General Information
What is the recommended web browser?

e Our application is compatible with most major web browsers. If you continue to experience
application issues, try restoring your browser to its default settings and temporarily disable all
pop-up blockers.

| would like to submit my resume without applying to a specific position. How can | do that?

o If you do not see a specific position that interests you, we encourage you to join our Talent
Network. This way we will be able to email upcoming opportunities to you that may be a better fit.

Job Search
I am having difficulty finding a specific job posting.

e On our homepage, you can begin your search by typing in keywords or a Job ID number if you
know that. To view all of our open positions, you can click “View All Jobs” to the right of the
keyword search bar.

e Once there, you can search using a variety of fields including job family, department, and/or
location to display open positions that match your criteria.

¢ Along the left-hand side of the page, there are several options that allow you further refine your
search results.

o If you do not see a specific position that interests you, we encourage you to join our Talent
Network. This way we will be able to email upcoming opportunities to you that may be a better fit.

What is a Job Family?

¢ A Job Family is a group of jobs involving similar types of work and requiring similar training, skills,
knowledge, and expertise. This allows you to search for all positions across our organization that
involve similar skillsets.

What is a Job Alert?

e A Job Alertis a quick and easy way to save your search so you are notified via email when new
opportunities are posted matching your search criteria. You can set the frequency of these email
notifications and set up multiple alerts based on your individual search criteria.

How do | setup a Job Alert?

e Use the options on the left-hand side of the screen to search by a particular department, job
family, and/or location. Then click “Save Your Search.” You will be prompted to enter your email
address and select the frequency of your email notifications. Once that is done, you will receive
an email confirmation.

How do | unsubscribe from a Job Alert?



e To stop receiving Job Alert email notifications, simply click “Unsubscribe” found at the bottom of
any Job Alert email.

Apply
What if | am unable to complete my application in one session?

e [f at any point you need to stop completing your application and come back later, simply click
“Continue Later” at the bottom of the screen. You will receive an email with a link that you can
click when you are ready to continue. This will bring you back right where you left off.

Do | need to create a profile to apply?

¢ No, you do not need to create a profile. Once you submit an application, you will receive an email
containing a username and password that allows you to login to view the status of your
application as well as to update your personal information. It is important to use the same email
address every time you apply to an opening. We highly recommend that you keep this email for
future reference.

What if | forget my username or password?

e If you lose your username or password, click on the link here. Once there click ‘Sign In’ on the top
of the page. There you will be able to retrieve your username and/or password.

Some of the information from my resume did not populate correctly. Why did that happen?

¢ While attempting to automatically populate certain resume information into the application
section, some resume formats are not as compatible with our technology as others. Please
review all populated information for accuracy before submitting your application!

e At each step of the application process you will have an opportunity to review the information that
was parsed from your resume for accuracy. We encourage applicants to review this carefully to
ensure everything is accurate.

How will I know that | have successfully submitted my application?

e Once you completed all steps of the application and clicked “Submit” you will receive a
confirmation email stating that we have successfully received your application.

After Applying
My personal information has changed. How can | update my application?

e You can click on the link here to access this information. Once there, click on “My Account
Information” to update your mailing address, phone number, and/or email address. Your
username is located in the confirmation email you received after successfully submitted your
application.

What happens after | submit my application?


https://pastaff.panynj.gov/psc/applicant/APPLICANT/HRMS/c/HRS_HRAM.HRS_APP_SCHJOB.GBL?FOCUS=Applicant&FolderPath=PORTAL_ROOT_OBJECT.HC_HRS_CE_GBL2&IsFolder=false&IgnoreParamTempl=FolderPath%2cIsFolder

e Once your application has been submitted, you will receive a confirmation email verifying that we
have received it. Our Talent Acquisition team will then review your application. Depending on the
position you applied for, you may be contacted to participate in an interview and/or examination
process.

How can | check on the status of my applications?
e You can click on the link here to access this information. Once there, click on “My Activities.”
Can | contact someone directly regarding a position?

e Please note that due to the volume of applications we receive, only applicants under
consideration will be contacted.


https://pastaff.panynj.gov/psc/applicant/APPLICANT/HRMS/c/HRS_HRAM.HRS_APP_SCHJOB.GBL?FOCUS=Applicant&FolderPath=PORTAL_ROOT_OBJECT.HC_HRS_CE_GBL2&IsFolder=false&IgnoreParamTempl=FolderPath%2cIsFolder

