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Accessing the Job Portal



Position Title and Requisition Number

Job Description Components



Agency Description/Mission

Job Description Components



Layman’s Description of Job Duties

Job Description Components



Official Position Description

Job Description Components



Background Check Information

Job Description Components



Qualifications Example



Qualification Question – Applicant



Job Posting Information



Job Posting Notifications



Candidate Search Tools





Resume Parsing and Profile Imports



Fill out all information 

asked on the 

application, even if it’s 

not mandatory.

Fill out the application as 

if they are not attaching 

a resume. 

Tailor the information on 

the application to the job 

posting.

Make sure all responses 

are on target and error 

free1
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Questions?


