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Before you Begin:

Application Reminders

» Before completing an application, please read the entire announcement.

¢ To ensure that your information is properly submitted, be sure to click the Save button on all screens
that contain data.

¢ Carefully review your application to ensure that it is complete and accurate before submitting.
¢ All requirements must be met as of the announcement filing deadline.

¢ Online applications must be completed and submitted by the announcement filing deadline listed on
the announcement.

¢ You must complete your application in detail. Your score may be based on a comparison of your
background with the job requirements. Failure to complete your application properly may cause you

to be declared ineligible or may lower your score if your application is your test paper.

¢ If supplemental documents are required, please upload them with your application or submit them
within five business days of submitting your online application.

Veteran's Preference

Applying for Veteran’s Preference:
e |f you have established veteran’s preference since April 1, 1980 no further action is needed. Otherwise,
complete a veteran’s preference claim form and include the required documents.

e Claim forms are available on our website at www.state.nj.us/csc.
=  Completed forms should be mailed to the Department of Military and Veteran’s Affairs
(DMAVA).

e For more information, visit their website at www.state.nj.us/military or contact them at 1-888-865-3387.

Processing Fees for Veterans:
e In accordance with Public Law 2010 c. 26, Veterans pay a reduced processing fee of $15.00 if
= Veteran's Preference with the DMAVA (as defined by NJSA 11A:5-1 et seq) has previously been
established or
= DMAVA has approved a claim at least 8 days prior to the issuance of the eligibility list.

o Please note this reduced fee does not apply to Public Safety titles.


http://www.state.nj.us/csc
http://www.state.nj.us/military
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Getting Started

By accessing the Civil Service Commission’s website at www.state.nj.us/csc/ and clicking “Job Announcements
and Testing Information”, you will have the ability to search various job announcements and read employment
information about the State of New Jersey.
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http://www.state.nj.us/csc/

Search Job Announcements

Click this link to view announcements that are open to the public.

lick this link if you are a current State, County or Municipal Government employee with permanent status.

Cheistin o LLGovernor Kien Guadagne
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Job Announcements and Testing Information

J““ SEEKERS Job Announcements for the Public

».About Public Service An Open Competitive Job Announcement |s an imtation for the publ to compete 1 3omRsarRon . D
+ Overview and Job for existing and future job vacancies in a State, County or Municipa/govemment job Jene
Announcements ) the. To better understand the process of obtainng careers for Jersey's Pubkc ' Elgbity Lists

ce piease wisit the JJob Apphcation Process

Chck here 10 view al of our open @

sovernment Employees

+ Testing Facily nioematon

Promotional Announcements for Current

A Promotional Announcement 1s a notification of @/ current or anhicipated vacant position for permanent State, County or
Musicipal government employees

+ For Veterans

. y o mm.nﬁwﬂrxnmnrﬁlm@
CurrenT EMPLovEEs

APPOINTING AUTHORITIES Intergovernmental Transfer Announcements

AND EMprovins An Intergovernmental Transfer Anncuncement 1s an imatabon for permanent State, County or Murscipal Government
employees or vl senvice employees who have been laid off 10 &pply for a job within another jurisdction

Asour Us

* Click here for more mfarmation

I Civil Service Testing and Evaluation Methods

Applying for a Civil Servce examnation? Learn more about the types of examinabons the Cowl Service Commission's
administers and the evaluahon methods we use

non methods

E’ s . Contact Us | Privacy Notice | Legal Statement & Disclaimers | Accessibliity Statoment a)

Statemce Natome | Servews A5 Z | DesartrentsiAgences | FAGY

Coppright © State of New Jersey, 1996 - 2011
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View Open Competitive Job Announcements

On this page, you can sort the job announcements according to job title, jurisdiction, issue date, closing date, etc.
by clicking on the up/down arrows. Click q:o obtain the entire announcement, which lists all requirements.

/ f ’ } Now Jorsey
¢ Civl Service
Commiasion Job Announcements

CLOSE WINCOW | NJCSC HOME |

The New Jersey Civil Service Commission updates this page daily. Note the closing NEED HELP ?
date for submitting applications. If the announcement is opened to residents of
more than one jurisdiction, the/eligible list will be ranked according to that » Job Apgplication - Tips and Techniques
sequence. Click here for additional information.

® DAS User Guide

Most Announcements will remgain on this page for at least two weeks. Filing
instructions are provided with/each announcement and state how and where to
apply. Click on the icon in the/list below to obtain the complete Job Announcement.

If you file an application and are not a resident of the jurisdictions(s) listed in the
"Open to residents of” field/on the announcement, you will be found ineligible and
your application fee will n6t be refunded.

Customer Care and T¢chnical Support: If you are having difficulty submitting
your application online,/customer care and technical support are available during
regular business hours, 8:00 a.m. to 4:00 p.m. EST, Monday - Fnday, excluding
holidays and emergeficy closings. Please email: OAS.support@csc.state.nj.us or
call (609) 292-4144. Please note that application support requests received outside
regular business holrs on the closing date will not change the application filing
deadline so PLEASE FILE EARLY.

@ Show All Job AAnouncements

0 Refine Search Result With Job Title Name

Showing All Jobs Announcements ( 51 )

syfhbol & title ¥ jurisdiction & open to residents of issue date 4w Closing date &
% 021R  Maintenance Supervisor Bergen County Bergen County 11/12/13 12/03/13
@ClﬂlBR Senior Data Processing Systems Essex County 1) Essex County; 2) 11/12/13 12/03/13
Programmer Bergen County, Hudson

County, Morris County,
Passaic County, Union

County
% C1l018R.  Security Guard Hunterdon County  Hunterdon County 11/12/13 12/03/13
% M1020R. Library Director Fairview 1) Fairview Borough; 2) 11/12/13 12/03/13

Bergen County; 3) Essex
County, Hudson County,
Pas=aic County

% C1017R. Records Manager Union County Union County 11/12/13 12/03/13

Tip -

Job announcements are added on a regular basis. If you do not see a title in which you are

interested, please check back.

we



Applying for a Job

If you are interested in, and satisfy the requirements listed on the announcement, click this link to begin the
application process.

£ s
Commission Job Announcements

) back

% printable version

Symbol: C101SR
Title: SENIOR DATA PROCESSING SYSTEMS PROGRAMMER

Issue Date: 11/12/2013 Closing Date: 12/02/2013
Jurisdiction: ESSEX COUNTY Salary: £5/,208.00 - $79,111.00 Per Year
Num. of Positions: 1 Workweelk: 35 Hours per week
Application Fee: $25.00

OPEN TO RESIDENTS OF:

1) Essex County; 2) Bergen County, Hudson County, Morris County, Passaic Lounty, Union County
REQUIREMENTS:

EDUCATION: Graduation from an accredited college or university with /Bachelor's degree.

NOTE: Experience in the study of work methods and processes, analyéis of varied types of data, design and preparation
of systems and programs, operation of multi-programming computer/systems and work in the data processing support
areas of input/output control, scheduling or reliability support may be substituted for the required education on a year-
for-year basis with one (1) year of experience being equal to thirty (30) semester hour credits.

EXPERIENCE: Three (3) years of comprehensive experience iy the generation and maintenance of operating systems
software.

NOTE: A data processing certificate from a business or EDF school ma
vou are substituting a certificate for some of the required gxperience
application. Failure to do so will result in ineligibility.

If your session expires, you will

) ) . L need to return to this page and
LICENSE: Appointees will be required to possess a dyfver's license w

rather than employee mobility, is necessary to perfo/m the essential

click here to begin a new session.

IMPORTANT INFORMATION:

NJAC 4A:4-2.3(b) states that all requirs
Online applications must be completed and submitted by 4:00 p.m. on #{e closmg date listed above.
You must complete your application in detail. Your score maytie based on a comparison of your background
with the job requirements. Failure/to complete your applicatién properly may lower your score or cause
you to fail.
4. If an employment list results froph this announcement, it ma¢ be certified to fill full-time and part-time positions.
5. If the announcement is open to/residents of more than gré jurisdiction, the eligible list will be ranked according to
that residency sequence. Pleaée click here for additiopdl information
6. Effective September 1, 2011/ the New Jersey First p€sidency law was enacted. Please click here for additional
information.
In accordance with Public aw 2010 c. 26, Vg

W

£rans pay a reduced application fee of $15.00 if they have previously
AVA (as defined by NJSA 11A:5-1 et seq) or their claim is approved

During the application process, you will be asked to provide contact information, previous and
current work experience, and payment information. It would be helpful to gather this
information before beginning the application process.
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User Account

You must establish a User Account by creating a User ID and Password. Record your User ID and Password in a safe
place so you can access your account in the future. If you are a first time user, click on this link to begin the
process.

\ Stare oF New Jenssy : : : P
@ Crvir SErRVICE COMMISSION @n“ne PQUCBIIOH S,xs_tem

User Account

Thank you for choosing the New Jersey Cwvil Service Online Application. Once you complete/and submit your applicaton, you will
receive a receipt confirmation e-maid from the New Jersey Civil Service Commission. Please be sure to type your e-mail
correctly and check your junk e-mail folder if you do not receive a receipt confirmation e-mail upon submission of your
application.

Are you ready to begin your apphcation? You will now be able to submit your supporting documents with your onine appication,
Please have all your documents ready to submit prior to beginning your applicatign.

e If you are a new user, please dick on the "Not Registerad” link below.
e If you are a retuming user, please enter your User 1D and Password, and chck Sulprmit

Note: You will have approximately 40 minutes to complete and submit your application
After that bme you will be logged out of the Online Apphcation System
If you are logged out, retumn to the announcement and chck on the Onkne Application ink to resume.
Any information you have not saved at that time wil be lost

]

| {Case sensitive)

User ID: |
Password: |

&\~\

| Submit |

Forgot vour User ID or Password?

Povacy Natice Contact us

D State of New Jersey Zivil Service Commission

*Please note that the personal data entered through this process is safe. You can access the Privacy Policy by
clicking here.

Tip =
p If you are a returning user and cannot remember your User ID or Password, click on the
“Forgot your User ID or Password?” link. Be sure to use the same email address you used when

you established your user account. Also, note that password is case sensitive.

e



User Account (continued)

You must provide all requested information to establish a user account. Use this link if you have any questions
about completing your online application.

i e SRS Oniine Applicatisg System

Contact OAS Support

\\_,/ (:I‘\’ll

User Account
First Name: John
Middle Initial: M Please read this important
Last Name: Smith | message regarding using
social security numbers versus
Suffix: Select ¥ . .
a unique Applicant ID number.

SSN: H0-ME-1E —\,.-
Your Social Security Number (SSN) wlill be kept confidential and will be used as your Applicant 1.D.
number to identify and track all of your records and transactions associated with the application and
testing process. Collecting this data is permissible under NJSA 11A:4-1, but its submission is voluntary.
If you do not provide the SS number, 2 unigque identification number will be assigned to you. However,
once assigned, you will be responsible for remembering it for any inquiries you may have conceming
your application or the testing process. It is extremely Important that you keep a careful record of your
unique identification number. That number will be required whenever you contact the NJCSC concerning
your record.

You must provide your Social Security Number In order to receive New Jersey Civll Service
Commission (NJCSC) Veteran'’s Preference for this and any future New Jersey Civil Service Commission

announcemaent.

E-mall Address: johnmsmith@anycarrier.com
User ID: johnmsmith (Up to 10 characters)
Password: seseee (Password Is case sensitive )l You will be asked to
Confirm Password: sesnne select a security
Security Question: In what city was your high school? v uEse, (1780 forget.

e your password, you will
Sacurity Answar: Main Towr{ be able to retrieve it by

answering the question.

After completing the information, click Save and Continue . You will receive an email notification informing you
that your account has been created. Please note that this only confirms that you have created a user account, not
that you have applied for a Job Announcement.
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Creating an Application

Contact Information

You will begin the application process by providing your contact information. Once you have provided all required
information, you will be able to proceed by clicking on one of the buttons on the bottom of the screen.

A

User Accourt Apgiication Pay Confwm

T Contact Iomation 3 £E0 | Preferences | Education | Traiing || irtemsiip | License | Experence | Paymert |

Closing Date: Symbol: Title: Applicant 1D:
05/21/2012 PS0029] | CLERK TYPIST W --1234

Last Name: First Name: M.1: Suffix:
Smith John M

INSTRUCTIONS: Frovide all information requested and insure that all information is acaurate and complets. No additional
information may be accepted after the last date for filing appliations has passed.

Security Number, return to the User Profile and update this number.
Veterans Preference:

Check this box if you are claiming veterans preference for this examination. Click here to see if
| your service qualifies you for New Jersey Givil Service Veterans Preference and to get a Qvil Service
Veterans Preference Claim Form.

Please note that any

field marked with an
2 E-mail Address:

iohnms mith@anycarrier. com |

« Mailing Address 1 (max 20 characters):
[122 Main Steet |
Street address, P.O. box, company name, ¢/0
Mailing Address 2 (max 20 characters):

asterisk (*) is required.

Apt. A

Apartment suie, unit, builiing, floor, efe.

o City: +*State: «Zip Code:
Boown THE 24|

Residence: This section is used to determine your residency code First, find the county, and then the spedfic town,
borough, city, or township in which you reside, NOTE: Applicants who live outside of New Jersey will automatically be

assigned the residency code of 0000,

2 County: »City: Residency Code:
tianfic id Absecon Cily ~| 0101

sDaytime Telephone Number: Aternate Telephone Number:

(609)555-1212

| Saveand Qontinue | Saveand Bit | Cincel andBat |

Save and Continue Save and Exit
Saves your work Saves the entered
and moves you to information and
the next screen. exits the application.

Please go to page
The above Applicant ID Number has been assigned to you. If you wish to provide your Social s important information
regarding Veterans Preference

—_ ]

w:n
|

to read

Cancel and Exit
Exits application without
saving any of the entered
information.
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e
EEO

This screen contains information that is used to comply with EEOC Guidelines and the NJ State Affirmative
Action Program.

Click on the radio button(s) to make a selection.

Stare oF New Jersey

1Y) CiviL SErvice COMMISSION @n“ne /APP“CB“OF‘ S}fs‘tem

Contact OAS Support

Application
AEplicatlon for Open Competitive Examination
Contact Informatio Preferences l[ Education ][ Training " Imernship ” License ” Experience " Paymem J
Closing Date: Symbol: Title: Applicant ID:
06/14/2012 M0427P ADMINISTRATIVE CLERK KXK-XX-1234

BACKGROUND DATA:

(Completion of parts A and B is voluntary. The information is used to comply with EEOC Guidelines and the N.). State Affirmative
Action Program.)

A. Select Your Ethnic Member Group:

Black White Hispanic Asian ® American Indian or Alaskan Native

B. Gender:

© Male Female

C save and Continue )|  Saveand Exit ||  Canceland Exit |

N

After completing the information on this page, select “Save and Continue” to advance to Preferences Screen.

Tip :

If you do not have any information to provide on a screen, you can navigate through the
process by clicking on the Tabs.

Co ©



Preferences

Testing Center

Preference
Indicate the
county In WhICh  #Test Center Location Preference:
you would like to
be scheduled to Camden Mercer Essex Monmouth Atlantic Bergen
take an | 7ADA Assistance:
examination, if 1 Check this box if you require any auxiliary aid or reasonable accommodation to take this test. ADA
oneisrequired. information
//
//
ADA i *Work Location Preferences for State Positions: Check the box(es) for all counties in which you will accept
employment,

Accommodations Atantic Camden Essex Hunterdon Monmouth Passaic Sussex
If you are Bergen Cape May Gloucester Mercer Morris ' Salem Union
requesting an ADA Burlington - Cumberland Hudson Middlesex Ocean Somerset Warren
accommodation,
click this box. - -

/  Saveand Exit | Cancel and Exit

/

Work Location
Preferences
This box will only appear if you are filing for a State government posi
next screen if you do not choose at least one location.

ion. You will not be able to proceed to the

Please be sure to click “Save and Continue” to advance to the Education Screen.

e



Education

Please provide all educational information requested. List all colleges, universities and/or graduate schools that
you have attended.

Example 1: This section asks you to indicate the highest level of education obtained. If you click Less than High
School or High School Diploma or GED, click Continue to advance to the Training Screen. If you click any other
choice, you will be required to provide additional information as noted in Example 2.

Example 1:
Conmtact information EEO ] Prefarences _[ Training ]l Internship I License l Expenence H Paymeant ]
Closing Date: Symbol: Title: Applicant 1D:
12/31/2012 $9955p DATA PROCESSING PROGRAMMER 2 000200130
=
» Education (Indicate the highest level Diploma or Degree you have earned):
Less than High School High School Diplama or GED Some College but no Degroe
AssoGates Degree Bachelor's degree Master's Degree
Doctorate
Contnue Cancel and txot
|
s Education (Indicate the highest leved Diploma or Degros you have earmed):
Less than High School High School Diploma or GED * Same College it no Degres
Associates Degree Bachelor's degree Master’'s Degree
Examp|e 2: Doctorate

Education: Lt sny coleges, unversies and graduste schools you have sttended  Forewgn degrees/transcrpts must be
evauated by » recognred evatuation service.

*Name of College: » Location of College:
ﬁ | ?. |
*Major Couese of Study:{ mas S0 char o)

*Dates Attended:

From: ! (MM/YYYY) To: |/ (MM/YYYY)

»Did you grisduate? » Type of Degree Farnod:
Yes - No

Date of Graduation: *Number of Credits farned:

(MM/YYYY) \

Chek the Save Education button belore proceedng or your information will be bost,

Cantnue Canced and Exs

Please be sure to click “Save Education” to advance to the Education Summary Grid.

10



After saving your education information, you will see the following grid which allows you to:

e Add more Education
Stare or New Jersey @n l A R e >
Civir SErvICE COMMISSION nline A\pplication Jystem
Contact OAS Support
Application
Application for Open Competitive Examination
[ Contact Information " EEO " Preferences Training ” Internship " License " Experience ” Payment
Closing Date: Symbol: Title: Applicant ID:
[ Edit your Education 06/14/2012 M0427P ADMINISTRATIVE CLERK - -1234
P —
[Q_Add More Education....0 |
Update Name Location Dates Dates Type of Major Course Date of Number of |Delete|
of of Attended Attended | Degree of Study Graduation Credits
College College From To Earned Earned
The | \ T 1
Anytown, | | |Business |
< ‘:‘:(J)Hege OfiNJ i09/2(.\01 106/2005 BA ladministration i06/2005 130 @
Continue J Cancel and Exit
——

e Delete the Education information you
entered.

Once you have provided all information, click “Continue” to advance to the Training Screen.

11



Training

Provide any business, vocational, technical and/or military schools that you have attended.

Stare oF New JErsey

Civir SErvICE COMMISSION @n“ne AQQ“Ca.thn Sv),l's.tem

Contact OAS Support

Application
Application for Open Competitive Examination
I Contact Information ” EEO " Preferences " Eduutiorﬁnternship “ License " Experience ” Payment
Closing Date: Symbol: Title: Applicant ID:
06/14/2012 M0427P ADMINISTRATIVE CLERK HAK-HH-1234

OTHER SCHOOLS OR TRAINING COURSES: Include business, vocational, technical, and military schools you have attended that

are related to the title for which you are applying. If you are currently attending this training, enter the current month and year in
the Dates Attended To section. 7\

Location of S¢hool/Training Facility:

Name of School/Training Facility:

Training Academy Anytown, NJ

Subjects/Courses: Dates Attended:

Business From: 04/2012  (MM/YYYY) T (MM/YYYY)
d Per Week: Did you complete the program?

@ Yes ' No

Save Training | Cancel

Click the Save Training button before proceeding or ye@r informa >2ve [raining k.

< continue ¥ Cdncel and Exit |
<7/

Please be sure to click “Save Training” to advance to the Training Summary Grid.

If you do not have anything to enter on this screen, click “Continue” to advance to the Internship Screen.

12



After saving your training information, you will see the following grid which allows you to:

e Add more Training

e Edit your Training

\ Stare or New Jersey
Crvir SErvice COMMISSION

Oniine Application System

Contact OAS Support

Application

Application for Open Competitive Examination
ﬁlnternship || License || Experience || Payment

I Contact Information || EEO I[ Preferences ” Education!

Symbol: Title:
M0427pP

Closing Date:
06/14/2012

ADMINISTRATIVE CLERK

Applicant ID:
XOO-XX-1234

Add More Training... | >

Location Subjects/Courses Dates

Dates Hours Did you Delete

Name
of of School Attended | Attended Attended complete the
School From To Per Week program?
Yes/No
Training  Anytown, [
[l Business 04/2012  06/2012 20 ves
———
C__ Continve D cCanceland Exit |

e Delete the Training information
you entered.

Once you have provided all information, click “Continue” to advance to the Internship Screen.

13



Internship

Provide any information regarding internships you have completed.

State or New Jersey

CrviL SErvicE COMMISSION @n“me AQQIiCaI.iQn‘ S);S.tem

Contact OAS Support

Application

Application for Open Competitive Examination
| contactinformation || EEO | Preterences | Education || Trainin

Closing Date: Symbol: Title: Applicant ID:
06/14/2012 M0427P ADMINISTRATIVE CLERK PHH-H-1234

License " Experience ” Payment

INTERNSHIPS: List any internships you have completed that are related to the position for which you are applying. If you are
currently completing this internship, enter the current month and year in the Date To section.

Type of Internship: Location of Internship:

Helper Anytown, USA

Dates of Internship: Number of Hours Per Week:
From: 12/2011  (MM/YYYY) To (MM/YYYY) 5

Was it part of a college curriculum?
® ves ' No

Supervisor Name: Supervisor's Phone Number:

John Doe (609)555-1212]

[ Save Internship ][ Cancel

Click the Save Internship button before proceeding or your information will be lost.

< Continue |  Cancel and Exit |

i

Please be sure to click “Save Internship” to advance to the Internship Summary Grid.

If you do not have anything to enter on this screen, click “Continue” to advance to the License Screen.
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After saving your internship information, you will see the following grid which allows you to:

Add more Internship

Edit your Internship

State oF NEw JERSEY
CrviL SErvice COMMISSION

Oniine Application System

Contact OAS Support

Application for Open Compe

Title:
0

nation

[ Contact Information ][ EEO |[ Preferences H Education ][ TrammLE}ense " Experience ][ Payment
losing Date: Symbol:

/14/2012 M0427pP ADMINISTRATIVE CLERK

Update Type of

Location of Was it part of

Internship Internship a college

curriculum?
Yes/ No

Dates of Dates of Number
Internship | Internship of Hours

From To Per Week

Applicant ID:

KHH-HH-1234

Supervisor Supervisor |Delete
Name Phone

Number
Helper IOV veg 12/2011 06/2012 5 John Doe 6095551212
————
Q Continue 1 Cancel and Exit

e Delete the

Internship

information you entered.

Once you have provided all information, click “Continue” to advance to the License Screen.
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License

Provide any information regarding licenses, certification or registrations that you possess.

S w New Je 2 a a Q
Stare oF New Jersey @nllne Apgilcatlon S};Stem

J Civir SErvice COMMISSION

Contact OAS Support

Application

Application for Open Competitive Exam ion
I Contact Information “ EEO " Preferences ]I Education ” Tralnmg " Interns xpenence ” Paymenl
Closing Date: Symbol: Title: Applicant ID:
06/14/2012 M0427P ADMINISTRATIVE CLERK HOX-XX-1234

LICENSES/CERTIFICATIONS/REGISTRATIONS: List any licenses, certifications or registrations that you possess which are
related to the position for which you are applying. If your license, certification or registration does not have an expiration date,

enter the month, day and year of the date you submit your application in the Expiration Date section.

Type of License, Certification or Registration: State of License, Certification, or Registration:

N [~]
Original Issue Date:

piration Date of Current Litemse, Certification, or Registration:
05/14/2011 (MM/DD/YYYY) 06/14/2012 (MM/DD/YYYY)

License, Certification, or Registration Num

|r Save License ?[ Cancel J

Click the Save License button before proceeding or your information be lost.

——

Continue

Please be sure to click “Save License” to advance to the License Summary Grid.

If you do not have anything to enter on this screen, click “Continue” to advance to the Experience Screen.
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After saving your license information, you will see the following grid which allows you to:

e Add more Licenses

(!& (‘\I'l?l'l(?:‘x:ll:::“('_'cm MISSION Qﬂ“ﬂg AQB&C.&I&(OJ\ Sp(em

Application for Open Competitive Examination
] Costact Infonmation ][ EEO ] Preferances ][ Education l[ Training “ Intwrnship Expariance l Payment ]

Closing Date: Symbok: Tithe: Apphcant 10D:
12/31/2012 S9955pP DATA PROCESSING PROGRAMMER 2 W00 - 1204

e Edit your Licenses

State of License, Onamal fxpiranion L
Cattification, o Iasuie Dute Current 4
Registratain Reqgutration Cantdicato Regumtration
Regintin Numbey

Taxpayers 05/14/2011 06/14/2012

e Delete License
information you entered

Once you have provided all information, click “Continue” to advance to the Experience Screen.
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Experience

Provide all employment information (not just your current employment information). If you have multiple
experiences, make sure that you provide each one separately.

/

Application for Open Competitive Examination

| Comuctmpurmunon | 20 || sveturemces || toucomon || vomng || ssmonsin || Cennne

Closing Date: Symbaol: Tabe: Applicant 10:
11/02/2012 co91epP ASSISTANT ENGINEER W21 25

tmploymant Record: You may be declared melgitie or you may not recess proper credd for sconng purposes # you do met
wvopery complete your acolication. If yvou held déferent posbons with the same smgloyer, 1st each postion separately. Make
sure you give ful dates of employment (manth/year), indcate whether the job was full or part time, and the number of hours

worked per weelke If you ave cwrently employed in this postion, enter the currest menth and year in the Employed To

If you do not supervis

enter 0 in these fields.

section, Since your appiicabon may be your anly test paper, De sure £ @ tomplets and Faikrn to complote your
splcaton propedy may cause you 1o be dedared nelgitis, lower your scare, of possitly you o fad,
Nama of Employer: Address of Emplayar:
ASCD Sotware Angtoan, US
Tithe of Position! Dates Employed:
As3istant Engnaer From: 062011 (M yyy) € I02012 D (MM/YYYY)
Full Time Posttion > Number of Hoars Worked Per Wosk:
¥ Yes  Ne 3
Number of Stall Hembers You Sepervise:
Professional Staff: Support Stalt:
L7
LMt the major Fmed in this position, i order of mportance: (Mote o mas i uf 080
ha T Wil be saved, 11 you copy/peste, sl of yuwr mfarmatisn may notl he savwil. )
el
ey this
cha
Supervisor's Name:
Wy Suganis
Supervisor's Phoas Number: Supervisor's £-Mad Address:
005551212 mysuperdsor@atcasofware coml

(Sevetrperiecce || Concal

You can copy and paste into

text box, but keep in

mind that only 2,000

racters will be saved.
R R

Click the Save Experience button before proceeding or your iMuﬂiﬂn will be lowt

Cancal and Ext

Please be sure to click “Sa

e Experience” to advance to the Experience Summary Grid.

If you do not have anything to enter on this screen, click “Continue” to advance to the Payment Screen.
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After saving your experience information, you will see the following grid which allows you to:

Tip_

f 4400 M

Add more Experience

Edit your Experience

<L Statr ow Now Jansas
@('nu Seavice Cosmssios @\WWWW
 Saimms ot 5 =

Application for Open Competitive Examinatl

[ Comant wewmanes | 160 | Frovrences | bewsenen | treewng | meermns | Gves yom |
Chsang Date! Syt L
08/ 1472012 MO P ADMINISTRATIVE CLENK HAHHH ] 0

e Delete the Experience
information you entered.

Once you have provided all information, click “Continue” to advance to the Payment Screen.

your session “times-out” you will need to return to the job announcement that you

are applying for, and click on the “click here to apply” link (see page 4).
That will lead you back to your online application.
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Submitting Supporting Documentation

For some announcements, you will have an opportunity to submit supporting documentation during the
application process by clicking on this link:

Applicatic}n\for Open Competitive Examination

| Contact Information || EEO || Preferences \INducation || Training ” Internship ” License || Experience __

Closing Date: Symbol: Title: Applicant ID:

CODE ENFORCEMENTNQFFICER/CONSTRUCTION
OFFICIAL/ZONING OFFICER XXX-XX-1234

11/30/2012 C2416P

To view or print your application form, click here.

To submit your supporting documents with your online application, click here.

You will be able to classify your documents and determine the method of submission from this screen.

£
7 A Sutare or Now Juessy : . < S
\\'\_&/’\ Civie Service COMMISSION @n“ne AQQJI.CEI[IQD stfem

CSC dasshies documents based on the folowing four Content Types:

Education which ncludes College Transcripts, Foregn Degree Evaluations, and Diplomas
Licenses and Certifications

Resumes

OAS Supporting Documents which ncludes Fee Exemption and other documents

You may submit your supporting documents by selecting one of the following options:

L. Ondne Submussion
2. By Mai

Close Window

@ State of New Jersey Civil Service Commission

There are 2 options for submitting supporting documentation: Online and Mail.
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Uploading Supporting Documentation Online

Once you upload a document, the Document Summary Grid will appear. As you upload additional documents, they
will appear on the grid. You will be able to print a copy of the grid for your records. You cannot delete documents
once they are uploaded.

Once you upload a document, it will become part of your record. If you submit future applications, you will not
have to upload the same document again.

O\ State oF NEW JERSEY . . ~ Q
J Crvir SErRvICE COMMISSION @n“me APB“-Ca-t'Qn SMS.t.em-

Upload Supporting Documents

CSC classifies documents based on the following four Content Types:

Education which includes College Transcripts, Foreign Degree Evaluations, and Diplomas
Licenses and Certifications

Resumes

OAS Supporting Documents which includes Fee Exemption and other documents

Before uploading documents, ensure that you have saved the documents as either .doc, .docx, .pdf, or .tif. ONLY these file
types are acceptable. Next, select the Content Type of your document. Find the file by clicking on the browse button. The
name of the file will then appear. If this is the correct document, click the upload button. If you have additional documents
to submit, repeat this process until you are finished. Itis not necessary to upload the same document multiple times. Once
you have uploaded all your documents, click "Back" to return to the application.

The maximum file size is 4MB.

Content Type: [Select] v
Attach File: Bicaa=

You have uploaded the following documents:

|Candidate Sample [Resumes ,2007 resume.doc 10/24/2012 1:44:13 PM

————[—

To print this record of your uploaded documents, click here.

Once you have completed the upload process, click Back to return to the application.
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Mail Submissions

Select the appropriate
Content Type and
Document Type and click
print.

This cover page must be
printed and mailed with
each document.

Each content and
document type s
assigned a unique bar
code which, when
scanned by the

Civil Service Commission,
connects your documents
to your application. This
is the reason you need to
print a separate cover
page for each.

Stary or New Jessex

Crvie Service Commission inme AQQ“(&“QH Sx.s(em

Cover Page for Mail Sebmissions
New Jersey Civll Service Commission
Online Application System

Print cover page

» Content Type: Education v
+ Document Type: College Transcrot -

You nead 10 peint & cover page for aach Content Type

CSC classfies doownents based on the folowing four Content Types:

Education which incdudes Colege Transcrpts, Foregn Degree Evakiations, and Diplomas
Licenses and Certifications

Resumes
OAS Supporting Docaments which indudes Tee Exemption and other documents

Pt | Glose Window

D State of New Jersey Ol Service Commission

.\'-‘ Sarr or New Jensny A >
) Civie Sevice Commission @nlme AQQ“CG[!OD System

o~

Back

F9211516-C67C~44C9~99EE~C7395D313769

Cover Page for Mail Sebmissions
Neow Jersey Civil Service Commission
Online Application System

Profile ID: 7716

Application ID: XXX-XX-1254

Name: Condidate, Sample

Symbol: M9963P

Title: Senior Account Clerk

Content/Docament Type: Licenses and Certifications

Instructions -

Please use this cover page for submitting your documents, Please do not use the same cover page for any other Consent or
Document Types.

Please place this cover page on the top of your documents. If you are submitting muluple documents, you only need one cover

page.

The Ouline Application System maillng address is:
NJ CSC

OAS Documents

PO Box 321

Trenton, NJ 08625




View or Print Your Application

This is your opportunity to review the information you have provided to determine if you need to make any
changes/updates/additions. If you do, click on the tab for that area. If you do not, and want to print a copy for
your records, click on the print button.

Application for Open Competitive Examinatio

[ Contact Information ‘[ EEO ” Preferences ]\‘ Education " Training " Internship " Li}ur{][ Experience [@l

Closing Date: Symbol: Title: Applicant 1D:
12/31/2012 S$9955P DATA PROCESSING PROG R2 H0-XM-1234

To view or print your application form, chick here.

Before you proceed to the payment process and submit your application, did you carefully review:

¢ the residency requirement of the announcement to make sure you meet this requirement as of
the closing date?

¢ the announcement to make sure you meet all requirements (education, experience,
license/certification, etc.) as of the closing date?

¢ each section of your application to make sure all of your information is complete and accurate?
e the announcement to see if additional documentation is needed?
Please note that once you submit your online application and application fee, you will not be able to go back to the

application to add or modify your information. Your application fee cannot be refunded after your application is
submitted.

Tip
If you do not have access to a printer, you can copy and paste your application into a
word document and then save it for your records.
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Prior to proceeding to the payment section, please read the following. After reading, if you click “Yes” you will be
able to make a payment and submit your application. If you click “No”, you will be returned to the main menu and
your application will not be processed further.

I certify that the information I have provided in this application is complete and accurate.

Warning: The New Jersey Civil Service Commission (NJCSC) may refuse to examine, or certify after examination,
any applicant who makes a false statement of any material fact per NJAC 4A:4-6.2.

I understand that my application may be released to the Appointing Authority for the purpose of verifying
information with regard to my qualifications.

I understand that once I submit my electronic application, I will not be able to make any changes to it. Any changes
or additional information must be mailed to the NJCSC by the announcement closing date.
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Processing Fee

You can select one of the following payment methods. Please read the information provided below.

Payment Method

You are almost finished! Please enter your payment information.

Learn more about payment options.

Application Summary

Application Fee: $25

Title Name: DATA PROCESSING PROGRAMMER. 2
Symbol: 59955P

Closing Date: 12/31/2012

Department: SOUTH WOQDS STATE PRISON

Please Select Payment Type

@ Credit Card © ECheck © Pay by Mail © Fee Exemption

) et Semncx Conmmons Qniine Applicatinn Sysiem

Accepted Payment Method

For open competitive
announcements only, you
may qualify for a fee
exemption.

* VISA, MASTERCARD, DISCOVER

o E-CHECK: An eCheck is a payment that is made directly from your bank
account. Just like a regular check, It usually takes between 3 and 5 business
days for an eCheck to clear and the money to appear in the recipient’s (NJCSC)
account. Once you've linked the payment to your bank, the paymaent Is securs.
The NJCSC gets paid but will not see your bank account detalls or what bank is
used.

+ PERSONAL CHECK or MONEY ORDER: Send a check or money order payable
to NICSC in the amount designated on the announcement. Once you complete
and submit your application you will receive a confirmation e-mail. Please print
that page and submit It with your payment postmarked within five days of
submission of your application. Do not send cash. Any check returned for
Insufficlant funds will resuit In disqualification from the selection process.

o FEE EXEMPTION: If you are currently recaiving General Assistance, T.A.N.F.,
or 5,5.1., you are exempt from paying the application precessing fee, Please
provide proof of the type of assistance you are recelving. Once you compiets
and submit it with your application you will receive a confirmation e-mail.
Please print that page and submit the required proof paostmarked within flve
days of submission of your application.

« If you are currently recelving General Assistance (welfare), you must submit
a copy of your benefits ID card or letter from the local welfare director.

o If you are currently recelving Temporary Assistance for Needy Families
(T.AN.F. previously AFDC), you must submit a copy of your ID card which
shows your case number.

» If you are currently receiving Supplemental Security Income (SSI), you
must submit a copy of your latest annual award letter or Medicaid card.

Close Window
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Once you successfully submit your application and complete the payment process, you will receive a confirmation
page which you should print for your records. This confirmation page will also be sent to the email address you
provided in your User Account.

Confirmation

This confirmation page has also been sent to your e-mail address, youremail@anycarrier.com
Print Confirmation ] Print Application Form ] Logout ]

Application Summary

Applicant Name: Sample Candidate
Confirmation Number: M9963P102470011234
Title Name: SENIOR. ACCOUNT CLERK
Symboaol: M9963P

Closing Date: 12/31/2012

Jurisdiction: WANAQUE

Date & Time Submitted: 10/24/2012 2:10 PM
Document/Fee Due Date: 10/29/2012
Application Fee: $25
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This Section is for Current Government
Employees with Permanent Status

To be eligible for an announcement, you must meet all requirements listed on the announcement. Promotional job

announcements are usually issued on the first of the month. To search for promotional job announcements within

your agency, click on your agency.

Promotional
Job Announcements

| CLOSE WINDOW | NJCSC HOME |

NOTE: To be considered eligible for a promotional announcement,

application fee will not be refunded,

within State, County or Municipal government for which you apply,

and_meet all_other
requirements listed on the announcement to take the examination, If you file an application and are not permanently
employed by the state department, county or municipal government for which you apply, and assigned to the spedific unit
scope (State government) or department (County and Municipal government), you will be found ineligible and your

Promotional Announcements for the State of New Jersey by Department:

Please choose your department:

ADMINISTRATIVE LAW

AGRICULTURE

BANKING & INSURANCE

CASINO CONTROL COMMISSION
CHILDREN AND FAMILIES

CIVIL SERVICE COMMISSION
COMMERCE / ECONOMIC DEVELOPMENT
COMMUNITY AFFAIRS

CORRECTIONS

EDUCATION

ENVIRONMENTAL PROTECTION

HEALTH AND SENIOR SERVICES
HUMAN SERVICES

JUDICIARY

LABOR & WORKFORCE DEVELOPMENT
LAW & PUBLIC SAFETY

MILITARY & VETERANS AFFAIRS
MOTOR VEHICLE COMMISSION

OFFICE OF HOMELAND SECURITY
OFFICE OF INFORMATION TECHNOLOGY

Promotional Announcements for New Jersey Counties:

Please choose your county:

ATLANTIC COUNTY
BERGEN COUNTY
BURLINGTON COUNTY
CAMDEN COUNTY
CAPE MAY COUNTY
CUMBERLAND COUNTY
ESSEX COUNTY

GLOUCESTER COUNTY
HUDSON COUNTY
HUNTERDON COUNTY
MERCER COUNTY
MIDDLESEX COUNTY
MONMOUTH COUNTY
MORRIS COUNTY

Promotional Announcements for New Jersey Municipalities:

PALISADES INTERSTATE PARK
PUBLIC ADVOCATE

PUBLIC BROADCASTING

PUBLIC DEFENDER

PUBLIC UTILITIES

STATE

STATE COLLEGES & UNIVERSITIES
STATE PAROLE BOARD
TRANSPORTATION

TREASURY

OCEAN COUNTY
PASSAIC COUNTY
SALEM COUNTY
SOMERSET COUNTY
SUSSEX COUNTY
UNION COUNTY
WARREN COUNTY

Please select your municipality from the list below OR Enter your municipality name:
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Please double
check that you

Promotional
Job Announcements

are employed in .
The New Jersey Chvl Service Commission usualy pasts Promotional Announcements on the
1st of &xh month, with the spplcation Nmg o e or dosmg date for SCcepting
appications iIndecated on each announcement, Prormr 3l ANDOUNCEMents ay remsas on
ge for throe weeks, We encourage you to check this sie on a reguiy basis for new
of smended annountesnents

the Department
and Unit Scope
before

FRNG MSLIChons aré provided with a0 anncuncement, However, 1or your iInformsbon:

proceed|ng o NIAC 4A:4-2.6{a) states that appleants for promotional exssninstion shall mes=t all
the crtena on the annowncement a5 af the clasing date
e NJIAC 4A:4-2.1{e) states that applcations for promotional exammations shal be
fiied no later than the announced fllng date, When maied, the postmark dote will be
conadened the date on which the appicaton 5 feg

EASE READ! If you e an apghcation and are hot permanently smpioyed Dy the stite
rimant, county of municipaity to which you apply, you wili be found ineligible and your
appidgtion fe= will not be refunded

onal spplcation I you 3re Interested wi apphing for &
2 be obtained from your Human
of the displayed ps " )

You Me a0 oG promo
promotons \raouncament, A promotionsl appRcation
Resourte Of, or scroll down to the &
announcement click on the Bnk

Please click the
to obtain the
entire

Below ace the PromanoNgl Announcements based on your selectuon, Chck on the icon q
n the kst to view the annogncement and obzain a promotional appication

announcement
Total Count; 1
Symbol o Title & Department &

which lists all

. Q@ PS12342  ENVIRONMENTAL  COMMERCE / Operations 10/01/2012
reqwrements. ENGINEER 2 ECONOMIC
DEVELOFMENT
v} hack

Unit Scope $ bsue Date $ Closi

NEED HELP 2
e Job Apphation - Tips and
Techniques

To view the anncencements in
z PDF foromst you will seed
the Lytest version of the Adobw
Acrolbat Header.

OO Adiilee Asinn! P xee

It you have instaled a “pop vp
hlocker™ om your compnier, the
abovn links may not work. You
may need W Wemporarily
dimabie the blockes o view thie
Information

nQ Cate g Amended &

10/21/2012

Copyright € State of New Jersey,
Civil Sefvice Commession

P.O, Box 322

Trenton, NI 08625

If you have any questions regarding your eligibility, please contact your Human Resource office.
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You must work for

Department: CIVIL SERVICE COMMISSION
Unit: 2500 OPERATIONS
to meet the first cligibiity requirement of this announcement.

If you do not meet this requirement and choose to file an application,
you will be found ineligible and your application fee will not be refunded.

If you have any questions please contact your Human Resource Office.

D &>

Back Continue

_Tlp If you file an application and are not permanently employed by the state,
department, county or municipality to which you apply, you will be found

ineligible and your application fee will not be refunded.
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If you are interested in, and satisfy the requirements listed on the announcement, click this link to begin the
application process.

Print

1 Click herg 1o file Onfine ‘)’
NEW JERSEY CIVIL SERVICE COMMISSION-STATE SERVICE ’m SISAVFROCESSING FEE REQUIRED
PROMOTIONAL ANNOUNCEMENT Make Check/Monev Order Pasabie to NJCSC
SYMBOL: PS1234Z WEIGHT CODE: *
TITLE: ENVIRONMENTAL ENGINEER 2 SALARY: $54,889.00 - $77,864.00
ISSUE DATE October 01, 2012 CLOSING DATE: October 21, 2012
TITLE CODE: 16313SFXR2 CLASS CODE: 22

DEPARTMENT. CEA/COMMERCE / ECONOMIC DEVELOPMENT
UNIT SCOPE: Z500 Operations

APPLICATIONS MAY BE OBTAINED ONLY ON LINE APPLICATIONS
FROM AND MUST BE RETURNED TO. WILL BE ACCEPTED
FOR THIS ANNOUNCEMENT

Open to employees in the competitive division who are currently serving in a title to which the ansouncement is open and have an aggregate
of one year of continuons permanent service as of the closing date in the following title(s):

Environmental Eaginoer |

SAVE ON POSTAGE! GO PAPERLESS! RECEIVE IMMEDIATE CONFIRMATION THAT YOUR APPLICATION HAS BEEN
RECEIVED! You can now file an appécation for this examination on-lme. Visit the Crl Service Commission website at bttp:/info csc state ni us/'epoa
Selact the promotional asnouncement and chick oa the Ik, "Click Here to file On-Line” at the top of the announcement You can now complete and
submit your application and payment on-line to the Civil Service Commission and you will receive an immediate receipt confirmation!

NOTE: Please go back to Page 5 in this guide for information on creating a User Account and completing an Online
Application.
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