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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.

I —
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 ABO )
o
< Employment Opporunities p City of Kenosha's HR Department strives to develop, recommend, and administer
m

~LromotionaliTransfer Opportunitie s fiman resource programs that support the overall mission and goals of the City.
Job Interes Areas of discipline include, but are not limited to:

Frequently Asked Guestions

Compensation & Benefits
Diversity & Inclusion
Employee & Labor Relations
Performance Management
Recruiting & Staffing
Regulatory Compliance

Forms & Documents
Applicant & Mew Hire Forms
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.

AMaton, color, AisaDITy, Tartal SIatls, Sex, Nanonal OTgin, ANCesiy, Sexual ONentalon, armest [eCord, CONvICH On TeCord, TMermbersnip I te namonal
quard, state defense force or any other reserve component of the military forces of the United States or of this state or use or non-use of lawful products off
the employer's premises during nonwiorking hours

If you require accommodations during the selection process because of a disability, please notify our office.

raearch Critenia
2|l Categories are automatically selected, To change the results, deselect and reselect the categories by using the Clear &ll/Select All buttons or by clicking on the check
boxes. To reset the search criteria, click 'Clear Search' at the bottom of this box,

¥ accounting and Finance (1) ¥ administrative Assistant (1) ¥ Clerical & Data Entry (1)
¥ Customer Service (1) ¥ museum (1) ¥ Office and Administrative Support (1)

Enter keywaords (optional): Explain this

I or Clear Search

Print this page

1 record found.

Page#ll_uflﬂ

| | N
< Administrative Assistant (Museum ‘Dermamemt/ﬂegu\ar Full Time +3,598.00 - $4,400.00 Monthly ‘Dﬁ/[lE/’lZ

Page # |1 of1 90



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

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

NEGGOV

Job Title: Administrative Assistant {Museum)
Closing Date/Time: Wed. 06/06/12 4:30 PM Central Time

Salary: $20.80 - $25.43 Hourly
$1,799.00 - $2,200.00 Semi-Monthly
£3,508.00 - $4,400,00 Manthly
$43,176.00 - $52,800.00 Annually
Job Type: Permanent/Regular Full Time

Location: 5500 1st Avenue, Kenosha, Wisconsin

Print Job Information

General Overview of Position | | 1] ]

Full time; M-F 8 am - 5 pm; Occasional Weekend Hours

This recruitment is open to all qualified applicants and will establish an eligibility list which will be used to fill the current vacancy
and may be used fo fill any other openings in this classification which occur in the next 12 months.

Residency requirement: Applicants, three months after completion of the probationary period, must reside within Kenosha County,
Racine County (except the Town of Waterford, however the Village of Waterford is acceptable), Frankiin, Cak Creek or South
Milwaukee. The incumbent of this position is required to maintain such residency during the term of employment.

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.

Are you registered?

To apply onling for a position, please create an account (registration is free), If you have
already created your Governmentlobs.com personal account, please login below,

Online Employment Application Guide  Help 5b

Username: I —
Password: I

L ogin |

— — 1 \
Forgot My Username and/or Passwor

Mot Registered Yet? Create Your Account Here! ‘

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


http://www.kenosha.org/
http://www.governmentjobs.com/

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

Request New Job Seeker Account

* First Hame
Hiddie Initial

* Last Mame
Primary Phone
Alternate Phone
= Ermail

* Hotification Preferente | oo coject == w
By which methed would you prafe to be nctified about application status. teasting dates and
sxaminatisn regults?

* Addrass 1

Address 2

* City

" State | oo Saject == w
* Zip

Country | —= Sglect == v

* Username
Tig: Youwr piarnamas mull b unigue. Chacse 8§ Ussrame that you can aadily ramambar.
Yau may vae latters and aumbers and the underscar © . Example: john_doels
* Password
* Confirm Password
Pazsword Hint

Tig:z IF you ferget pour peaswerd, you can click om Logt Baggvecd and it will be smuiled to

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.

Ml Application Status | My Account
‘ To apply for thewmmmvgant\(Museum) click hera, ‘

kcreate npplicaw

HEEIications You've Created:

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).



Main Menu Application Status My Account

Build New Application

To create an application, enter the name of the application in the box below and click the
'Create Application® button. Keep in mind that yOU can create multiple applications, so

choose a descriptive name for your applj ucational Application or Accounting
Application,

Application Name {far your own referencel:

Create Application |

Tip: ¥ou can reuse this application to apply for as many positions as you'd like, You do NOT
need to recreate a new application every time you're applying for a position.

10. Review the contact information and update any information if needed.
11. Click on the ‘Save & View Application’ button.

Administrative Assistant {Museum]} - Application process steps:

£

bt
(=g

o
Application

Job Application » Profile

* Required Field

Cancel Save & View Application

Contact Information

# First Mame |John

Middle Initiall

* Last Mame IDoe

* Address 1 [535 52nd Street

&ddress 2 I

* City IKenosha

* State | wisconsin =l
* Zip W
Country IUS ;I
* Primary Phone Im
Alternate Phone m

* Email Ijohn doe2z2@hotmail.com

(ﬁ;l | Save & View Applim

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.




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.

Welcome, John Doe

Main Menu

1] 2]
Job Agency-wide

Application Questions

Job Application » Review

Application Status

Administrative Assistant (Museum} - Application process steps:

€3]

Supplemental
Duestions

Help | Logout |

My Account

i

N

Complete your application b
entering all of youyed a
button below

Contact Information

Name: John Doe

Home Phone: {262) 555-1213

john.doezZ@hotmail.com

Email:

Education

Work Experience
Certificates and Licenses
Skills

Office Skills

Typing: a
Drata Entry: 0

Additional Information

e
tion {such as education, worlk hist

Address:

Alternate Phone:

* Required Field
wformation. When you are finished
ory, certific 3, click on the
Edit Contact Information
625 52nd Street
kenosha, Wisconsin 53140 US
{262 555-1217
«_
Add Education
Add Work Experience
Add Certificates or Licenses
«_
Add Skills
Edit
«_
Add Additional Information

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

exclusive of any juvenile record?

Coves O Nao

and the date.

#1, Have you ever been convicted of any violations of law other than minor traffic violations

2. If you answered 'ves' for the conviction question please explain the nature of the conviction

¥ ¥

-
[

#3, Do you meet the minimum requirements for this position?

15. Answer the job-specific supplemental questions (if any).
16. Click on the “‘Save & Proceed’ button at the bottom of the page.



#1, Mo person can be employved who has a relative already employed by the City of Kenosha in a
pasition covered by the Civil Service System Ordinance or who has a relative in any elected
office or elected position in City of Kenosha government, "Relative” includes any member of
the immediate household or anyone whose relationship by blood or marriage is as close or
closer than first cousin, including "step"” relationships or any grandparent or grandchild. Based
upon the definition of a "Relative,” do you have any relatives employed or serving in the
capacity as an elected official with the City?

Coves O No

#Z, If hired, three months after completion of the probationary period, applicants must reside
within Kenosha County, Racine County {except the Town of Waterford; however the Village of
waterford is acceptable), Franklin, ©ak Creek or South Milwaukee, The incurnbent of this
pasition is required to maintain such residency during the term of employment. Are you able to
meet the City's residency requirements?

Coves O No
#3, Do yvou have a Bachelors degree in business administration, accounting or a related field?
T ves O Ha

4, If you answered no, please list your major for yvour Bachelor's Degree or highest level of
education attained?

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.’

WARMNIMNG! You have not completed the Education History and Work Experience
sections! If you want to continue with vour application anyway, click the "Continue"
button below, If vou want to go back and review yvour application, click the "Go Back”
button below.

If vou choose the 'Continue' buttan, you must check the hoxes and enter your initials
below to confirm that you are aware that you are submitting your application without education
history and work experience, You cannot continue unless both boxes are checked and you have
entered yvour initials in both spaces below,

- Check the box to the left and enter your initials below to CONFIRM that you are submitting
this application with NO EDUCATION HISTORY. If you wish to add education history, click
the 'Go Back' button now and enter your education history.

Enter your initials here: I

[T Check the box to the left and enter your initials below to CONFIRM that you are submitting
this application with NO WORK EXPERIEMCE. If vou wish to add a work experience, click the
'Go Back' button now and enter your work experience.

Enter your initials here: I

< Go Back I Continue I >

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

9, Q! Are you able to work occasional weekends? Edit
4 Yes
10. Q: Do you possess a valid driver's license with a good driving record? Edit

4 Yes

< Confirmy Application I >

19. Review the ‘Certify & Submit’ statement.




20. If you accept the language click the “‘Accept’ button on the digital signature
screen.

Job Agency-wide Supplemental Confirm Certify &
Application Questions Questions Application Submit

<—Lertify & Submit >

By clicking on the *Accept' button, | hereby certify that all
statements in this application are complete and correct
to the best of my knowledge, are made in good faith, and
that | am physically able to perform the work that will be
assigned to me if an offer is extended. | understand that
employment may be subject to taking a physical
examination and meeting acceptable physical
qualifications as determined by the City. | further
understand that any false, incomplete, or omission of material fact contained
herein may be cause for disqualification or termination of employment.

| also acknowledge that | will have to produce documentation verifying my identity
and employment eligibility in the U5, Additionally, | may be required to verify any
and all information given onthis application. | understand that the City of Kenosha
may contact prior employers and other references. As a result, | hereby authorize
any individuals, companies or institutions with whom | have been associated, to
furnish the City of Kenosha with any information concerning my employability which
they have on record or otherwise and do hereby release the individuals,
companies or institutions connected therein from all iability for any damages
wihatsoeyver incurred in furnishing such information.

If an automobile is required to perform the job inwhich I'm making application, |
understand that the City is not obligated to furnish an automobile nor continue
providing one, which at one time or ancther, 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 completed application is
the property of City of Kenosha and i efumed.

Dectine |

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

Dear John Doe

Thank vour applying for employment with City of
Kenosha. We have received your application. You will
receive instructions by email and/or mail as to the next
step inthe process The examination process may
include one or more of the following: application
review and evaluation, performance test, written test,
andfor oral interview examination Questions asked
during the examination process are based on the
knowledge and abilities required to successfully
perform the job.




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

Help I lLogout

Main Menu Application Status My Account

10



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.

- - r
el — L—
Home : Mayor/Administration : City Council : City Departm
HUMAN RESOURCES DEPARTMENT  Steve Stanczak, HR Director

Site Navigation
MISSION STATEMENT

Cur mission is to create a positive and productive workplace where all are respected,
valued, and ermpowered to deliver superior services to the Kenosha community.

ABOUT Us

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.

Are you registered?

To apply online for a position, please create an account {registration is free). If you have
already created your Governmentlobs.com personal account, please login below,

Online Employment Application Guide Help

Username: I
Password: I '

Lagin |

1 Forgot My Usernarme andsor Password

Mot Registered vet? Create Your Account Here!

4. Select ‘Application Status.’

elcome, John Doe Help | Logout |
e

@| Application Status My Account

| Create Application I

AEEIications You've Created:

11
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5. In the status column you will see the status of your application.

elcome, John Doe

Application Status |

Positions You've Applied For

You have applied for 2 positions.

My Account

Job Title Organization ] YView App.
Administrative Assistant (Museurn’ City of Kenosha, WI 06/06/12 2:02F Central Time Wiew
Administrative Assistant (Museurn’ City of Kenosha, WI 05/29/12 4:24F Central Time Miew

Help | Logoutl

Status

Application Received

Application Received

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

elcome, John Doe

Application Status |

Positions You've Applied For

You have applied for 2 positions.

My Account

Job Title Organization VYiew App. Status Schedule
Administrative Assistant (Museumn) City of Kenosha, WI 06/06/12 2:02F Central Time View Application Received
Administrative Assistant (Museurn’ City of Kenosha, WI 05/29/12 4:24F Central Time Miew Application Received

_helo ¢TI

12



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.

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

Site Navigation
MISSION STATEMENT
Horme

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

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

Applicant Login ABOUT US

Application Process

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:
stions

= 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. 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



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

4. Enter your personal information.

Job Interest Card

Fields marked with a '"*' are required.

* Last Name: * First Mame:
[Tohn 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

14



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.

ABOUT US
Employ_mentOppununitieS | The City of Kenosha's HR Department strives to develop, recammend, 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
Ermpl Benefit .
WIS SIS = Recruiting & Staffing

Policies & Procedures « Regulatory Compliance
T 0 Cie .

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

Are you registered?

To apply onling for a position, please create an account (registration is free), If you have
already created your Governmentlobs.com personal account, please login below,

Qnline Employment Application Guide Help

Username: I
Password: I

Login |
1 Forgot My Username and/or Password G—

Mot Registered Yet? Create Your Account Here!

4. Enter your email address, first and last name.

15
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Forgot Username?

Enter your email address, first name, and last name and dick the 'Send Username' button to have your username emailed to you,

Email: |

First Name:l _

Last Name: |
Send Lsermame

Forgot Password?

Enter your email address, first name, and last name and click the 'Reset Password' button to have an emai sent to you to reset your password,

Email: |

First Nnme:l .
Last Name: I
Reset Passwaord

5. Click “Send Username’ or ‘Reset Password,” depending upon your situation.
6. An email will be sent to the email address that you entered.



