HOW TO APPLY

WELCOME to the Village of Hanover Park
online employment application system!

www.hpiljobs.org

e Search and apply for positions 24 hours a day, 7 days a week.

e Apply from any location with Internet access.

e NEOGOV Applicant Support Center Online help 24/7 and Live help during business
hours: Toll-Free 1 (877) 204-4442

e Apply for multiple jobs without re-entering application information.

e Receive notice when a position you are interested in becomes available.

e Check the status of your application at your convenience.

Hanover Park

One Village

In d ex One Future
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Add skills and additional information .............cc........ 08 j NOTE : If you already have an application in our

online system, you DO NOT need to recreate a new

Add FEFEIENCES ...uvvveieeieiiieiiiiiiiiiiiiivererereeere e 09 application every time you apply for a position.
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Add attachmeNntsS.......uueeeeeieiiiiiiiiiiiiiiiiieieierereeverereeeens 10 pplicatt y simply clicking PRl
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it to the job you are currently applying for.

Confirm and submit your application .........c............ 12




HOW TO APPLY

Hanover Park

Search for a job Create an account

1. Go to www.hpiljobs.org 1. Toset up an account click “Create an account”.
2. Review the list of open positions. Login
Are you registered?
To apply online for a position, please create an account (registration is
1 record found. free). If you have a!ready created your Governmentlobs.com personal
Page #1 of 1 m account, please login below.
- Online Employment Application Guide
Position K Emp. Type O Salary DO Closing Date D
it [Full-Time $36,069.00/Year |07/16/10
Username:
Page # 1 of 1| go
Password:
3. Click on the job title you are interested in applying for. ——
I Forgot My Username and/or Password
Carefully review the description to ensure you meet v
the reqUIrementS for the pOSItlon. Mot Registered Yet? Create Your Account Here!

5. Click ”Apply” link.

2. Enter all the required information and click “Save”.

Job Opportunities NEbGOV
Job Title: Administrative Assistant Job Opportunities
Closing Date/Time: Fri. 07/16/10 5:00 PM Central Time Request New Job Seeker Account
Salary: $17.34 Hourly I o Pl N

$36,069.00 Annually
Job Type: Ful-Time

Middle Initial

* Last Name

Location: 2121 W_ Lake Street, Hanover Park, llinois Primary Phone
Alternate Phone

Print Job Information | Apply —
* Notification Preference - - Solact == -
Description Benefits Supplemental Questions B oy Yt (0 DA NIt Show: Spfation o
* Address 1
SUMMARY Address 2
Under direction of the Assistant Village Manager, makes independent * City
decisions, within limits defined by the Assistant Village Manager, P
requiring knowledge of the Village's and the Village Manager's Office's == Select == N
policies, rules, regulations, and functions. Exercises considerable “2p
independent judgment in making determinations on various important Country == Galect == -
problems that do not involve deviations from established policies and
* Username
Tip: Your usernames must be unique. Choose a Username that you can
R . . . . . easdy ra_member, You may use letters and numbers and the underscore ~_".
6. |If thisis your first time applying for a job with the R L

H H Password must contain at least one letter (any case)
Village of Hanover Park, you will need to set up an Password st contan ot least one number
Password must contain at least one special character
Password must be at least 8 characters long

account. If you have applied for a job using HPIL web * Confirm Password
. . . Password Hint
site before, enter your login and password and click on To: i youforoe WMM & Passiord and you wil
recewve an email to reset y assword.
the “Login” button. Review your information, answer -

supplemental questions (if any) and submit your

application. If you do not have an e-mail account, you can set up a
free account at Yahoo, Google or Hotmail. For

information about how to set up your free account,

Hﬁ NOTE: e-mail address cannot be shared on please see “To Create a Free E-mail Account”, page 15.

our online application process. Each person applying /
for a job needs their own e-mail address. -4 TIP: Write down your login and password.
You will not be able to create another account

using the same e-mail address. You will need this
information each time you apply online with the
Village of Hanover Park.

Village of Hanover Park | Rev. 11/2011 Page 2/16
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HOW TO APPLY

. . . Enter your personal profile information.
Create an Application e Cen o t

5. Click on “Save and View Application” button.

Hanover Park

1. Click on the “Create Application” button. Employment Application

2. Enter atitle for your application.

Welcome, _Help | Logout
Main Menu Application Status My Account
M = Police Patrol Officer - Application process steps:
Employment Application ®
Job Application
Welcome, _Help | Logout
Job Application » Profile
Main Menu Application Status My Account * Reguired Field
Cancel Save & View Application |
Build New Application

Contact Information
To create an application, enter the name of the application in the box below

= First Name [zZoe
and click the "Create Application’ button. Keep in mind that you can create Middle Tnitial [
multiple applications, so choose a descriptive name for your application like - Lost Name [(ze
Educational Application or Accounting Application. )
Primary Phone |
Application Name (for your ogrrFeference): Alternate Phone [
My resume  Email
Create Application * Netification Preference [Email =l
By which method would you prefer to be notified about
application status, testing dates and examination results?
i : ¥ * Address 1 [1000 Bark
Tip: You can reuse this application to apply for as many positions as you'd 1000 Bark Ave

like. You do NOT need to recreate a new application every time you're
applying for a position.

Address 2 I

* City [Hanover Park
* State | qliinois

" Zip IBU!SS

Country | us

>
Former Last Name

—

. . . . list only one; leave blank if none

3. Click “Create Application” button again, to start Monthand Doy of Bt o] [0
filling in your information.

Cancel | Save & View Application |

Job Opportunities

* Required Field

Welcome,

Help Logout |
Main Menu Application Status My Account

Thank you for registering with GovernmentJobs.com. Your account is now
active.

In order to apply for a position you need to create an application
first. Click on the 'Create Application' btGtton and we'll guide
you through the process.

Create Application
Applications You've Created: /
Name Date Created Modify "y

TIP: You can reuse this application to
apply for as many positions as you like. You
do NOT need to recreate a new application
every time you apply for a position.

Tip: You do NOT need to recreate a new application every time you're
applying for a position.

-.f NOTE: Fields marked with an asterisk (*) are

required information and must be completed.

Village of Hanover Park | Rev. 11/2011
www.hpiljobs.org
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HOW TO APPLY

Hanover Park

Edit Your Personal
Information

2. Enter the required information.
. Click on “Save and View Application” button.

w

Job Opportunities

Welcome, _Melp | _iogout |

police Patrol Officer - Application process steps:

enter your educational history. o ®

Job Application Agency
ue:

1. Click on the “Edit Personal Information” link and

wide
n;

Job Application » Other Personal Information

Employment Application = Required Field
Welcome, __Help | Logout | Cancel | _Save & View Application
Main Meny | Application Status | My Account Other Personal Information
Do you possess a valid Driver's License?
Police Patrol Officer - Application process steps: @ es, I possess a valid Driver's License
1] @ /N, 1 do not possess a valid Driver's License
lication Agency-wi Driver's License State
Questions [ minois =
Job Application » Review Driver's License Number
= Required Field L123-4567-8910
Driver's License Class
Complete your application by scrofling down and adding your infermation. When you are finished ra——_]
entering all of your information (such as education, work history, certificates, etc.), click on the =
button below to continue. “Can you, after employment, submit proof of your legal right to work in the United States?
@ ves, I can submit proof of my legal right to work in the United States after employment
Go 1o Step 2: Agency-wide Questions | No, 1 cannot submit proof of my legal right to work in the United States after amployment
“what is your highest level of education?
Some College =
| Centact Information Edit Contact Information
Name: Zoe Lee  Address: 1000 Bark Ave Cancel | _Save & View Application
Hanover Park, Ilinois 60133
Email: .
Notification Preference: Email * Required Fisld
Home Phone: Altemate Phone:
Former Last Name: Month and Day of Birth: 02/26
| Personal Information Edit Personal Information
Driver's License: Yes, Ilinois , L123-4567-8910 , Class B
Can you, after employment, submit proof of your Yes
legal right te work in the United States? . «“ . ”
| W it i i ik ins 4. Click on “Edit Preferences” link.
| Preferences Edit Preferences . . .
e 5. Enter the required information.
Are you willing te relocate? .
a“ H H H »
6. Click on “Save and View Application” button.
Types of positions you will accept:
Types of work you will accept:
Types of shifts you will accept:
Objective Job Opportunities
| Welcome _Melp | Logou
Education Add Education %
| Applicatinn Status | My Account
| Work Experience Add Worl Expericnce
pecs Police Patrol Officer - Application process steps:
| < = o S @
Certificates and Licenses Add Certificates or Licenses A 3
Job Application  Agency-wide
Questions
Skills Add Skills Job Application » Preferences
Office Skills Edit | * Required Field
Typing: .0 | Cancel | _Save & View Application
| Data Entry: 0 _I
| Additional Information Add Additional Information P——
What is your minimum compensation requirement?
References Add Reference $ per year $ per hour
Are you willing to relocate?
. @ ves No Maybe No Response
Resume Edit Resume Enter any comments regarding relocation
Text Resume |
Attachments Add Attachment(s) | What type of job are you locking for?
| 1 rReguiar | Temporary || Seasonal Ll Internship
| What types of work will you accept?
Go to Step 2: Agency-wide | | Full Time L part Time [_| Per Diem
| What shifts are you available to work?
= Required Field L pay "1 evening _| Night
| £ Rotating ] weekends [l on can (as needed)
Objective
State your objective
| /
|
Cancel | _Save & View Application |
= Required Field
Village of Hanover Park | Rev. 11/2011 Page 4/16
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HOW TO APPLY

Hanover Park

Add your education

Click on the “Add Education” link and enter your
educational history.

Employment Application

Welcome,

Police Patrol Officer - Application process steps:

10.

Click “Save and Add Another” button.

Follow steps #1 and # 2 to enter your complete
education history.

When you are done click “Save and View
Application” button.

Employment Application
Welcome, Help Logout
Police Patrol Officer - Application process steps:

[L] @

Job Application Agency-wide
Questions

(1] @
loh Application  Agency-wide 5
Questions Job Application » Education

* Required Field

Cancel Save & View Application I Save & Add Another

Job Application » Review

= Required Field

Complete your application by scrolling down and adding your information. When you are fimshed
entering all of your information (such as education, work history, cerbficates, etc.), click on the
butten below to continue.

Education History

- of School
College -

*Name of School

Go to Step 2: Agency-wide Questions

School Web Site

Contact Information Edit Contact Information
* City
Name: Zoelee Address: 1000 Bark Ave |
Hanover Park, Ilinois 60133 *State

Email: == Select State == =

Motification Preference: Email
Counts
Home Phone: Alternate Phone: ,ﬁ—g
Former Last Name: Month and Day of Birth: 02/26
Start Month / Start Year
Personal Information Edit Personal Information == Select Month == =] /

Driver's License: End Month / End Year

== Select Month == [=] /

Yes, Iinois , L123-4567-8910 , Class B
Can you, after employment, submit proof of your

legal right to work in the United States? Yas. Oid you graduate?
What is your highest level of education? Some College '_/¥es, 1 graduated from this school
Preferences Edit Preferences \_)Nag, 1 did not graduate from this schoal
Preferred Salary: College Major/Minor
Are you willing to relocate? Units Completed
Types of posibons you will accept: Semester units
Types of work you will accept: @ quarter units
Types of shifts you will accapt: / *Degres Received
Objective / == Select Degree Received == | » /

= 5 cancel | Save & View ion | Save & Add Another |
Education Add Education
Work Experience Add Work Experience
Certificates and Licenses Add Certificates or Licenses
Skills Add Skills
Office Skills Edit
Typing: 0O
Data Entry: 0
Additional Information Add Additional Information
References Add Reference

I

Resume Fisresune ~#7  TIP: You must enter all of your
Text Resume
Attachments T qualifying education in this section of the

T — application. Incomplete applications may be

discarded from the recruitment process.

* Required Field

Rev. 11/2011
\\Hpil.org\hr\NEOGOV\manuals_training_materials\how_to_manuals\applicant_manuals\applicant_manual_how_to_apply.docx

Village of Hanover Park Page 5/16

www.hpiljobs.org



HOW TO APPLY

Hanover Park

Click “Save and Add Another” button.

. 2.
Add y0ur WO I'k HlStO ry 3. Follow steps #1 and # 2 to enter your complete work

history.

1. Click on the “Add Work Experience” link and enter 4. When you are done, click “Save and View
your work history. Application” button.
Employment Application Employment Application
Welcome, Helo | togout Welcome, _telp_|
Main Meny Aplication Status My Account RN AuiEatin Satis BB,

Police Patrol Officer - Application process steps:
@
[1] @ Job Application !!ugn.t.'-r_;.!ﬂlis
Job Application  Agency-wide Questions
estion:

Police Patrol Officer - Application process steps:

3ob Application » Work

Job Application » Review = Required Field

= Required Figld Cancel | Save & View Application | Save & Add Ancther |

Complete your application by scroling down and adding your information. When you are finished
entering all of your information (such as education, work history, certificates, etc.). click on the Work History

butten below to continue. " Company/Agency Name
Go to Step 2: Agency-wide Questions Web Site
Address
Contact Information Edit Contact Information “City
Name: Zoe Lee  Address: 1000 Bark Ave |
Hanover Park, Tllinois 60133 =State
Email: [1nternational =1
Motification Preference: Email Zip Code
Home Phone: Alternate Phone: i
Former Last Name: Month and Day of Birth: 02/26 Country
- - - us -
Personal Information it P it T n [ =
: Phone Number
Driver's License: Yes, Hlinois , L123-4567-8910 , Class B
Can you, after employment, submit proof of your Yes * Start Month / Start Year
legal right to work in the United States? == select Month === /
What is your highest level of education? Some College *End Date (Month/Year)
: End Month / End Year
Edit Preferences —
Preferences == Select Month ==« | /

Preferred Salary:
Are you willing to relocate?

" Position Title

" Hours Worked Per Week
Types of positions you will accept:
Types of work you will accept:
Types of shifts you will accept:

Monthly Salary
Objective SI

Name of Supervisor
Education dugdtion Fe of Supervisor

Work Experience Add Work Experienc May we contact this employer?
Yas, you may contact this employer
9! N, you may not contact this employer

Number of Employees Supervised

Certificates and Licenses Add Certificates or Licenses Reason for Leaving
Skills Add Sidlls
Office Skills Edit * Duties Summary
Typing: 0
Data Entry: 0
Additional Information Add Additional Information /
Refi Add Ref
'erences b cancel Save & View Application Save & Add Another | _Spell Check
Resume Edit Resume
Text Resume * Required Field
Attachments Add Atachment(s)

Go o Step 2: Agency-wide Questions

* Required Field

VY

~#"  TIP: You must enter all of your
qualifying work experience in this section of
the application. Incomplete applications may

be discarded from the recruitment process.
Having work history information on your
attached resume is NOT sufficient.

Village of Hanover Park | Rev. 11/2011 Page 6/16
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HOW TO APPLY

Hanover Park

Click “Save and Add Another” button.

« 2.
Add your Certificates 3. Follow steps #1 and # 2 to include additional
and Llcenses certifications and licenses.

4. When you are done, click “Save and View

Application” button.
1. Click on the “Add Certificate and Licenses” link and
enter your certificates and licenses. If you don’t have Employment Application

any skip to the next section. Welcome, _Help | vogout

Police Patrol Officer - Application process steps:

Employment Application

)
Hel, Job Application  Agency-wide
Welcome, —Melo_| _vogout | Questions

Main Menu Application Status | My Account Job Application » Licenses

= Required Field
Police Patrol Officer - Application process steps:
1]

Job Application

Cancel | Save & View Application | Save & Add Anather |

Certificates and Licenses

Job Application » Review -lT pe
- Fi
Required Field *Manth Issued / Year Issued
Complete your application by scrolling down and adding your information. When you are finished == Select Month == [».| /
entering all of your information (such as education, work history, certificates, etc.), click on the =
button balow to continue. Expiration Month / Expiration Year
== Select Month == || /
Go to Step 2: Agency-wide Questions Number
Issued By
Contact Information Edit Contact Information
Name: Zoe Lee  Address: 1000 Bark Ave
Hanover Park, Tlinois 60133 Cancel | Save & View Application | _Save & Add Ancther |
Email:
Motification Preference: Email
Home Phone: Alternate Phone:
Former Last Name: Month and Day of Birth: 02/26
Personal Information Edit Personal Information Regired pole
Driver's License: ‘Yes, llinois , L123-4567-8910 , Class B
Can you, after employment, submit proof of your Yes
legal right to work in the United States?
What is your highest level of education? Some College
Preferences Edit Preferences
Preferred Salary:
Are you willing to relocate?
Types of positions you will accept:
Types of work you will accept:
Types of shifts you will accept:
Objective
Education Add Education
Work Experience Add Work Experience /
Certificates and Licenses Add Certificates or Licenses
skills A ill
Office Skills Edit
Typing: 0
Data Entry: 0
Additional Information Add Additional Information
References Add Reference
Resume Edit Resume
Text Resume
Attachments Add Attachment(s)
Go to Step 2: Agency-wide Questions
* Required Field
Village of Hanover Park | Rev. 11/2011 Page 7/16
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HOW TO APPLY

Hanover Park

Add Skills & Additional
Information

1. Click on the “Add Skills” link and enter office,
language and any other skills.

Employment Application

Welcome, _Help | rogout |
Main Meny | Agplication Status | My Account

Police Patrol Officer - Application process steps:

[1] @
Job Application  Agency-wide
Questions

Job Application » Review

* Required Field
Complete your application by scroling down and adding your information. When you are finished

entering all of your information (such as education, work history, certificates, etc.), click on the
button below to continue.

Go to Step 2: Agency-wide Questions |

Contact Information Edit Contact Information
Name: Zoe Lee  Address: 1000 Bark Ave
Hanover Park, Ilincis 60133

Email:

Notification Preference: Emai
Home Phone: Alternate Phone:
Former Last Name: Month and Day of Birth: 02/26
Personal Information Edit Personal Information
Driver's License: Yes, Ilinois , L123-4567-8910 , Class B

Can you, after amployment, submit proof of your

Go to Step 2: Agency-wide Questions I

* Required Field

w

Click “Save and Add Another” button.

Follow steps #1 and # 2 to enter additional qualifying

language or work skills.
When you are done click “Save and View
Application” button.

Employment Application

Welcome, e | vogout |

Police Pateol Officer - Application process steps:
o @
Job Application Agency-wide
Questions
Job Application » Skills

* Required Field

Cancel | _Save & View Apphication | _Save & Add Another |

office Skills

Typiny
B0 net WPM

Data Entry
0 et KPH

Languages Other Than English
Language
Other =]
V1 1 can speak in this langusge
W1 1 can read in this language

W 1 can write in this langusge

Language Speak/Read/ Write Modify
American Sign | Spesk, Read E
Other Skills

Skill Hame

[records Transeription

Years experience: [2 Months experience:

skill Name Level xperience | Hodify
Microsoft Office {Word, Excel) Expery/ |10 years | Edit | Dalste

Cancel Save & View |  Save & Add Another |

* Required Field

Click on the “Additional Information” link and enter

any volunteer work, membership in professional
organizations, etc.

Click “Save and Add Another” button.

Follow steps #1 and # 2 to enter additional
information.

Click “Save and View Application” button.

legal right to work in the United States? Yen

What is your highast lavel of education? Some Collage

Preferences Edit Preferences

Preferred Salary:

Are you willing to relocate?

Types of positions you will accept: 5 .
Types of work you will accept:

Types of shifts you will accept:

Objective

Education Add Education 6
Work Experience Add Work Experience

Certificates and Licenses Add Certificates or Licenses //

Skills as:_d_sﬂg

office Skills Edit 8
Typing: 0

Data Entry: 0 /

Additional Information Add Additional Information

References Add Reference

Resume Edit Resume

Text Resume

Attachments Add Attachment(s)

Employment Application

Welcome, Halp Logout

Police Patrol Officer - Application process steps:
@
lob Application Agency-wide

Questions

Job Application » Additional Info

* Required Field
Cancel | _Save & View Application | _Save & Add Anather

Additional Information
Additional Information

== Select Additional Information == [ .

Description

cancel | _Save & View | _Save & Add Ancther | _Spell Check |

* Required Field

Village of Hanover Park | Rev. 11/2011
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HOW TO APPLY

Hanover Park
Add R f 2. Click “Save and Add Another” button.
ererences 3. Follow steps #1 and # 2 to enter additional
references.
1. Click on the “Add Reference” link and enter your 4. Click “Save and View” button.

references information.

Employment Application
Employment Application Welcome, Melp | togout
Welcome, _melp | pogout | Hain Menu Application Status My Account
| | My Account Police Patrol Officer - Application process steps:
L] @
Police Patrel Officer - Application process steps: Job Application uﬁmﬁ
(1] @ Job Application = Referances
Job Application  Agency-wide * Required Field
Questions
PR Cancel | _Save & View | _save & Add Another |
* Required Field References
Complete your application by scrolling down and adding your information. When you are finished Bk Tipe ®
entering all of your information (such as education, work history, certificates, etc.), click on the Personal reference '@ professional reference
butten belew to continue. * Firgt Name
Go to Step 2: Agency-wide Questions “Last Name.
Title
I
Contact Information dit Ce t Informati * Bhone Number
Name: Zoe Lee  Address: 1000 Bark Ave Email
Hanover Park, Ilinois 60133 I
E"”a:l- ) ) Address 1
Notification Preference: Email [
Home Phone: Altemate Phone: Address 2
Former Last Name: Month and Day of Birth: 02/26 [
Personal Information Edit Personal Information f“*
Driver's License: Yes, llinois , L123-4567-8910 , Class B oy
Can you, after employment, submit proof of your Yes \ == Select State == =]
legal right to work in the United States? in Coda
What is your highest level of education? Some College
Preferences Edit Preferences
Srefarredt Satay: Cancel | _Save & View Application | _Save & Add Ancther
Are you willing to relocate?
* Required Field
Types of positions you will accept:
Types of work you will accept:
Types of shifts you will accept:
Objective
Education Add Education
Work Experience Add Work Experience
Certificates and Licenses Add Certificates or Licenses
Skills Add Skills
Office Skills Edit
Typing: 0
Data Entry: 0
Additional Information
References Add Reference
Resume Edit Resume
Text Resume
Attachments Add Attachment(s)
Go to Step 2: Agency-wide Questions
* Required Field
Village of Hanover Park | Rev. 11/2011 Page 9/16
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HOW TO APPLY

Add R 2. Type your resume or cut and paste it from a text
d esume document.

3. Click “Save and View Application” button.

Resumes are optional but highly recommended.

Employment Application

1. Click on the “Edit Resume” link to enter your Weldime, e | _togemt |
Main Mapy ! Apsbcation Status My Ascount

resume. If you already have a typed resume you can

Police Patrol Officer - Application process steps:

- . “ ” e @
attach it instead of typing — See “Attach Documents o Ascatien Agence e
Job Application » Resume

section to learn how to attach files to your job Erwepp—
. . Please cut and paste your text resume here (DO NOT use HTML tags).
application.

Cancel | _Save & View Application

Resume
Text Resume

Employment Application
Welcome, _MHelp | rogout |
Police Patrol Officer - Application process steps:
L] @
lob Application  Agency-wide
Questions
Job Application » Review
* Required Field
Complete your application by scrolling down and adding your information. When you are finished
entering all of your information (such as education, work history, certificates, etc.), click on the _Cancel | _Save & View Application | _Spell Check |
button below to continue.
* Required Field
Go to Step 2: Agency-wide Questions
Contact Information Edit Contact Information
Name: Zoe Lee  Address: 1000 Bark Ave
Hanover Park, llinois 60133
Email:
Notification Preference: Email
Home Phone: Alternate Phone:
Former Last Name: Month and Day of Birth: 02/26
st s Attach Documents
Driver's License: Yes, Hinois , L123-4567-8910 , Class B
Can you, after employment, submit proof of your Yes
legal right to work in the United States?
What is your highest level of education? Some College
Preferences Edit Preferences . “ "o
oraferrad Saiary: 1. Click on the “Add Attachments” link to attach any
Are you willing to relocate?
relevant documents such as Cover Letter, Resume,
Types of positions you will accept: . .
Types of work you will aceept: Transcripts, Certificates, etc.
Types of shifts you will accept:
Objective
Education Add Education Job Opportunities
Work Experience Add Work Experience Welcome, _Help_ | _togout |
5 Application Status t
T LT ST | Manmens | Asebcationstatus |t Account
Skills Add Skills Job Application » Profile
Office skills Edit * Required Field
Typing: 0
Data Entry: 0
Additional Information Add Additional Information * File Description |
* File | Browse.
References Add Referen, WJ
Attach another file Upload
Resume Edit Resume / o
Text Resume A * Required Field
Attachments Add Attachment(s)
Go to Step 2: Agency-wide Questions
* Required Field
m/ NOTE: Only attach documents with the
following extensions: .doc, .docx, .pdf, .txt, .jpg or .tif
Village of Hanover Park | Rev. 11/2011 Page 10/16
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HOW TO APPLY

Hanover Park

Agency-wide and
Supplemental Questions

1. Answer the agency-wide supplemental questions
2. Click on “Save and Proceed” button.

Employment Application
Welcome, —telo | _vogou |
Administrative Assistant - Application process steps:
®
Job Application  Agency-wide
Questions
Agency-wide Questions

= Required Field
1f you need more than 30 minutes to complete this section click the "Save Work in Progress’
button occasionally to save your work. Typing does not extend your session. All questions marked
‘Required’ need to be answered in order to submit the application. Note: DO NOT use HTML tags
in your answers.

The purpose of the following questions is to obtain additional job related information to evaluate
you for the position you are applying for or to provide us with statistics needed to evaluate our
recruitment program as well as to prepare statistical reports required by Federal, State and local
agencies.

*1. Can you perform all the essential functions of the job for which you are applying with or without
reasonable accommodations?

ves (No A/

Save Work in Progress | Save & Proceed |

* Required Field

3. Answer the job-specific supplemental questions (if
any).
4. Click on the “Save and Proceed” button.

Employment Application
Welcome, __Help | iogout

Administrative Assistant - Application process steps:

a @
Job Application Agency-wide  Supplemental
Questions Questions

Supplemental Questions

* Required Field
If you need more than 30 minutes to compjete this section click the 'SGVE‘WDER in ngrﬁs'
button occasionally to save your work. Typing does not extend your session. All questions marked
"Required’ need to be answered in order to submit the application. Note: DO NOT use HTML tags
N your answers.

The purpose of this Supplemental Questionnaire is to obtain additional job related information in
order to evaluate your education, training and experience relative to the position you are applying
for.

“1. Please indicate your evaluation of how well you could perform the above listed task below

Create and maintail and datab licati P in Microsoft Excel
and/or Access.

I cannot perform this task
I can perform this task, but only under close supervision
I can perform this task adequately without supervision

") 1 can perform this task in an expert manner /

Save Work in Progress | Save & Proceed |

= Required Field

e-\, TIP: If you need more than 30 minutes to
complete this section click the “Save Work in
Progress” button occasionally to save your
work. Typing does not extend your session.

Frequently clicking on “Save Work in Progress”
also guarantees your work is saved in case of a
computer failure.

Village of Hanover Park | Rev. 11/2011
www.hpiljobs.org
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HOW TO APPLY

Hanover Park

5. Congratulations! You have successfully submitted

Conflrm & Smelt your your application.
Appllcatlon 6. Click on the “Logout” link.

Application Confirmation
1. Review your information carefully. Incomplete Welcome, el | _togeut |
information may disqualify your application. If you

need to modify any part of your application just click _ o .
Application for Police Patrol Click here for a printable version of the

. . . fficer is complete. pplication you just submitte
the “Edit” button next to the section you wish to Ao Beanpe el e

Confirmation

modify.
2. When you are satisfied that your application is R ————
Complete, C“Ck the "Confirm Application" button. Hanowver Park. We have received your application. You

will receive instructions by email and/or mail as to the
next step in the process.

Employment Application Hm_m The examination process may include one or more of
Welcome, _Melp_ | iogout the following: application review and evaluation,
performance test, written test, and/or oral interview
examination.

Administrative Assistant - licati 2 i o . 3
Admipistrative Assistagt - Appicatian proocess sbeps Questions asked during the examination process are

o o 9 @ based on the knowledge and abilities required to
2Job Application ﬂ!}ﬁgﬁﬂ H%ﬂﬂ—' Confirm successfully perform the job.

Confirm Application

Please review the application you're about to send for the position of
Administrative Assistant. If you need to modify any parts of your
application, just click the 'Edit’ button next to the section you wish to
modify. Once you've reviewed the application click the "Cenfirm
Application’ button to proceed to the final 'Certify & Submit' step.

Confirm Application |

Contact Infermation Edit Contact Information
Name: Zoe Lee Address: 1000 Bark Ave
Hanover Park, Ilinois 60133

Email:

Notification Preference: Email
Home Phone: Alternate Phone:
Former Last Name: Month and Day of Birth: 02/26
Personal Information Edit Personal Information

‘e Li . Yes, Ilinois , L123-4567-8910 ,

Driver's License: Class B

Can you, after employment, submit proof of your
legal right to work in the United States?

What is your highest level of education? Some College

Yes

Preferences Edit Preferences

3. READ carefully the “Certify & Submit” information.

«\, TIP: You can check the status of your
Click on the “Accept” button on the digital signature

application at any time. Go to www.hpiljobs.org
screen. — Click on “Applicant Login” and “Application
Status”. For more information, see “Check your

application status at any time!” on page 14.

Employment Application
Welcome, _telp | Logout

Police Patrol Dfficer - Application process steps:

o a o <] ®
Job Application Agency-wide Supplemental  Confirm Certify &
o Questi n Submit

Certify & Submit

By dlicking on the 'Accept’ button, I hereby certify that
every statement I have made in this application is true and
complete to the best of my knowledge. I understand that
any false or incomplete answer may be grounds for not
employing me or for dismissing me after I begin work. I
understand that I will have to produce documentation
verifying identity and employment eligibility in the U.S. T
EABIOVCE Bak understand that I may be required to verify any and all
information given on this application. I understand that this
completed application is the property of Vilage of Hanover Park and will not
be retumed. I understand Vilage of Hanover Park may contact prior
employers and other references. I understand that I must notify the Human

Resources Division of any changes in ame, address, or phone number.
Accept | _Dacline

Village of Hanover Park
www.hpiljobs.org
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HOW TO APPLY

Hanover Park

Create an Application
Ahead of Time

Updating your
Information

To save time, you can work on your application upfront
and be ready to apply for a position whenever it
becomes available.

Go to www.hpiljobs.org
Click on “Applicant Login”.

3. Follow the instructions on “Create an Account” and
“Create an Application” on page 3.

4. When a job you want becomes available, all you
have to do is to click on “To apply for the position of
— job title — click here”.

-:m::!:_

| To apply for the position of Account Clerk II click here. ‘

Create Application

Applications You've Created:

Date Created

Parks and Recreation Dec 23, 2005 (In Progress) Edit | Delete
Leadership/Management Dec 23, 2005 Edit | Delate

Tip: You do NOT need to recreate a new apphcation every tme you're applying for a position.

5. You will be given the opportunity to update your
information and tailor it as needed to the job you are
currently applying for.

7. When done, click the “Confirm Application” button.

8. READ carefully the “Certify & Submit” information.

9. Click on the “Accept” button on the digital signature
screen.

10. Congratulations! You have successfully submitted
your application.

11. Click on the “Logout” button.

You can update your information at any time. The changes
will appear on all your future job applications.

Go to www.hpiljobs.org

Click on “Applicant Login”.
Enter your Login and Password.
Click “Login”.

Ll

Login
Are you registered?

To apply online for a position, please create an account (registration is
free). If you have already created your Governmentlobs.com personal
account, please login below.

Online Employment Application Guide

Username:

Password:

Login

I Forgot My Username and/or Password

Mot Registered Yet? Create Your Account Here!

5. Click on the application you want to update.

Employment Application

Welcome, _Help | iogout |
Create Application

Applig#tions You've Created:

Date Created
Zoe's Resume Apr 23, 2010 Edit | Delete

Tip: You do NOT need to recreate a new application every time you're
applying for a position.

6. Review your information and if you need to update
any part of your application just click the “Edit”
button next to the section you wish to modify.

7. Click “Save and View Application” at the end of each
section you update.

8. When done, click on the “Logout” button.

Village of Hanover Park | Rev. 11/2011
www.hpiljobs.org
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Hanover Park

HOW TO APPLY

Check your application status at any time!

1. Go to www.hpiljobs.org
2. Click on the “Applicant Login” link.
3. Provide your login and password.

Login

account, please login below.

Online Employment Application Guide

Are you registered?

To apply online for a position, please create an account (registration is
free). If you have already created your GovernmentJobs.com personal

Username:

Password: /

1 Forgot My Username and/or Password

4. Click on “Application Status”.

Welcome,

[ o ooy

Create Application

Applications Yed've Created:

Date Created
Dee Dee's Resume Apr 26, 2010

Help Logout

Tip: You do NOT need to recreate a new application every time you're

applying for a position.

Main Menu | Search Jobs | Application Status | My Account | Logout

5. Review the status of all your applications.

Ap

plication Status

Welcome,

Help | Logout

Positions You've Applied For

You have applied for 1 position.

Job View

Title Organization Applied App. Status
Police Village of 04/23/10 View Application Received
Patrol Hanover Park, IL

Officer

Schedule

Village of Hanover Park
www.hpiljobs.org

Rev. 11/2011
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HOW TO APPLY
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Create a Free E-mail account

Yahoo — www.yahoo.com — Click on “Sign Up” and follow the instructions.

Web Images Video Local Shopping More

YAHOO’\ I \ | Web Search

My Yahoo! = Make Y! your homepage Signin | Newhere? Signlp = Have something to share?

Google — www.google.com — Click on “Mail”, “Create an account” and follow the instructions.

x
Web |mages Videos Maps News Shopping Mail more v

Google

Google Search | I'm Feeling Lucky

Hotmail — www.hotmail.com — Click on “Sign up” and follow the instructions.

£7 Windows Live

Hotmail

The efficient way to do email

w PERSONAL SPAM BODYGUARD

ONE-STOP INBOXING

(=
. HOTMAIL FOR MOBILE

TOOLS FOR YOUR BUSY LIFE. Welcome to Hotmal, Neu8Gsy

Don't have a Hotmail account? L Sign up

Get a Windows Live 1D and get ima Hotmail Messenger. Xbox LIVE - and other Microsoft senvices.
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Village of Hanover Park, Illinois
Human Resources Department
2121 W Lake Street
Hanover Park, IL 60133-4301
Phone: 630-823-5660 - Fax: 630-823-5659
www.hpiljobs.org - jobs@hpil.org

Equal Employment Opportunity.
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