine County 
(except for the Town of Waterford; however the Village of Waterford is acceptable), 
Franklin, Oak Creek or South Milwaukee. However, the Human Resources Director may 
restrict the residency area to Kenosha County only for certain jobs. Applicants should 
check the job posting or contact Human Resources to determine the residency 
requirement. 
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If I meet the requirements of the position, will I be interviewed? 

Although your experience may meet the minimum desired skill set, please consider that 
there may be many candidates who possess the equivalent or greater skill sets from which 
the City will consider.  Thus not every candidate may be offered an interview. 

If I’m hired does the City require drug/chemical test? 

For safety related classifications, the City may require drug tests and/or chemical 
screening. Applicants may check with Human Resources on any specifics relating to a 
drug test and/or chemical screening. 

What are the penalties for exaggerating or falsifying information and documents 
contained in an application form?  

Any exaggerated or false statement(s) or omission of requested information may be cause 
for your application to be rejected. Or, if you have been employed, may be cause for your 
termination. 

What if I am interested in a position that is not currently on the City job list?  

If you wish to receive notification regarding certain position that might be an interest to 
you when it becomes available, then go to 
http://www.kenosha.org/departments/personnel/index.html, the ‘Job Interest Card’ link 
and follow the online directions to set up the notification. 
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