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How to Prepare to Apply

LOCATING AND SETTING UP BUILDING AND REVIEWING
THE TECHNOLOGY NEEDED. CONTENT FOR YOUR
APPLICATION.
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Locate a Device

— Device
Options

Find a local American
Job Center Here:
https://portal.ct.gov/
dol/divisions/americ

an-job-centers.

Where J
to Find

N~
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Set Up an Email Account

Set a professional tone with your e-mail
address. Avoid edgy, controversial, or
potentially offensive references.

ANYONE CAN HAVE AN E-MAIL ADDRESS!

T create an E-mail account and have an E-mail address yoo do not need
to have a computer in your home!

All wou really need is acoess o a compoter!
Here are just & bew places wihtte you Can use i computer:
# Pehlic Library
# ETWorky Career Conters
#  Fnbermet calfes
&  Friends asd Lemiby

je

Consider something like these examples:
will. jones@hotmail.com or will. jones528@hotmail.com
felicia.t.ortega@gmail.com or f.t.ortega122@gmail.com
gupta.rima@yahoo.com or gupta.r1330@yahoo.com

Creating an E-mail account is fast, easy and [ree!

Here's how:
« Choose an E-mall provider (sech as Yahoo, Google or Hotmail*)

« Log lnnt-:v that provider's website and click on the link or button for
mal

s Click on the link or button to “sign up® or “create an account”™
+ [Follow the instructions

= Youwill be asked some personal information such a8 your name,
gender and for birth date

o You will be prompred to create a login name (the name before
the G0 Symibnl )

= You will create a personal Password

» You will answer some securty questions in case you lorget your
Password

¢ For verification purposes, you will type in the letters andd for
numbers you see

& You will read and accept the terms of agreement
o You will click on a "Create an Account”™ button

Congratulations! You now have an e-mail address!

" LT DO st adffiliated with, ner does it rodore, oy particulss E-mail provsder

Image Source: https://www.ctdol.state.ct.us/progsupt/unemplt/M1A/CreateEmail.pdf
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Build Content for your Application

Compile your skills and work history in a document.

Z

You may not capture everything all at once, set
yourself up for success by planning to complete over
multiple sessions.
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Use Resources to Review your
Content

Ask someone who is skilled in writing & reviewing to give you feedback on your content -
"trusted advisor®.

An individual who has
helped in the past
r - -
[ Tip
There are many well-written articles
on the web that may offer some
guidance.
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How to Navigate the
Online Employment Center

-

ACCESSING THE ONLINE UTILIZING WEBSITE
EMPLOYMENT CENTER FEATURES
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Access the Online Employment
Center (OEC)

The Online Employment Center is the State of Connecticut public-facing applicant portal.
Here you will find Job Openings and submit application material.

2. In the address bar, type https://ct.gov/ctstatejobs Enf‘p",’gyt,’?’?in‘i”ggﬁter

1. Open your browser. « |

as a Browser
3. Press Enter. Favorite or

Bookmark.

Result: The Online Employment Center (OEC) home page displays.

Note: JobAps is the name of the OEC platform.
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Access the Online Employment
Center (OEC)

Website Features.

r ‘.F.
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Additional OEC Features

Narrow Your Search Options.

_; =

. e e i "

\ MarTow Tour fob Sesrch
74

Search jobs using koot 15 e the st of
these filters: e
Keyword, Title, SEARCH JOB CLAGSES
Town , Agency,

Recruitment Type, o
Job Category. '
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Narrow Your Search

Scenario - Keyword: Nurse, Location: Middletown, Type: Open to the Pubilic.

g i
R
1T i
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—
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---------------------
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Additional OEC Features

Job Alerts — Sign up to receive text or e-
mail alerts when a job of interest is posted
on the OEC.

ETATE OF COMMECTICUT EXECUTHE BRANCH JIEE

[SLET T

Create a Job Search Agent

¥ s Sohdat i B B

Find our YouTube Tutorial at:
https://youtu.be/JiecC_vcu2s?si=0a7CN6OL9JrzeK1P

ua

Search Occupational Groups
that meet your interests and
for which you qualify for.
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How to View Job Openings

fyn

BROWSING THE OEC FAMILIARIZING YOURSELF DETERMINING IF YOU
WITH THE COMPONENTS OF SHOULD APPLY TO A
A JOB OPENING SPECIFIC POSITION
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View Job Openings

ﬂ Connecticut

O & phepsiowdonm
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View Job Openings
Open to the Public

"Open to the Public" job openings are open to all
who meet eligibility requirements. Applicants are
NOT required to be a state or agency employee.
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View Job Openings
Introduction

Familiarize yourself with the entirety of the S
job posting so that you know what to expect = i
as a potential candidate. e Date  N/20/2023 1500 AW

ua

Note the Close Date and allow
enough time to complete the
application, gather materials and
line up any support

Common application windows
range from Six to Ten Business
days
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View Job Openings
Selection Plan

The Selection Plan varies by position.
Carefully review and follow all instructions
and requests in this section. o

e

The Selection plan
specifies what you can

expect from us throughout
the recruitment process.
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View Job Openings
Qualifications & Requirements

KNOWLEDGE, SKILL AND ABILITY Is this Job for you? Things to consider...

MINIMUM QUALIFICATIONS - GENERAL EXPERIENCE

MINIMUM QUALIFICATIONS - SUBSTITUTIONS ALLOWED » General — Special — Substitutions

e T

» Preferred — Special - Physical

FREFERERED QUALIFICATIONS
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View Job Openings
Found a Job to Apply For

What’s Next?

Create a new account

Login
Edit Master Application
Apply to open jobs

Creating multiple accounts creates log on issues
throughout the recruitment process.

Contact DAS. SHRMi ct. iov for assistance.



How to Create a Master Application
using New User Registration

COMPLETING THE STATE OF REVIEWING THE FOLLOWING DIRECTIONS
CONNECTICUT MASTER INFORMATION NEEDED
APPLICATION
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What Is a Master Application
(Master App)?

It’s a time-saving tool!

/

It’'s a template file or starting
point for applying to all jobs
posted.

J

s

It will be copied into new
applications for specific job
posting.

To comply with Public Act 21-69, the State of Connecticut is no longer asking for resumes

during the initial application process.

Treat the Master App as your resume for the State of Connecticut.

€ coNNEcTICUT
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What information do | need to

First Name Last Four (4) Digits of your Social Security
Number of Tax ID

Last Name

Middle Initial Month of Birth
D f Birth

First Three (3) Letters of Last Name at Ay or Bl

Birth E-mail Address

Last Four (4) Digits of Primary Phone Create a UserlID — up to 10 characters

Number Create a Password — 8 characters

Your Most Recent Zip Code # minimum, must include both letters and

digits
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Create Master App
New User Registration

Access the OEC “State Job Assistance”
and refer to “New User Registration”.

m Connecticut

€ coNNEcTICUT




Create Master App
New User Registration

Eia ATATE OF COMNEC LT EXECUTHVE BSRANCH JORS

Review the Master Application Introduction
section. =
Master Application

e ae m templats Tar sny applicetion

A win =

INTRODUCTION

Fasna nele Ael ikis ballrdo i nel’ = spee b

o b b A e i o T e Inlnidw

wd

Disable your browser Pop-Up Blocker for
the Online Employment Center so that you Pt ot 10 Apihasaion HOWY selpg The babasot [0 i oo |
do not encounter difficulty as you proceed.

Clok A 1 1Dl e e 1 By
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Create Master App
New User Registration

Terms of Use Agreement

Review Terms of Use Agreement Page

.ﬂ.'|3|:||i-:'i|.l:| it Instirictions for Master .ﬂ.i:-|:|||rilli|:lr|
5 B A TUIE DR e B MLATW ML TTHLY

i

Your Besponsibilities as the Applicant

S e g vl e prww e @ e e s Shr e e s | e e e el e e S e S e e

w

Do not create
multiple accounts
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Create Master App
Four Tabs

Master Application ®AF-010101-000
You may fill owt the application in any ordar by dicking on the labs

i
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Create Master App

New User Registration

i UeT Repisration

Read Directions and fill in personal
information.

lllllllll

Pl i i 18 Tl e Tl whd e ud b1

Record your UserlD and Password. R ——

You will need this information each
time you log into your account

€ coNNEcTICUT

Job Title: Master Application
Job Number: AF -010101-000
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Create Master App
EEO/Vet Tab

This is voluntary information for statistical purposes only. Click Save & Continue to
advance to the next tab.

EEQ - Valuntary Veterams nformation - Voluntany
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Create Master App
Profile Tab

Read ALL Profile and General Information
Directions.

Profile and General Information
You are RECHLEAED o Save & Corbrms: Wu sechion for EACH appication Sulmited
Fllk G4T THE APPLICATIIN COMPLE TELY,

Yokl e e 10 Dompite o GUESNINS. WIlh 30 S3Erisk "

v They gpplcplapn vl fe wned o3 parl oF o selechion piooesy VOO rEsponsEs Wil e vl o Geterman whether o sl o

frapt 1reg S QuAMSCANOSS: of e o 1T 3 £UET 5 (SEUered Foor ApEICION AN ENSaers L0 SLREMenLE gLIEStions

will gerierrane Ty et e manatem guaklisdbons of 8 dorméefifhe gl class

CHERTy SarSLTHS POl SN MG o 28l Ol CRRNST D Shei 157 SIUCANGN, TANNG Suaisnhos, Rnaisigs, fuls a5

Aot P! o e e i

Do ro0d e Yy SHRRET SPE0EE DENNE, I & Cuat S0 OfaH MO0 a7y, wile A"

® AN NCOMpSete ApOACANon AT MU FesUl I daquaitcaton

» Faire o comply with ese nsbuckons may resull in degquaiicason

» Fedd e Asnduncement chmdiply tor apecits ilng nainpciong. duppissidniyl gueiiicons, and b Mg dabes.

= PlEase nevies wour Jondact infoemation i confrm & is oumend and make oy undates i nessded

& W anfeng ol i eaiees g Al e B0 il O g bl IR Pidase paa niinoe Metmating wilh RO Capisl prd
Sl s, Mol DT ey oF B gineer poceegd TIAE _reg Soveed

+ M gu &id Coprprig Afed i’y WRROTLENCH Bndrs B WWGED Sdloifeind diner el WiSn] S0CuTiini] B8 Ml Dx0eS i Madlifule] Aivd

EORpR ] [RS8 (1o ITACTTRREN Proem, BacHE D) B0 ETTRDAE: B MhOesm WWOOS TOITMUIING 500 SPSCLM Caraiers.
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Create Master App
Profile Tab

Complete information. Click Save & Continue to advance
to the next tab.

Pop-up Window will tell you
if you missed a field. Fields
must be complete to
proceed to the next page.
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Create Master App

School Tab

Read ALL Education, License and Training
Directions.

| I cerchar D PESOEVE SOLICHDNGH CRRnS oI mRLAMRCanon for e jof po3Tng, TR MSDRAEN MU D Soorees

| e LISA, poredaing Sevnce mhch specilies i detemrmanmng fofsgn educeion squsalencies T rescomaty for and me
| EOrgIN BEAGARGE Wil SELBTING il SqiaBIEnGY IASITRALSN S Wit Ihe BESLCRnT IT DRQRCRsis, Digke Bl Pl SaCursn b i
| e reater iy o T e dfs N

| Plaase o BOWISRE YOU Ml DS reguined 1o provide valssaten of depres(s) saneed and'er offcial rarscripes ol any tme

LT T Submn i

ECOMv PFiohis . '-'-"T"I-'. Wiork
Education, Licenseés and Tralning

Il PR O AT ME2iTHRE) F inCahed cisie of Thet Linnsd] SIanss Wil 3N reSDriineg BEr [l doCiimsaahsn fom &

DU e Sl o prOCeLs.

s

Many minimum qualifications specify that formal education
may be substituted for all or part of the required General
Experience and occasionally for the Special Experience.
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Create Master App
School Tab

Complete information. Click Save &
Continue to advance to the next tab. ' o -

o Company Sehoal  Sinaet Asdrar ¥ of Credes Emmed
High School Education PrgrimCipia Type of Toening Oy Shils and 2 CapleaTiaTan i
s L NS

Diesh yOUl QFBOAE™ yas
frocee: R Sahonl o -
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dipaes JGEDY

Mt OF T Rie Earmed Ebpsrabas Dupte

(110

College and Graduate Schoal Education
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ey
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City, Stane and 2 Deqree Ty ¥ o L TEENE LieTeid g i e on T O U of T appacadion

Chiais =
RS ATy Lifingas bmbEr  Expaaion Daie

e

S A C ol ke
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Create Master App
Work Tab

Read Important Instructions and Click the
appropriate button to indicate whether you
have work experience. @ WOl OS5 =

L2 sl Prolie melw“ Suhemi UL

Woaork Experionce! Employment Hisiory
I et i Tuctiong
= Fipons bl Eapginning withs your moeet recend poation, 5 of pmor wock ggenencs rciuging milfany weeves and gl ecinieer
SOV Thar Wil e b0 Dol COMChss o] homscaan) rogessing) Tt eQEainy roUR eI [T (bt ) S o e
TG
= B e st the nfonmesion inciuced inthes. seacion demoneranss Ty meel e sapesencs suaificasors lor S inh for
which you e applping
= Falre o peowice 38 of P RIECGEIRIED) Bnioemrardon 0 24 e Ei0n may SESA I o apodcaion Deing s
= iy pobes Inoisded b i seciion of B appcation form Wil b cormigened when geformining 1 yoi mess B reguines
TR qraificaBone ot e pandSon lor which po) are appiying
n [PREcrs Mk BLre B0 BT BocR DORon PesA e Wt T SoETE EETDADRET O O SEpan fah
u Rhnckes Ghe e B coloamn. appiicants can mores work experience Lip" o Do’ o eraoee work hissony m im e

# | T Diaters I Warad BT

S TSR TRET & T e a0E PR 1D DT

| o Wiork, [ apeience oy M1 Wiork [ apesence

e

It’s the applicant’s responsibility to show they meet the minimum
experience and training requirements of the job they are applying to.
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Create Master App
Work Tab

Beginning with your most recent position,
Enter Work Experience. Click Save this
Job, then move to Job # 2, etc.

Consider asking your trusted advisor for feedback.
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Create Master App
Review Tab

PAUSE HERE, Review your information @ ..... ppe o A ko B =
for Accuracy, Chronological Order, e
Grammar, and Content_ Rewlow and Prim Your Application

i npd prnl_ wgn. el el your sppicason o e Seale of Corrwcin® § yoar appiesiion: doses mod aned iy scdsiing. rialk HesdS; ic

Sl AL ] Sl R A
R @5 Cend d D0y 0 voull 00RO b AR WO0H-

§ i i il o s e i TR o e e el el DT B 0 RO R Tl LADHL BT TR PRGN e DR O TR
Nl '] Wil oy sl B’y Wl s "B B oelogsy” sl Pl D o W ol I ol i o Pal i

m il ond

Jobk Tilke: Madbter Apgplicalian
Job Humber; &aFS10101-008
EasylD: APF-11-0000

Perganal and Contact Informaiion m

Farnt Marer  Llnite
Lumt Mevs  Appiomaon
e 1Y

Lt pthar ramraa you
Hdad el

Bkl Mesulai,
Shrend, Apl

Proofread your application in multiple
passes, as needed. When ready to submit,
Click Ready to Send App.

Your application is a great chance to show off your attention
to detail. Use proper spelling and grammar.
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Create Master App
Submit Tab

Read Submit and Send Application —— s
Directions. You can print and review a hard .

EIONet  Profle  Schoot Work Reiew  JOTECQ Gat
coO py Submii and Send Application

W Ry 0 SUBmET B S el Befong I oeeng e 10 Tt
17 W chaEngeed s B it B yiai Sealemel yoaa Bpptalan

Witamd el il dlwied a7 agehlalae a1 prti g B el ey OO0l Wi Sl el Divee Des el s &
HEiC i, G Al e B Sl SonfrTaalee. O fuireicesn (s T i Sgoiim okder I Al n yie | B
i reCe Bhes Sobfacaben. B appie st s gl S S utelledd

Al sppaceian maieres msd be rocesod Sy e reonsing apency on B coseg dals, by e S spechod on Fe
P puos s o it o aes appang) L ade appiacadcems rivry ol S subesobiedd arid will ol b cormsned

YEHPWLESE MEET ALL O THEE CRMLUT RCATINES A5 OF FHIE CLOSSING DARE 10 DE DLMRELE FUSS CONSILE
WE R [CATION OF YORIR AFPLICATION INF CRMATION YWAILL BE COWMPLETED BY THE AFPOINTING ALITHDRT

Ha

| Feieey CO LY L T ST RS Oy PP O T BTl o, . IR
i diry, it e S DS 15 P D] G iy e il il i 1 GO0 Rl |
praciir i e okl of | rpwrsly iwoske fery el bidersenl mowsegniisnlataen OfF QiTeiver of
s, | e abien] B dricpmb St ot besny cosmsioned et o of feeng lemnated
T oyl e B such cBwr peanadees s may Se prescribed by bewor personeed
rempichonrs Al s ladirmaeds macks o P sgpile alesn o bockey) dergpkeprsa] nitermdaon o
subpst 1 emnfraon @ A conidaon o e

| i el S i T ST Al 16 Dhidr sl ol Acitrly ilres Seiiviold, willi O
ErTRCryTe ol g iars e 1 e I dechan of B applealics O o wekh e
/ mmﬂmlﬁﬁhﬁmel-thtﬂI'n‘il:'ll"wmh_lll‘lrr

B

Wy

The Master App flags if you have not added any Work
Experience and gives you directions on how to correct this.
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Create Master App
Acknowledgement

The OEC provides double-acknowledgement
of a submitted application.

www.jobapscloud.com says

Please add @ct.gov as an accepted address to any email blocking or
spam filtering program you may use.

Motices will be delivered via email

Even if you do not receive any email notices, you are responsible for
logging 1m 1o thes system and reviewing all notices that have been sent
ta you.

Thess are available by clicking on the ‘My Applications’ button on the

Job Openings

Applicants receive a pop-up confirmation on

their screen, followed by an emailed
confirmation.

Keep your Master Application up-to-date by adding new Profile, School, Work experience as you accrue it.
You now have content saved with the State of Connecticut to copy into specific job posting applications.
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How to Copy a Master Application
to Apply to a Job Opening

A\

COMPLETING AN APPLICATION SETTING YOURSELF UP TO
FOR A JOB OPENING SUCCEED
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Scenario: Apply for New Opening
Copy a Master Application

You are applying for a Processing Technician position using the Master Application
you created.

After you copy the Master Application, you plan to set aside time to review and edit
the information for the Processing Technician application.

Tuesday,
Full-Time Movember 7, 2023 11:59 Status
P

Processing Technician Middletown, CT Department of Emergency

231030-6435CL-00 Services & Public Protection

Let’s walk through the steps to copy your Master Application to the General Trades
Worker application.

€ coNNEcTICUT
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Scenario: Apply for New Opening
View Job Opening

Select “Open to the Public”

— Connecticut
| i

el 105
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Scenario: Apply for New Opening
View Job Opening

Scroll Open Jobs for desired
position. Select by clicking, the job title
or recruitment number.

e

Maintain a Copy of the Job
Opening for your records

€ coNNEcTICUT 2




Scenario: Apply for New Opening
Copy a Master Application

Review Entire Posting. Select Apply, you
will be brought to bottom of the page to
“Fill out the Supplemental Questionnaire
and Application NOW.”

Processing Technician

ni below 12 apply Do this position:

W T

Questiomnalre and &pplls stdon Bl njm-I'_ﬂ'u

e

What is the application deadline?
Make Note and Submit on time.

€ coNNEcTICUT e




Scenario: Apply for New Opening
Copy a Master Application

Review Terms of Use Agreement Page.

Terms of Use Agreement

e

Selecting “Registered Previously” will prompt
you to login.
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Scenario: Apply for New Opening
Copy a Master Application

Login using credentials. Select Retrieve
Application. Select Master Application. Copy My Application

thin page, you will be sbie to copy an existing spplication into your new

Lo = - = e r m -1
!:I, il STATE OF CONNECTICUT EXECUTIVE BRANCH JOBS Appiitations you have previsusiy completed are | Isted babow. . From the list, ss leer whieh o i your sxistin g

ol yous Lo madily the Informat lan
Camplata oot "
8 Cligk “Save & Continue™ afor aach pag
r, Bl k "Bubmmit 1o Beate of Comnaetleut” slter comepieting pour apalicatian i pou da nat click Sand, yeu

Ploass nole: Tho spplicateam lrom whach ¢ W oy ing nlar mesl

- o H‘“ iz -

Another option is to copy a past application displayed on your status board to apply for new openings.
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Scenario: Apply for New Opening
Profile Tab

Some fields auto populate on the Profile
Tab. Under Employment Preferences,
select all locations, employment type &
shifts you would consider. Select how you
heard about the opening

Preferences do not flow from the Master
App and must be completed/provided with
each job application.
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Scenario: Apply for New Opening
Four Tabs

Review all tabs and the information that
flowed from the Master App, and
edit/update, as needed.

Processing Technician #231030-6435CL-001
Wou muary Fill osn the application in any order by clicking on the labs [ Jobr

| SupQu - e Profile School Work Review Submit Exit

i bk | . -

Supplenental-Suoationnaire

The Supplemental Questionnaire tab s e o s e S S
IS required.

1.* Do you posssss at loas! thies (3} years of exparionce in clerical work O a combinaticn of the required cledical work

exparlonce proviousky listed AND colloge tralnlng as defined In the BOTE below aqualling st keast thioa (3] yoars of total

anporionce
HOTE: College taiving is calculatod on the basis ol lileen (15 semestsd houds egqualling one-kall (107} pear ol
exparience 1o a maxkmuam of two (7] yoars
V. W i 1§ 94 o 1
B4 | poAsedd 8¢ el thiee (1) yean of expenencs i clencal work

e, | peasess a combination of the: required Clencal work axpenence previously isbed AND coleges training as

The number and type Of queStlonS defined in the NOTE above squaling & keast three (3) years of 1048l expenente
vary by position. S

2% Do you posssss ol loas! one (1] year of sxpsdience thal mvolved a lull range of clerical disties as an CIGCe Assistan,
Intarpiater Clerk o He equivalan ?

AIIOW ample tl'me to Carer”y read Yes. | possess at least one (1) vear of expenence had involved a full range of chencal dutees as an OMoe Assistant

s, | poatess Al leas] one (1) year of experience Mal involvisd a full range of Chencal Outies &% an Nberpréder Chirk

Yes, | possess al leasl one (1) year of equivalent experience That involved a Tull range of clerical duties
and respon :
Mo of the above
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Scenario: Apply for New Opening
Work Tab

Review Work Experience/ Employment
History directions. One entry for each job
you wish to highlight. | Y TemT—— — o0 x|

% @ =% pbepuloudeomClispeliationtaphomn-20030002e_ 8, & [ 0O &

-!'rpf.z}-_clnl; Tocwmkibion B 3183 0-2-43 550 001
Wi P P DA R PR IOA. B S OROR Sy CRCliRe) TS LR

Bupilis EDOwar Prosss et L ] s East
Wiark Expeniancel Employment History
] R 4 L
. = Fiwans i begisneng w0 pews moel recent poeton ol ¢f poos won. eperercs xiucng e wnoore e e pchmiesy
RVl PN BT A 0 S SR e |.'_J-".:.H__.:E__'_..H.| LRI T IR | LT O
You can organize work history SR e e T T e
chronologically by selecting "Up/Down" AR i e e i sl b o s Al
in the "View/Edit" Column. i et e e e

This column also allows you to "Edit" s NI oy T o, Al 1o e mpiivora S G’ B e e N 1

and ‘Delete" DT

€ coNNEcTICUT e




Scenario: Apply for New Opening
Review Tab

PAUSE HERE. On Review tab, proofread
the application to ensure everything is
correct. When done, click "Ready to Send

App". Once your application iS Submitted v N kl;_-.-.:u--na..'- sl M + — ) . _I; S
edits CannOt be made. Processimg Techrecuary sor) ) 0004130 L-001

Click EDIT to revise content @ TSR it il et S

for’ eaCh SeCt|On f!me-'- and Print Your Application _

Click Save & Continue at the bottom eyl i i A 10 B e T, i S

of each page p——

Job Tiile: Precessing Techalclan
Job Number: 331030- 84385 001

e

No need to sign and return a printed copy - it’s your copy for your record.
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Scenario: Apply for New Opening
Review Tab

Set yourself up to succeed!
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Scenario: Apply for New Opening
Submit Tab

As indicated on the Submit tab, changes
cannot be made to a submitted application.

¥ & Submitand Send Application X+ = O 4

i c %  jobapscloud.com/CT/applicationfaspiecram=1358399958.., 6, +r ) o 2
Make sure Application is correct & that @ P e Bl

your statements are true, Check T

the Signature Agreement Box. When oottty

Exit and returm DEfore e Cosing die 10 submil

" . "
d I k : ; b m t t St .t f C n n .t t Ng Changes can be made afer you Submil your apphcation

rea y, C I C u I O a e O 0 e C I Cu W appicanis submi an application. @ pop up box will display confiomineg the daie and me e applcation was submitied

ApPPACATES. 350 MECEE AN &-mail Confrmaton of SUbMISEIoN (phease CHack jUNKspam Tokder if not in your Inbox) B appicants do

[ receha this notilcation, the application Nas not been submitied

All apphcation malenaks mist b2 reoshed by the recruling agency on the closing dabe. Dy the Gime spaciied on he job opsening o

e psation Tor which you are applying. Late apgiicatcns may nof be submitted and will nol De considensd

YU MUET MEET ALL OF THE QUALIFICATIONS A% OF THE CLOSING DATE TO BE BUIGIBLE FOR CONSIDERATION
VERSFICATION OF YOUR APPLICATION INFORMATICN WILL BE COMPLETED BY THE APPOINTING AUTHORITY.

hereby oerify that the stalements made by me: on this appecation form and atiachments
f &y, Bne IFue Bnd complete 10 (e B251 of My knoalad0e and &0s mads in good fath. |
; undensiana mat i | knowingly maks vy missiatemenl. misrepreseniation, of amission of
tacts, | am subject 1o disqualiication, not being consadensd furtfes for or Being lerminated

from employment and Ba Such othér penanties a5 may be prescribed by w or persanned

The ACknOW/edgement f/agS If you have reguiations Al Slalements made on s applicabion, induding emplayment intormabon, ane
. . subject o warificabion as a condiion of empicymaent
not added any Work Experience and gives
you directions on how to correct this.
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Scenario: Apply for New Opening
Acknowledgement

The OEC provides double-
acknowledgement of a submitted
application. Applicants receive a pop-up
confirmation on their screen, followed by

www.jobapscloud.com says

. . . dd @ct.gov as an accepted ac b
an emailed confirmation. el )
. Motices will be delivered via ema
lf yOU dO nOt receive a Even if you do not receive any email notices, you are responsible for
popup confirmation, you have not ogging in to this system and reviewing all notices that have been sent
submitted your application. o " :
3 0 Chr

Add @ct.gov as an accepted address

€ coNNEcTICUT 2




How to Know the Status of an
Application

VIEWING PREPARING FOR THE
CORRESPONDENCE NEXT STEPS
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Correspondence from Statewide
Human Resources

.

_

Sign on to your Personal Status Board daily to monitor your status, view all emailed notices and
complete tasks required in the recruitment process. Check Spam/Junk folders for email
correspondence.
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The Appeal Process

You will be sent an e-mail if you are eligible to appeal a job opening to which you applied.

—Appea'Process
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mailto:ExamAppeals@ct.gov

Important Information After
Applying

Tip

Make sure you have a
professional voicemail
greeting and that your
voicemail inbox can accept
messaged and it's not full
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The Selection Process

Find online or community resources to help you prepare for an interview.
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The Selection Process

It may take several months for the hiring agency to work through this process and arrive
at a selection for their position.

Tip

If selected for an interview,
make note of who you are
interviewing with so that you
can follow-up afterwards.
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How to Apply for a State Job
Opening

-
-

-
-

-
-
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Best of
Luck!

STATE OF CONNECTICUT
DEPARTMENT OF ADMINISTRATIVE SERVICES
TALENT SOLUTIONS
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