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IMPORTANT INFORMATION

Follow these simple steps to apply for a job at the City of Baytown.

e You must have a valid personal email account BEFORE you begin.

e This guide may be used by new applicants and employees applying for internal
positions.

e Please be advised that your session will expire after 30 minutes of inactivity.

e |f a position requires proof of education (transcripts or a copy of a
diploma/degree/certificate/DD-214), attach the documents BEFORE submitting
your application for those positions.

e City Hall kiosks will not allow you to upload any items into the system;
however, you may upload from any personal electronic device.

e A resume may accompany your application, however, consideration for any
position is based ONLY on information provided on the application.
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Welcome to the City of Baytown Career Portal!

The following guide will provide guidance on how to use and navigate within the
City of Baytown Career Portal. There are various sections, highlighted in yellow,
which will provide you the information you need to apply with the City of
Baytown.

The following sections are included in this guide:

Section One Login to a Previously Created Account Page 4
Section Two Create an Account Page 6
Section Three Create a Profile Page 8
Section Four Apply for aJob Page 12

Section Five Check Your Application Status Page 18
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SECTION 1

LOGIN TO A PREVIOUSLY CREATED ACCOUNT

1. Go to www.baytown.org.

2. At the bottom of the main page, click on Careers and then Current Job
Openings.

HIGHLIGHTED JOB

Wastewater Operator I/11/111

- Click here to learn more about this

exciting opportunity and many others!
Employment Process FAQ

City Hall » Departments » Human Resources
: : JOB OPPORTUNITIES
Applicant Login

Job Descriptions

powered by

Job Interest Cards tescayalivi S, 2010 NEOGO\/

Firefighter/Paramedic
Recruitment Welcome to City of Baytown's Career Opportunities page.

Patrol Officer Recruitment We are very excited you are interested in joining the dynamic City of Baytown team!

Please review our current open positions below. Clicking on a job title will bring you to a job summary including the
requirements for the position. You will also find an overview of the City's employment benefits, and a list of job specific
questions each applicant will answer as part of the submission process.

Ifyou do not see a job that matches your interests and skills, please complete a Job Interest Card. Tell us what types of
roles you are interested in, and we will notify you when they become available.

Thank you again for your interest in the City of Baytown!

r— Search Criteria

All Categories are automatically selected. To change the results, deselect and reselect the categories by using the
Clear All/Select All buttons or by clicking on the check boxes. To reset the search criteria, click ‘Clear Search’ atthe
bottom of this box.

Select Category Select All Categories Clear All Categories
Building & Grounds Cleaning Building Maintenance (2) Code Enforcement (1)

and Maintenance (4)

Community Development (1) ! Community Services (1) Construction Maintenance (5)

Caonctruction Tradac (21 Cuctndigl (1) Cuctamaor Soniicg (4



http://www.baytown.org/

4. Login by entering your username and password and click Sign In.

Sign in to apply

Create an account

*Username or Eme

in Linkedin | ¥ Facebook
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If you forget your username or password, you can reset them by clicking on
Forgot Username or Reset Password under the Sign In box.
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SECTION 2

CREATE YOUR ACCOUNT

If you do not have a NeoGov account, you will need to create an account. The
following steps will walk you through the process.

1. Goto www.baytown.org.

2. At the bottom of the main page, click on Careers then Current Job Openings.

R e

HIGHLIGHTED JOB

Current Job Openings

Wastewater Operator I/11/111

Benefits

CONTACT US
AT s W
CAREERS

- Click here to learn more about this
exciting opportunity and many others!

Employment Process FAQ

- T I N

3. Click on Applicant Login.

City Hall » Departments » Human Resources

inities
- ; JOB OPPORTUNITIES
Applicant Login

Job Descriptions oweced By =

Job Interest Cards sty Uy E2 2016 NEOGOV

Firefighter/Paramedic

Recruitment Welcome to City of Baytown's Career Opportunities page.

Patrol Officer Recruitment We are very excited you are interested in joining the dynamic City of Baytown team!

Please review our current open positions below. Clicking on a job title will bring you to a job summary including the
requirements for the position. You will also find an overview of the City's employment benefits, and a list of job specific
questions each applicant will answer as part of the submission process.

Ifyou do not see a job that matches your interests and skills, please complete a Job Interest Card. Tell us what types of
roles you are interested in, and we will notify you when they become available.

Thank you again for your interest in the City of Baytown!

r—Search Criteria

All Categories are automatically selected. To change the results, deselect and reselect the categories by using the
Clear All/Select All buttons or by clicking on the check boxes. To reset the search criteria, click ‘Clear Search’ atthe
bottom of this box.

Select Category Select All Categories Clear All Categories

Building & Grounds Cleaning Building Maintenance (2) Code Enforcement (1)
and Maintenance (4)

Community Development (1) Community Services (1) Construction Maintenance (5)

Canctrictinn Tradac (21 Cuctadial (1) Cuctnmar Qaniira (A\


http://www.baytown.org/
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4. Create an account by clicking on Create an account.

Sign in to apply I Create an accomtl

*Username or Emai

*Password

in Lnkedin | ¥ Facebook

Enter your information as shown below. Your username should be something
you will easily remember. Your password must be at least eight (8) characters
and contain upper and lower case letters, numbers and symbols.

Example: Baytownl#

5. Click Create when complete.

Create a new account Sign In
personal email address &
user name ~

password (can not contain your name) 4

retype password

Must be at least 8 characters in length and contain
upper and lower case letters, numbers and
symbols




SECTION 3

Page |8

CREATE A NEOGOV PROFILE

After you create your account, the system will take you to the GovernmentJobs

landing page.

1. Click on the three horizontal bar square to the left of the Governmentlobs

logo.

APPLICANT LOGIN

Applications

Job Search

How to Apply

Your Account
Employers

Font Size: -]

| == 2 GovernmentJobs

Share & Bookmark  [+]Feedback & Print

Incomplete

2. A side window should open. Select Profile.

APPLICANT LOGIN
FontSize: (3D

benefits@baytown.org

Help

Applications & Status

Account Settings

Share & Bookmark  [+]Feedback & Print
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3. OPTIONAL RESUME UPLOAD

The first screen will bring your to a page that allows you to upload your
resume into the NeoGov system.

Import Your Résumé

Save time by importing your information into our system automatically

£

Transfer from LinkedIn

Upload from Computer

Skip this step

0 You may transfer your resume via LinkedIn or by uploading from a computer
or personal device (i.e. USB stick). Uploading a resume will also allow
NeoGov to populate information from your resume into your profile (i.e.
demographics, work history, certifications, etc.) automatically.

If you choose to upload your resume:

0 You may only load supported files types: pdf, doc, docx.
0 Be sure to review your profile for any information that did not load.
0 Click on Edit to make changes to your information and Save to save them

0 Click Next when you are done with the section

If you choose to skip this step:
0 Click on Skip This Step.

0 The system will prompt you to manually enter Contact Information, Work
History, Education, Random Additional Items, and Reference information.
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0 Click the Edit button above each section and fill in the requested items.

0 Fields marked with a red asterisk(*) are required and must be completed.

0 Complete the section and click Save to move to the next section.

O info -

General Information

Contact Information | E{Iitfl

M Please fix the errors in the follow ng section

Mame

Address

Phone

Email
benefits@baytown.org

Notification Preference
Email
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4. Once you complete all the sections, click Save.

MNatification Preference

@ Email ™ Paper

Your profile is now ready for you to apply for jobs with the City of Baytown.




SECTION 4
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APPLY FORA JOB

1. Log in to your account. See SECTION ONE for directions on how to login into a

previously created account OR SECTION TWO for steps to create an account.

job openings at the City of Baytown.

2. Select Job Opportunities to reach the career portal page that lists all current

City Hall » Departments » Human Resources » Job Opportunities

¥ Job Opportunities
» Applicant Login
Job Descriptions
Job Interest Cards

Firefighter/Paramedic
Recruitment

Patrol Officer Recruitment

APPLICANT LOGIN

You will see a page similar to what is shown below.
positions to review all current job openings.
description by clicking on the job title.

FontSize: 3 @ Share & Bookmark  [+]Feedback & Print

Scroll through the

You may review a position

20 records found.

Page # 1 of 1| go

Closing Date 1Y

Building Attendant Part Time $8.21 - $9.66 Hourly
City Marshal Full Time $18.62 - $23.27 Hourly
Concrete Warker Full Time $12.07 - $14.20 Hourly
Construction Worker - Parks Full Time $12.07 - $14.20 Hourly
NEW! Equipment Operator - Parks Full Time $14.00 - $16.47 Hourly Continuous
Heavy Equipment Operator | Full Time $15.08 - $17.74 Hourly
Lifequard Seasonal 59 25 -510.05 Hourly
Mosquito Control Driver - PT (Night Shif.. Fart Time 511.21-%13.19 Hourly
Meighborhood Protection Officer 111 Full Time 51646 - 52270 Hourly
Parks Caretaker - Part Time Fart Time 511.21-%13.19 Hourly
Parks Crewleader Full Time 51528 - 51910 Hourly
Parks Crewleader - Construction Full Time $15.28 - $519.10 Hourly
Parks Heavy Equipment Operator - Part Ti... | Part Time $15.08 - $17.74 Hourly
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4. If you are interested in applying for a position, click on Apply to submit an

application.

NEVUGUV

Job Title:
Opening Date/Time:
Salary:

Job Type:
Location:

Department:

Building Attendant
Fri. 07/08/16 12:00 AM Central Time

$8.21 - $9.66 Hourly
$328.40 - $386.40 Biweekly

Part Time
Parks & Recreation, 2407 Market St. Baytown, Texas
Parks & Recreation

Print Job Information

. You will be taken through various sections of the application. If you have

already created a profile (SECTION THREE), your information will be pre-

populated.

reach Attachments.

Review your information for to make sure it is correct.

Click Next at the bottom of the page to move through the sections until you

Apply

C

Ce

Building Attendant -

i Work
M Eqycation
*** Additional "4
& References
& Attachments
© Questions
R Review

&4 submit
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8. Attachments:

When submitting attachments, click on Add supplemental attachment to
upload them. Allowable attachments include: a resume, cover letter, reference
list and specific job requested forms (i.e. transcript, DD-214, certification, etc.).

& Attachments -

Attachments

I © Add supplemental attachment I

Once complete, click the Next button to continue.

Please note: Attachments are not always required. If you do not have any
attachments to upload, you may skip this step by clicking on Next.

9. Agency Questions/Supplemental Questions:

0 Agency Questions provide statistical information to help Human Resources
evaluate the recruitment program and prepare statistical reports required
by Federal, State and local agencies.

Agency Questions

The purpose of some of the following questions is to obtain additional information to be used in the
selection process. Other questions are used 1o provide us with statistics needed 1o evaluate our recruitment
program as well as to prepare statistical reports required by Federal, State and local agencies.

01

What is your gender?

Female
Male
| decline o identify

‘02

Please identify the racial/ethnic category you mest closely identify with
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0 Supplemental guestions are unique to each posted position. These
questions are used to obtain additional job-related information to better
determine your qualifications for the selected position.

10.Upon completion of the questions, click Proceed to Review at the bottom of
the page.

Proceed to Review

11.Proceed to Review:

At this point, you may review all information that will be submitted as part of
your application. You may make adjustments directly from this page for any of
the completed sections. Once you have reviewed your application, click on
Proceed and Certify to Submit.

Proceed to Certify and Submit

12.Certification Page:

Carefully read the disclaimer before submitting your application. Once you
have read the disclaimer, you are ready to submit your application for your
selected position.

BAYTOWN
——

By clicking on the ‘Accept & Submit' butten, | hereby certify that every statement | have made in
this application is true and complete to the best of my knowledge. | understand that any false
or incomplete answer may be grounds for disqualification from the selection process or for
disciplinary action up to termination should | be selected for the position. | understand that | wil
have to produce documentation verifying identity and employment eligibility in the U.S. |
understand that | may be required to verify any and all information given on this application_ |
understand that this completed application is the property of City of Baytown and will not be
returned. | understand City of Baytown may contact prior employers and other references. |
understand that | must notify the Human Resources Division of any changes in my name
address, or phone number.

fecept & Suamit

Click Accept & Submit to process your application with Human Resources.
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13.Application Submitted:

Congratulations! You have successfully submitted an application to the City of
Baytown. You should be brought to a page similar to the image below.

Application Submitted!

Successfully submitted on 7/14/2016 at 8:26 AM Central

You can check the status of this application by visiting
" " in the main menu bar.

If you do not see this page, your application was not submitted to Human
Resources. Please review your application for missing fields or information
that needs to be updated.

If your application was processed successfully, you will receive an automated
email (as shown below) indicating that your application was received by
Human Resources.

Subject: Application received by City of Baytown

®__®___R__®__®__®__®_K__®_K__¥_ _N_®_®_®_¥_E__¥®

PLEASE DO NOT REPLY TO THIS EMAIL

If you reply to this email. vour reply will *NOT* be read.
®__ kR ¥ Kk Xk ¥ ¥ K ¥ K X X ¥ ¥ ¥ _ ¥

Dear John Doe,

Your application has been received by City of Baytown for the Building Attendant position at 07/14/2016 08:26 AM Central Time (US & Canada)

Thank vour applying for employvment with City of Bavtown. We have received your application. You will receive instructions by email as to the next step in the process
The selection process may include one or more of the following: application review and evaluation. performance test, written test, and oral interview.

Questions asked during the examination process are based on the knowledge and abilities required to successfully perform the job.
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What’s Next?

Human Resources will review and select applications that best fit the
qualification standards established by the hiring department. Applications
meeting those standards will be forwarded to the hiring authority for further
review. The hiring department will review those applications and contact the
most qualified candidates to move forward with the interview portion of the
hiring process. If a candidate is not selected to continue through the interview
process, the candidate will receive an email notification from the City
confirming this information.
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SECTION 5

CHECK YOUR APPLICATION STATUS

You may check the status of your application at any time by logging in to NeoGov.
Keep in mind that you will receive communication via email if you are no longer
being considered for a position.

1. Login to the system.

2. The status of your application will appear below your position application

information.
— - .
— ’f" GovernmentJobs
Applications

Incomplete

Building Attendant

City of Baytown, Texas

Applied on 0714/2016 08:26 AM Central

History

IYour application is under review by HR. I

3. If you receive an email indicating that you are no longer being considered for a
position, the system status will continue to show that your application is under
review until the position posting is closed. Your email notification would be the
correct status.

4. Once a position is filled and closed, your status will update to:

Position has been filled and is now closed.



