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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, click on the 
‘Promotional/Transfer Opportunities’ link.  

b. For all others, 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 City of Kenosha 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 City of Kenosha 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 www.kenosha.org or 
www.governmentjobs.com, 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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Note: Although you may select ‘Paper’ as your notification preference, almost all 
City correspondence will be via email regardless of your preference. 

 

7. Click on the ‘Save’ button.  
8. Click on the ‘Create Application’ button.  

Note: You do not need to create a separate application for every job that you 
apply for. Each applicant must have his/her own account. You cannot share 
accounts.  
 

 

NOTE 

NOTE 

9. Input a title for your application for your future reference (this is for your 
reference only and will not be seen by the City of Kenosha). 
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10. Review the contact information and update any information if needed. 
11. Click on the ‘Save & View Application’ button. 

 

12. Click on the blue edit links in each section (Personal Information, Preferences, 
Education, Work Experiences, Certificates and Licenses, Skills, Additional 
Information, References, Resume, Attachments) to complete your application 
details. Click the 'save' button at the bottom of each section. 
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Note: Be sure to save often. You will be automatically logged out of your 
applicant account after 30 minutes from the last time you saved your information.  NOTE 

 

13. Answer the agency-wide supplemental questions. 
14. Click on the ‘Save & Proceed’ button at the bottom of the page. 

 

15. Answer the job-specific supplemental questions (if any). 
16. Click on the ‘Save & Proceed’ button at the bottom of the page. 
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17. If applicable, confirm that you do not have any prior work experience or 
educational history by checking each appropriate box, entering your initials (first 
letter of your first and last name) and clicking ‘Continue.’ 

 

18. Scroll to the bottom of the application review screen and click ‘Confirm 
Application’ or edit as necessary. 

 

19. Review the ‘Certify & Submit’ statement. 
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20. If you accept the language click the ‘Accept’ button on the digital signature 
screen. 

 

21. Review the application confirmation statement automatically generated by your 
application submission.   
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22. Click on the ‘Logout’ link in the upper-right-hand corner.  
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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. Select ‘Application Status.’ 
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5. In the status column you will see the status of your application. 

 

6. Click on the ‘Logout’ link in the upper-right-hand corner.  
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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. 

 

 13

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


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. Select ‘I Forgot My Username and/or Password.’ 

 
 

4. Enter your email address, first and last name. 
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5. Click ‘Send Username’ or ‘Reset Password,’ depending upon your situation. 
6. An email will be sent to the email address that you entered. 
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