Fill out the form completely

Provide one master copy

of your application, + 

one set for the hiring department 

Need copies?

Applying for more than one position today

Applying for other positions at a later date

Apply only for jobs where you meet the minimum qualification requirements

APPLINST 10/11/00




Application Instructions

Please fill out the application form completely.  If you leave blanks on the form, or if you do not attach all the required materials, your application will be considered incomplete and will not be referred to hiring departments.

When you apply for a job, please provide the Employment Office with two sets of your application materials (including your application form, resume and/or references).  One set of materials stays in the Employment Office for our applicant records.  If you meet the position’s referral requirements, the other set is forwarded to the hiring department for their review.  

If you need to make copies, there is a copy service conveniently located on the street level of this building, and several other services within walking distance.  Please let the customer service rep at the front desk review your materials before you make copies, to make sure everything looks correct and complete.

If you want to apply for more than one position now, but don’t want to fill out a new application form for each position, just fill out a single form but leave the “Position Applied For” box blank.  Make photocopies and THEN fill in the Position box with the position title of each job you want to apply for.  Remember that the Employment Office needs a set for its files, plus you will need one set of application materials to be forwarded to each hiring department.

If you might want to apply for future positions as well, consider making and keeping an extra copy or two for yourself, with the “Position Applied For” box on the application form left blank.  Then, as long as the information on your form is still current and correct, if you see a job come up later that you're interested in, you can fill in the position title and submit it.

If your application materials do not clearly reflect that you meet all the posted minimum hiring standards for a position, your application will not be forwarded to the hiring department.  For example, if “supervisory experience” is required, make sure your application clearly describes your previous supervisory duties.  Don’t assume that a review can tell from your job title that you supervised others.







OVER 

Will my application be referred?

Has my application been sent to the hiring department?

Will I be contacted for an interview?  

Has the job been filled yet? 

What else do I have to do? 

*      Skill demonstrations

*      Other forms

If you are interviewed 
Most of the time, all qualified candidates are referred to the hiring department.  But sometimes, if there are many applicants for a position, the hiring department may ask the Employment Office to pre-screen candidates and forward only the most qualified candidates.  So, even if you do meet the minimum hiring standards, you may not be referred if there are many more-qualified candidates who apply.

If you want to find out if your application has been referred for a position, you may call the Employment Office at 770-943-1666.  Please wait 3 working days beyond the closing date to call, so there is time for us to review and process your application. 

If a hiring department wishes to interview you for a position, they will contact you directly.  Please do not attempt to contact the department to ask the status of their search.  It can be annoying or frustrating to a hiring manager to field calls from applicants, so calls tend to decrease rather than increase your chances for interview.  You will only be contacted by the City if the department wishes to schedule an interview with you.  

If you want to know if the position has been closed or filled yet, watch the job posting website.  As long as the position is still listed, that means the position has not been filled.  As soon as a hiring department makes a job offer (and the candidate accepts), the listing is removed from the job posting.    If it’s still on the posting, it’s still an active vacancy.  

If the job you’re applying for requires you to demonstrate typing or other skills such as computer software proficiency, the Employment Office staff will explain the procedures when you submit your materials.  Your application will not be forwarded to the hiring department for review until you have completed this part of the application process.  

Please complete the attached forms and return them to the Employment Office staff member at the front desk.  

If you are interviewed but not selected for the position, many hiring departments will send finalist candidates a letter of regret, but this is a courtesy rather than a requirement.  

We wish you well in your professional endeavors!

