Human Resources May 1, 2015 Recruitment Services

Career Site for the Commonwealth of Virginia (VaJobs)
Recruitment Management Systems (RMS)
Guide to Filling out the VaJobs Application

Effective April 21, 2015, DHRM upgraded the Commonwealth’s Recruitment Management System (RMS)
known as VaJobs to a newer version. To use the upgraded system, be sure to use an up-to-date internet
browser listed below:

e Chrome (self-updating)

o Firefox versions currently supported by Mozilla

o Internet Explorer version 9 and later

o Safari versions currently supported by Apple

Applicants must create a new user account and Virginia State Application to apply for employment opportunities.
If you had a user account and application in the old system, you can no longer access that information or check
the status of your application. If you applied for a job prior to April 21, 2015, your application will move through
the normal recruitment process.

The State Agency recruiting for the position will review applications and notify you if your application will be
moving forward in the recruitment process. If you have questions or need assistance, please contact
applicantinquiry@dhrm.virginia.gov.

Creating an account on Jobs.Virginia.Gov:

Go to VaJobs http://jobs.virginia.gov/
The following Virginia Jobs screen will appear:

Agencies | Governor Search Virginia.Gov

2308

JobsVirginia.gov

i
L] L a . re . 2
Career Opportunities in Virginia Governmendt

The Commonwealth of Virginia is
an Equal Opportunity Employer

It is the policy of the Commonwealth
of Virginia o prohibit discrimination
on the basis of race, sex, color,
national origin, religion, sexual
orientation, gender identity, age.
veteran status, political affiliation,
genetics, or disability in the
recruitment, selection, and hiring of
its workforce.

Click to see information
regarding the Governor's
Executive Order 41 - Criminal
History.

Click Search Job Postings
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The following Search Postings screen appears

Virginia.govV agendes Governor Search Virginta.Gov

JobsVirginia.gov

Search Postings

Maintenance Motice: Thank you for visiting the Commonwealth of Virginia's Recruitment Management System.
Maintenance on this site is scheduled to begin on Thursday, April 30, 2015, at 9:00 p.m. EST and is expected to take
approximately one hour to complete. Users may experience a disruption in service during this time. We apologize for
any inconvenience.

IMPORTANT STATE JOB APPLICANT INFORMATION click here.
If you have questions or need istance, pl tact applicantinquiry@dhrm.virginia.gowv.

STEPS TO SEARCH FOR JOB POSTINGS:

1) select search option(s) (You may select multiple search options from the fields below)
2) Click on the search button at the bottom of the page

For a listing of State Agency jobs, click here.

Search Postings

N
71N

Working Title (keyword)

Role Title e -

Position Number

v
Click For a listing of State Agency Jobs, click here

The following Search Jobs screen will appear

Z21114. 20V  Agencies | Governor Search Virginia.Gow

JobsVirginia.gov

Search Jobs =~

To view open positions, please enter your search criteria below. Please note that you can search by Position
NMumber by entering it in the Keywords field. You may view all open positions by not specifying any search

/\ criteria and clicking the Search button.
Keywords Posted within Any time period -
wWaorking Title Role Title Any -
Location Any ~ Agency Any -
Type of Recruitment Any - Job Type Any -
- Bilingual/Multilingual Skill
T EInE EIITTE Any - Requirement/Preference ny -

Search Results «— Previous 1 2345678595 ..14 15 Next —

To view the position details and/or apply to an open position, click on the position title or the View Details link. I

you would like to bookmark a position for later review, click on the Bookmark link.

Position Job Close -
Number Date Job Type Location Agency

Vv
Click CREATE ACCOUNT
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The following Create an Account screen will appear

HEP FFer T ERLTRELE E s BT W ET ETLILECE TP L e I TR Tt rt i z —

Create an SAccount

Ples== prowide the requested information below to Creste your Sccount. ¥ou mu=t hawe an
aaaaaaaaa =pply Eo open positions.

Login Informarion

T -

[ pe—— -

Create a Username, Password, and Password Confirmation.

Type in email account. If you do not have an email account, go to Google.com; Hotmail.com or
Yahoo.com and sign up for a free account.

Use the drop down menu for the Challenge Question.

Provide the Challenge Question Response.

Add your Contact Information.

Click Create (Recommendation: Write down your user name, password and store in a secure place.

AN

ANENENEN

You will receive a message in green indicating “Your account has been created”

. - - - - -
2508 JobsVirginia.gov

Career Opportunities in Virginia Government
Your account has been created

,.a Welcome to Jobs.Virginia. Gov
Ji

b Career Opportunities in Virginia Government

i

I want to:

# Search Virginia povernment job postings

» Login to mv Jobs Virginia. Gov account

= Create a Jobs Vinginia.Gowv account

» Click here if you want to create and save your application
but not apply to a job.

Use the links on the left to navigate Jobs Virginig. Gov and use the links to
the right to explore information about working in Virginia state government.
To apply for a job, select the “Apply to This lob” link at the top of each job

/ posting.

You have the optipn of applying for a specific job or creating an application and saving it. (It is recommended to
create an applicgtion and save it)

Select Click here if you want to create and save your application but not apply to a job.
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The following Application for Create Draft of Application: Personal Information screen appears

Application for Create Draft of Application: Personal Information

I Sawe changes “ Mext >> I Personal Information -

For security purposes, this system automatically logs you off when it senses no activity for 60
minutes. Please click either the Next button or you can go to different pages of the application by
selecting the page from the dropdown menu and clicking GO button every 60 minutes in order to
avoid losing your data.

Required fields are indicated with an asterisk (¥*).

Personal Information

FYI - If you add the contact information, the system should populate your name and address
automatically.

Complete Personal Information:

Telephone

Email address

Check all shifts you will accept

Check all employment statuses you will accept

Are you willing to travel

Indicate the geographical locations in which you are willing to work

Are you willing to provide your own transportation if necessary for your employment
The Immigration Reform and Control Act

Section 2.2-2804 Federal Selection Service Registration

VQ1-VQ5 pertain to Veteran questions (Please read carefully and respond accordingly)
When will you be able to start work?

AN N N N N YV N N NN

NOTE

Click Save Changes (Bottom of page)
Click Next (Bottom of page)

DOr Use the Drop-Down Menu an right side

The following Application for Create Draft of Application: Education Information appears:

Semmreh Wirgifie. Go

3 - = = —
... SRR ;Jg%ge JobsVirginia.gov

Application for Create Draft of Application: Educational History

[EEPT-—) | I-epe——— | re—— Ecucatcnal Histony  —

Educarional Informartion
ted
Frenel e Flesse seleot -

IF you did not
complete high

o Ao wo hae
= gl ool [=1]

Indicate number of
wears of t high Ple=sss sslect -
school oo o

Educational Insrtiturions

Starting with wour mest recent, please enter your education history, starting with High
School. Include “ocational Schosl, College and Graduate School if applicable. Begin by
clicking the Add Educational Institutions Entry button.

when finished, please click sither the Mewr button or wou can go to different pages of the
application by selecting the page from the dropdown menu and clicking GO button ewery
S50 minutes in order to awvoid losing your data.

[ Aca Educationsd Institutions Entne |

[ ==Prew || Sswvechanges |[ Mesa== | Educational History - Go

Complete Education Information
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v" Follow the instruc

tions Add Educational Institutions Entry

4+ Do not leave any section blank make sure to capture all that pertains to your education. If left blank,

that section wi

ill be considered incomplete

New Option available (You can reorder by clicking Move Up)

0 RrRemowe Emtrw 2

Recracr:

rManme of School

Loy oV
State

Co e ey
Credit Howurs

e J o O S e e Py
Cif applicable)

o (EF
applicable)

Deogree FF
Aapplicabie)

Begin Date

End Date

1 RrRemowe Emtrw 2

The following Applicatio

CVITEITIEA - EOW =

Cdareer O pror-dirmnili

Fa

= e B = = e e e =T =P L PoeTw )

Please select -

Please select -

Please ambar racomtf? Smd e i Eis forrmaSes Nmangd e e

Pleose cmter rmiormtlfl S e i SRS ForTiia s MY Y Y Y (fes e
ol i i SEAF S EEer i)

n for Create Draft of Application: Employment History appears:

Semmrch Wirgiris. G

Gowermor

= o~ JobsVirginia.gov

es irnn Virgineia Goverremmernt

pplication for Create Draft of Application: Employment History

[ =<pPrew |[ Sswecharges |[ Mese== | Employmeant Hislon -
Starting with your MOST RECEMT experience, describe ALL paid, military and applicable
woluntary experience. Highlight wour knowledge. skills and abilities which best demonstrabe
wour qualifications for this position. You may list significantly different jobs within the same

organization as separate items. Begin by clicking the Add Work Experience Entry button.

when finished, please click aither the Mest buttan or you can go to different pages of the Drop Down
application by selecting the page from the dropdown menu and clicking GO button every S0
minuces in order to awoid lasing wour data. Options

Requiraed fields are indicated with an asterisk [¥].

wWork Experience

[ << Praw ][ Sawe changes ][ Mot == ] Employrmeant Histony - E]

Complete Employment

History

v See the instructions above to Add Work Experience Entry
4+ Make sure to list all of your work experience by starting with the most recent employer. Including
describe all paid, military and voluntary (including internships) experience. This includes breaks in

employment

4+ Go back ten
+

or unemployment.
years if applicable.

The section entitled “duties” is limited to 1200 characters. Be descriptive, yet concise. Help the

reviewer have a clear understanding of your related skills. When applying for a position look at the
job advertisement and qualifications to be sure you capture the requirements for the position in

your duties.

Stay away from one word over simplified descriptions.

RMS Application
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NOTE

Click Save Changes (Bottom of page)
Click Next (BEottom of page)
Or Use the Drop-Down Menu on right side

The following Application for Create Draft of Application: References appears:

Search Wirginia.Gow

itfca irn ;—’i%—ngenz Jobs Vi rginia. gov.

Application for Create Draft of Application: References

[ =<=Pr=w |[ Ssweckanges |[ Mesa== | [ Sr——" -
List names, addresses and relationships of three parsons not related to you who know your
qualifications.

Requirsd wiith an asterisk ().
May we contact?

Moy
*  your present Fle=se ssiect -
isor

References

*(/r least three references are required)
Audid References Entny

[[==Prev ][ sswvechanges |[ mexx== | References -~ [==]

Complete May we contact?
v Use the drop down menu under Please select?
Complete Add References Entry

v Click Add References Entry
4+ Make sure the information provided is up to date
4+ Add at least 3 references

NOTE

Click Save Changes (Bottorm of page)
Click NMext (BEottarn of page)

O Use the Drop-Down Benu on right side

The following Application for Create Draft of Application: Reference Letters appears: Note: VADOC does
use t

B T pe—

Sobs Virginia. cowv

Application for Create Draft of Application: Reference Letters

[==re=w ][ Sovechonses |[ riea==_] Reference Letters -

tton or wou can go to different pages of the
Shwin menu and clicking S0 button ewery SO

Relationshin

M remowe Eneees

[ T e —————

(B | e —— | g —r— | Feference Letters -

v' See the instructions above to Add Reference Letters Entry
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4+ You will need a valid email address for the reference

NOTE

Click Save Changes (Bottom of page)
Click Next (Bottom of page)
Or Use the Drop-Down hMenu on right side

The following Application for Create Draft of Application: Additional Information appears:

Application for Create Draft of Application: Aadditional Information

[ =<Frev ][ Savechranges |[ rexi== | Aasmorsl Informats - | oo

Mewspaper (name)

Radio/Tw (name}

wEc
State RMS Sice
Agency Bullecin Board

Other (pleas= specify)

[==rr=v ][ Ssvechanges ][ mea== ] Acamone: informate ~ | [Loo_

Complete Additional Information

v" How did you hear about employment opportunities with the Commonwealth of Virginia?
4+ Check the box that applies

v Use the space for additional information.
+ This helps the reviewer evaluate your application, training, seminars, workshops, and special
achievements. Be descriptive, yet concise. Additionally, if you choose to use this section to capture
additional duties, not mentioned previously, make sure to reference that specific job.

Complete Licenses
+ Make sure to include a valid driver’s license number.
+ Also include certifications, other licensure, or other authorization to practice a trade or profession.

MNMOTE

Click Save Changes (Bottorm of page)
Click Next (Bottom of page)l

Or Use the Drop-Down MMenu on right side
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The following Application for Create Draft of Application: Confidential EEO appears

This section is optional

Virginia. gov

C-' r'er‘ : ;5 rtier

for applicants.

Search Wirginis.Gow

= £2

o - - 5 el
ities in Virgint roUvernment

JobsVirginia.gov

Application for Create Draft of Application: Confidential EEO
Information

Confidental EEC Infc -

=N

The infermation requested below is used to assist us in cur compliance with Federal/State
equal employment cpportunity record keeping and reporting. Your response is wvoluntary and
will not be used in any way to determine your eligibility for employment.

[ ==Prav ][ savechanges |[ Mext=> |

woluntary Dremographic Data

Indicate the S
appropriate gender Flzase sslect
Indicate the racial
or ethnic up
writh whic
identi

you Fless= select

Indicate the
ighest lewvel of

hi
e?ucal:ion wou hawe Please select
ted

Please indicate
your date of birth

Confidental EEC Infc -

[e=]

[ ==Prav ][ savechanges |[ Mext=> |

Complete the Confidential EEO Information

v

Use drop down
v

Use drop down
v

Use drop down
v Please indicate

Indicate the appropriate gender

menu under Please select

Indicate the racial or ethnic group with which you identify

menu under Please select

Indicate the highest level of education you have completed

menu under Please select

your date of birth

4+ Type in your date of birth (A calendar will appear)

NOTE

Click Save Changes (Bottorm of page)
Click Next (Bottom of page)
Or Use the Drop-Down hMenu on right side

RMS Application
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The following Application for Create Draft of Application: Supplemental Questions appears

Application for Create Draft of Application: Supplemental Questions

| T | ey e— | rrp— Suppieental Geest —

Required fizslds =re indicated with an asesriske ().

T 1. Do wou have an Interagency Placement Screening Form (Wellow Form} a= issued
under Policy 1.30 Lawoff? (Commonwealth of Wirginia Emplowess Gl

™ wes

= Mo

=7 Mot spplicable
* =, Do you hawve a Preferential Hiring Form [(Blue Form) as issued under Bolicy 1.30
Layoffr (Commonwealth of wirginia Employess Onlyl

veas

=3, How did wou hear about this emplowment cpportunity =

T Mewspaper (FPlease specifr below)

T RadieSTw (Blease specify below])

) State Recruitment Management System (RMS)

F 2. Please specifsr the media source (newspaper. radico/ T or @ther} from question =32.
Fon

Fill out Required fields

1. Do you have an Interagency Placement Screening (Yellow Form) as issued under Policy 1.30 Layoff?
(NOTE: Applies to Commonwealth of Virginia Employees only. The Yellow Form is provided to
employees when they are notified that they will be affected by layoff).

2. Do you have a Preferential Hiring Form (Blue Form) as issued under Policy 1.30 Layoff? (NOTE:
Applies to Commonwealth of Virginia Employees only. The Blue Card is issued to employees on the day
before their leave without pay-layoff (LWOP-layoff) status becomes effective).

3. How did you hear about this employment?
4. Please specify the media source (Newspaper, radio/TV or Other) from question #3. If no response, type

N/A. (NOTE- If you applied through the State Recruitment Management System (RMS) it is
recommended to type RMS)

The Virginia Department of Corrections has specific questions in accordance with the Prison Rape Elimination
Act (PREA) and DOJ, 28 CFR 115.17 that are REQUIRED to be filled out:

RMS Application Page 9 of 13
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Please read this guestion carefully and respond appropriately.

Duwestion F1

Hawe you engaged in sexual abuse in an institutional setrting where the term
"instituticnal” refers to any facility or institution:

(&) which is owned, cperated, managed by, or provides services on behalf of any State or
pelitical subdivision of a3 State: and

(B} which is:

[i} for persons who are mentally ill, disabled, or retarded, or chronically ill or
handicapped:

[ii} a jail. prison, or other correctional facility:

[iii} a pretrial detenticen facility:

[iw) for juweniles:

[w) prowiding skilled nursing, intermediate or long-term care, or custodial or residential
care,

Wes

Mo

Please read this guestion carefully and respond appropriately.

In accordance with the Prison Rape Elimination Sce [PREA)} and Ov3], 28 CFR 115,17,
please respond to the following:

Question #2
Hawe yvou been conwicted of engaging or attempting to engage in sexual activity in the
caommunity facilitated by force, owert or implied threats of force, or coercion, or if the
wictim did not consent or was unable to consent or refuse?

Wes

Mo

Please read this guestion carefully and respond appropriately.

In accordance with the Prison Rape Elimination Sce [PREA} and O], 28 CFR 115,17,
please respond to the following:
Question #3

Hawe you been civilly or administratively adjudicated for hawving engaged in the sexual
activity described in questions =1 andfor =2, abowe?

Yes

Mo

Most agencies use specific disqualifying questions as way to find the best suitable candidate. Applicants should
take care to respond to each question.

Examples: Do you have a valid Driver’s license?
Do you have a high school diploma or equivalent certificate?
Are you skilled in the use of Microsoft applications?

It is imperative not to indicate N/A or leave a question blank, or you MAY receive a message after applying
indicating you do not meet the minimums.

NOTE: The biggest misconception applicants have is if they answer Y (Yes) to these questions, the reviewer
automatically gives them credit for having that skill. It is important for the applicant to provide documentation in
their application to support they meet this qualification.

NOTE

Click Save Changes (Bottarm of page)
Click Next (Battom of page)
Or Use the Drop-Down Menu an right side

RMS Application Page 10 of 13
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Complete the section titled Check for Errors & Submit

v Each section completed will have a green box with a check mark indicating that section is complete.
(See below)

a%w” Personal Information

v If a section is incomplete, you can now click where it will indicate in RED to make corrections.

Your application is incomplete.

One or more sections have invalid or incomplete responses. You can review the summary below for
sections marked with a red "X" and click on the section name for more details.

NOTE: After making corrections, you may have to click the Remove Entry if you are not adding any additional
information. Otherwise the system will show it incomplete!

v" At the bottom of the page click Certify and Submit!

The following Certification Page appears

Certify and submit your application For

Certificatiocn

I herebyw cerbfy that 28 ensrees on both des and akttachsenis ares tree and compdets., and |
aegerort ared wredho rstandd dhac ooy falETcacion of indformaskons heaeredn, rogarcibess of e o

SR oy, MEEy CALSS For TSiDurs On My Barc of Gy Sernilc- et in Che service of e
LT T al 1 O Wirginis., | wredssstiend that 8 infor e bion on Ehis spelScabion is Solbhfecn Do
v ifecation mared | oonsent o orenesal hisbo ry Beckos rosesd] cheecies. | oo cosmennt Shat yoes sy
DonkacT referorces, formmeeT employer s and sCuecational instouitons hsted regar chng thes

PP CETEn . | FUr e SUTRCs ITe The COmHTRreASal T To Fady’ Seien Aic] aems, &% 10 Saees T, aumy
BT R D P el T LS SSTTE RS, IS T DO SOriEa ik S ENIE Ao anSors rmeay B
dizsermdirabed o other apsncies, mooporermementsl Greanizations or SE=Dems on o neecd - bo - Borarer
basiz for pood cause shoen as determmined by the agenoy hesd or desSpree.

e r EET that ol fgrmaticn prosiced 2 tree and cormplete

Fleass SfhEs pour Wririais o wee iy i Soanrily

Submin thas SApypdicat-ioe I = e o

v" Read the statement in its entirety, and check box | certify, that all information provided is true and
complete.

Please enter your initials to verify your identity

Click Submit this Application

AN
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The following Your Job Application has been submitted page will appear

T L W gsrrah e

£ | ;'"I'# o By T e
¥ e Ern e it s e i"r'fﬁl'rl.l' e JL’E}:J _il,‘.- ]rg'ln!£1 *_EE""

A

Foaiir j o applicatiom hing beem salbegitted.

Wiou have suocessfully submitted wour joib application.

O i 1 o ol W s o il
CHROSOEDIY4 7S

Thank yoau far yoer intarast i this posidcs: Bssad an your respsnsay oo cha suascans oo e
smpiopment applicaiine, pou dn aoi rreet the msiroe gesl@cecions or this pesities, Dl de
ok leT this delcEursps pau e spplyviag far athes poaidng Chal i B @Sk .

Al wry BeFa. b e il el des ke led Dol himlidaliae becs o f Cinlines wde Gl Seacuh.

‘L"/ Keep a record of your confirmation number.

IMPORTANT: Return to the Home Screen to check the STATUS of your application

e L

o = T
itics fn Vii %'i‘r'ﬂ#ﬂrh’ '_R,E'}" N ITZIN1A . OV

Finiir jok applicatiom has b sk iited,

Wou have sucocessfully submitbaed your job applicaton.

o i i o2 o T R e e
CHODDIDE47E

Thank veu far yosr intarass i this peaidce: Besad an vour respsnias oo cha cusntanes oy the
smplorment applicaiios, peudo Aok rest the mnirgre geeslfcazizng for thip peeities, Plesee de
malk et this dell CEiirdges i Bramn applymg far athed gobidne el iRl eEl .

My D o e Sl e e P i L bl e e b e Ll e i Gals Smacah-

\7
Click Your Applications
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)
Opportunities in Virging

wa & JobsVirginia.gov
Your Applications

Applications to Complete

Clasing Date,

In order to be con=idered for these positions, you mast compl=te yvowr application prier to the

Creste DOraft of Bpplicstion
Wiighe Ja

Job Munsber

Application
Maberials
1000042 = Ii Eighn
Completed Applicatians
Confirmation Posting Application  Application
Humber Number Dk Maberials
genmarcial Deives - CHROQODDELATHEISESS] et Spril 27, Apelicaticn
=0T 7 Qualifiad Z015
Wiew Job archive Wivth drane

Spplicacon

v" The status of your applications can be found under Completed Applications
v' Logout

improve this site.

RMS Application

NOTE: This is subject to change while DHRM is working in conjunction with PeopleSoft to fine tune and
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