JobAps - Frequently Asked Questions
City and County of San Francisco Online Employment Website

1.)  How do I apply to an Announcement?
Follow the instructions in the “how to apply” section of that particular job announcement, as not all job announcements follow the same procedure.
2.)  Can I Reuse an Application?
Yes.  Click on the job title of the opening you wish to apply for from the list given. Review the Announcement. Then click on the option to Apply Online.

Read the Terms of Use. Check the box for "I agree with the above Terms of Use." Then click on the button I have REGISTERED PREVIOUSLY.

Fill in your UserID and Password on the next screen and click on Retrieve Application. You will be given a list of all jobs for which you have previously started or completed an application.

Click on the application that you wish to use to copy into the new job application.

The new job application will be filled out using data from your selected application. In the new application you will still need to complete any supplemental questions for the new job.  Make all other desired modifications and send the new application by clicking on the “Send to City and County of San Francisco” button in the SEND tab.
3.)  How do I update my contact information?
You may update contact information for all of your online applications by clicking on the button Update My Contact Info. Enter your UserID and Password and then modify your contact information. This new contact information will be used in ALL of your applications, including the ones already submitted.
4.)  May I attach a resume or cover letter to the application?
Yes.  Although, it is recommended you copy & paste resume and/or cover letter to the Resume tab when you are completing application for the recruitment.  This option will allow you to edit your resume or cover letter if you choose not to send your application immediately.
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Resume: Subrrission of your Resume is optional but recormended

« Do not submit a Resum
Resume in addition to a completed employment application

o You may cut and paste, or type your resume in the text area below. The text area will expand to fit your Resume. If
your operating system is windows, then use controk-c (the copy command from ane windows application to another)
to copy highlighted text from your word processing (or other) application to the windows clipboard. With the cursor
positioned at the beginning of the input area on this resume page, use controkvto paste the text from the clipboard
into the resume input area

o The text area below is designed for ASCI text. ASCII text wil not display all formatting from a word processing
prograrm such as Microsoft Word. However, the Resume in your final printed application will probably retain better
formatting than that shown in the input text area below. Review your pinted application in the "Review Part” to
deterrine if you need to reformat parts of your Resume. If you eed to reformat parts of your Resume, use cartiage
retums and spaces in the text area below so that it will appear as you would lie in the printed application

« Click on the "Submit Resurme” button when you are done o click on the "No Resume” button to go to the "Review
Part” of the application. The "Clear Resume” button will allow you to erase your Resume and start over.

place of completing any part of this application. You may, however submit &

<

Exrail| Phone: (415) 557-4800 | 8arm - Spm W-F | Powered by #a JobAps.com

€ 8 @ memet




 
To attach your resume or cover letter, click the Other tab and choose Upload Attachment.  You may give the document a short description and click Upload File.  Note:  You can not remove an attachment once you have uploaded it.  Neither the analyst nor candidate is able to remove the attachments due to privacy rights.
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= Mailed attachments wil not be retumed or photocopied for you

= Any requested documents must be received by the final filng date.

= Adocurment cover sheet is required for all documents sent separately. You will be able to print the cover sheet from the
Confirmation Page after you send in your application

= Amailing cover sheet will be printed for you if you choose to print your entire application in the Review Part

= Uploaded attachments must have a Description. The following types of attachments can be uploaded (‘doc’
P, “s”, "bet”, ).
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5.)  Can I Receive Notification of jobs when they are posted?
Yes.  Click on the Notify Me of New Jobs button.  You can search the Job Descriptions table using the "Search" feature or "Select Job Groups" feature to narrow the list of job descriptions. 

Click on any job description below to view it.  Then click on Email me when a Job opens for the above position(s) and enter an email address and click next.  Click Subscribe to confirm.  An automated email will be sent to you when the position(s) open.
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City and County of San Francisco

Job Descriptions

You can search the Job Descriptions table using the "Search” feature or "Select.Job Groups" feature to narrow the list
of joh descriptions,

Click on any job description below to view it and sign up to be notified when a job in this class opens.

Search Job Descriptions: °

A Z  SelectJob Groups

Search

1830 - Account Clerk
1850 - Accountant
1649
1816~ Actuary

2585 - Acupuncturist

1822 - Administrative Anatyst

5174 - Administrative Engineer

9380 - Administrative Senice Offcer, Port

1827 - Administrative Senices Manager
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6.)  Can I Review Past Announcements without having to log in?   
Yes, you can review past announcements by clicking on the Closed Jobs Status Board button.  Click on Check Status link and click on Review Announcement button.
7.)  How do I change the email address on my profile?

You may update contact information for all of your online applications by clicking on the button Update My Contact Info. Enter your UserID and Password and then modify your contact information. This new contact information will be used in ALL of your applications.

8.)  Who can I call to help me navigate through the application process?

Refer to “How To Apply” section of the announcement and contact the phone or email address listed for the recruitment.
9.)  How do I print out a document cover sheet?

At the top of the Employment Opportunities page, click on the scroll down menu and select Print a Document Cover Sheet.  Then click on the link to launch Acrobat Reader and a cover sheet will appear.
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DOCUMENT COVER SHEET

If you are sending additional documents with your application now or separately at a later time, you
are required to use this Document Cover Sheet for each set of documents you send. Please make a
copy of this form if necessary.

Additional documents will not be processed unless you provide the following information.

Announcement Number

it three letters of last name at birth Last four digits of SSN Month of Birth Day of Birth

(Cut off if longer than space provided)

&loone

Unknown Zone:




10.)  How can I check the status of my application?

To follow up on notices sent to you regarding your status for jobs that you have submitted an on-line application for, sign-in to your account and click the View link next to the job, under the "View Notices" column.  Or, contact the analyst in charge at the phone number or email listed.
