HIRING PROCESS GUIDE

Please note the following is a quick visual reference to help guide you through the State hiring process.
If you are new to State service, you must take and pass an open exam for the classification of interest
and participate in the Department’s hiring process. Follow these 5 easy phases to become a member of
Department of Technology team.

[PHASE 1: CREATE AND SET UP YOUR PROFILE] To get started, create a profile with the California

Department of Human Resources (CalHR).

@ Sign In to My Profile

1] Visit the CalHR Careers in California
Government website (www.jobs.ca.gov) under the
“Sign In to My Profile” section, click on “Create a
new profile.”

1/a éf?z ,

2] Complete all the fields on this page to set up

HOME MY PROFILE JOB SEEKERS CAREER PLANNING

your profile. Please note the following:

° A phOne number or email address is reqUiFEd o A phone number or email address is required to retrieve your password if you forget it!

P H ] « An email address is required if you would like to be notified before your application is deleted after being inactive for
to retrieve YOUF password If you forget it #« User LD.s are unigue. If the L.D. you have chosen is already taken, add a number or short word to the end.
.

° Aﬂ ema” address iS required If you WOLI|C| |Ike User LD.'s and passwords cannot be the same. Each must be at least 4 characters long.

to be notified before your application is / -\
deleted after being inactive for 180 days! vserto: |20 max@ampiecsmitnog)
e Userl.D.s are unique. If the I.D. you have ———— passwort |+ 20max
chosen is already taken, add a number or Verypasswors | 20max
short word to the end Security Qnegtion:|whal are the last 4 digits of your Social Security Number? v
securiyanswer| _ Jao
e User I.D.'s and passwords cannot be the eeurtty Answer e

Frsthame: ]~z
same. Each must be at least four characters retame e

Email: | | 50 max {If none, leave blank)

Then click the “Continue” button.
phone  aomax
N Y

New User Signup - Account Verification

Print or save ("File... Save As") this page, and keep your UserlD) and Passwaord private. If you d
be able to retrieve your password from our system.

UserlD: Coffee1234
First Name: John
Last Name: Smith

3] Once you have signed up, print and save the E:'nc::l?:

“New User Signup - Account Verification” page. Security Answer: |

Keep your UserID and Password private. Click the

“Login” button to log into the system. I Login |
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“We deliver the technology services
California government depends on.”

" My Profile
4] Once logged in, under the “My Profile” y

page, set up your profile by completing the i ot
”Mg Application” section & F MF .-'!'.FID“EEtICIrI tion | Employment History | Equal Employment Information)
Y APP : \_ (General Info | Ques

% PrintView My &pplir™)

- S .
« co'nstructions |Lfon (change my internet Exam information)
« Logout

- B

L . General Information (Section 1 of 5)
5] Under the “My Application” section,
complete the following five sections: Questions (Section 2 of 5)
1. General Information B Education (Section 3 of 5)
2. Questions 2 Do/ High Sehan
. Didy| Employment History (Section 4 of 5)
. E n
3. Educatio . 2 Dol oter . .
4. Employment History IFNot yset Equal Employment Opportunity (Section 5 of 5)
. 4. Are B .
5. Equal Employment Opportunity* . This forim s for Exam Use only...
of Jobl .
* . . . . ADDHCEI'I.I. To ﬂ?ﬁlﬁl the Statg ofC_aHIorma in its commitment to_qu!aI Ern_ploymem DDDC!“II
This form is for Examination use Only Dej | From information. This questionnaire will be separated from the application prior to the examina
Sut Unive Code Section 19705 authorizes the State Personnel Board to retain this information for res
Information should be current and detailed. This 1)Ad Job" Age: OUnder21 ®21.39 O 4069 O 708 over ONA
i i i i i 5. Hay :
|nf0rmahon W|'Il'det.erm|ne if you meet the o ha (THe| G onder: ® mate O fFemate O NA
minimum qualifications to take the exam. FOrs 1pan 24 Com PLEASE CHECK ONE OF THE BOXES THAT BEST DESCRIBES YOUR RACE/ETHNICITY HERITA
Please note, by completing this section, you are Exan 53 3)ag ASIAN GROUP
: H : Supe
alsg setting u.p your State AppI!catlon .(STD 678), 2| Listt O asian ndian
which you will use when applying for job | Exam o oo Ocambodian
openings B:p1 1) Ad O chinese
: 2) Ad O Filipino
AQ Hour () Japanese
Indic (O Korean
Total O Laotian
O vietnamese
O Other Asian Group
\ HIGPANIC RRALID /
HOME MY PROFILE JOB SEEKERS
M\f N
6] Once you have completed the Vad ¥ .-'!'.DFI|IEEItI[Iﬂ N\
“My Application” (Sections 1 through 5), '/ (GGeneral Info | Cluestion

ent History | Equal Employment Information)

Print/View My Application )
(Instructions | Blank Applj

click on “Print/View My Application,” this will
auto fill your State Application (STD 678) based
on what you have entered in the “My .
Application” section.

et Exam Information)

| - Change My Inforr

Note: If you need to update your profile, you .
may do so under “Update My Profile.” T
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“Serving 21st Century Constituents.”

[PHASE 2: SEARCH FOR AND TAKE AN EXAMINATION (EXAM)] The exam is a preliminary screening tool

that pre-qualifies you to be able to apply for job openings. If you are new to State employment, you may apply only for
exams designated as “open” to the public. If you are a veteran, you may apply for both “open” and “promotional” exams.
Review over each exam bulletin carefully. Please note, you will need to pass a separate exam for each desired
classification. Follow the steps below to complete the exam process.

7] SEARCH FOR AN EXAM: Once your

profile is set up, the next step is to search for

an exam. Visit CalHR (www.jobs.ca.gov),

under “Search Exams and Job Vacancies” section
search by:

Search Exams and Job Vacancies

Search feature does not include CEA/Exempt, Retired Annuitant positicns, or all Student vacancies.
For these openings, navigate to the bottom of the page under Other Employment Opportunities.

Job Title:

Department:

1. Job Title: If you know a specific | v
Show All | Posts This Week | Posts This Munthm RESEt

classification you are looking for.

2. Department: If you are searching for jobs
in a specific department.

3. If unsure, click on “Show All/Posts This
Week/Posts This Month.”

Then click the “Search” button.

Exams & Job Vacancies Search Results

TECHNOLOGY, DEFARTMENT OF
Below is the list of current examinations and Job vacancies matching your submitted criteria

Toview the listing of Exams or Jab Vacancies for a classification, click on the number in the corresponding colum=

Displaying 1 - 8 of 8 records

Job Title Exams

ADMINISTRATIVE ASSISTANT | 1 Bulletin

DATA PROCESSING MANAGER Il

DATAPROCESS” e B

8] It will then populate a list of current

s Exams Search Results

STAFF PROG,

exams and job vacancies. On the “Exams & Job
Vacancies Search Results” page under the
“Exams” column, click on the “Bulletin” link.

Below are examination bulletins matching your submitted criteria.
Click on the corresponding Exam ID to view the examination bulletin.
On the “Exams Search Results” page under the

. . Exam Bulletins for ADMINISTRATIVE ASSISTANT I
“Exam ID” column, click on the link below. am =y stins for

Exam ID Exam Title Exam Base Departi
3FB31 ADMINISTRATIVE ASSISTANT | Open STATE

.
CAL<HR
||

9 i STAFF SERVICES ANALYST (GENERAL) ‘3’2’3'; -
APPLY FOR AN EXAM: An exam bu”et]n Class Code: 5157 — Exam Code: 7PB34 e ements

for the classification you selected will open. s . -
Review the exam bulletin carefully and follow the I e R OPEY on of
Salary: MONTHLY-RANGED-SALARY-$2817.00 to $4446.00 >cational

instructions on how to apply.

If you meet all the criteria, including the minimum
qualifications, either complete and submit a
Standard State Application (STD 678) or apply and
take the exam via the Internet (example shown on
the right).

www.cio.ca.gov | Last updated as of December 15, 2015
1

Status are not eligible to receve Veterans' Preference Points. "Permanent State cvil service status™ means,
the status of an employee who is lawfully retained in his/her position after completion of the applicable
probationary period. This includes permanent intermittent, part-time, and full-time appointments. In addition,
individuals who at any time achieved permanent State civil service status and subsequently resigned, or
were dismissed from State civil service are not eligible to receive Veterans' Preference Points. Veteran
status is verified by the California Department of Human Resources. Directions to apply for Veterans'
Preference Points are on the Veterans' Preference Application (Std. Form 1093), which is available
at www jobs.ca.gov and the Department of Veterans Affairs.

TAKING THE EXAM

When you click the link below, you will be directed to the Training and Experience
Examination. At the end of the Training and Experience Examination, it will be
instantly scored upon your request. ONCE YOU HAVE TAKEN THE TRAINING AND EXPERIENCE
X ATIO OU MA RETA JONTHS

fion, but | hisher
gible for  his/her
Jshe has

sification

Where to Apply: Click the link at the bottom of this bulletin

Work experience in the Califoria state senvice may be substituted for the required education in Patter | on

griy.
\ nitiafive, dependabilty, good judgment, and ability fo work cooperatively with others, and a state of health -/

California 3
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“We are making
GREAT ideas happen.”

10] PREPARE FOR AND TAKE THE EXAM:

Review the “Examination Information” section to
find what type of test will be used and how the
test will be scored.

The example shown on the right is an online
exam. After clicking on the link from the exam
bulletin, the “Examination Information” page will
open.

Please read and complete each page carefully as
instructions may vary. For example (as shown on
the right), application materials like these exams
are accepted ONLY on the internet. DO NOT
submit a State Application (STD 678) or a hard
copy version of these materials.

11] EXAM RESULTS: You will receive your
exam score by mail or when you complete the
online exam (example shown on the right). Your
score determines your ranking on the eligibility

list. We hire individuals within the top three ranks.

Make sure to print a copy of this “Results” page
for your records, as you may be required to attach
when applying for jobs.

Note: Your eligibility will have an expiration date.

12] To find your ranking, under “My Profile,”

click on “My Rank - Eligible List Disclosure.” Use
one of the available features to locate:

e Department Name
e  (lassification
e List Type

N~

S~

{
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Training and Experience Examination
Supplemental Information

Exam Application

CAL<HR

Sele Co CALIFORNIA DEPARTMENT oF HUMAN RESOURCES

Staff Services Analyst (General)
Examination Information

On : state

e
Sq
ye
fo  Read the information contained in the links below. Each link will create a new window that can be clased when you have finished
reading it. Return to this page when you are ready to continue with the exam.

on: Alfe

The Official Staff Services Analyst (General) Class
General State Civil Service Examination Information
About the Internet Testing Process

Veterans' Preference Information

Read all of the information an each page carefully.

Application materials for the Staff Services Analyst (General) examination are accepted ONLY on the Internet. Do NOT submit a State
Application Form or a hard copy version of these materials.

The online testing process will instantly give results for the online examination. Until you receive these results, you have not
completed the examination process.

J

~/

Staff Services Analyst (General)
Results

This s your offickal notice of examination results. You will not recebae written confirmation of these results. Print a
copy of this result soreen for your records. Use the browser's print button to print your results.

m

= Candidate Information
)}Ac.hll%
Hame; RUMOLF
Address: 12

Exam Title: Staff Services Analyst (General)
Score: 95%
Result: Passed

Congratulations JOHN SMITH! You have passed the Staff Services Analyst (Cen)
the cotresponding eligible list(s). /./.n Foour

T abiain
- e - - - N o note that your ranking
current ranking visit the elizible st disclosure web,m;:w Sdates b

is unable to tell candidates their ex>-"

P

Eligible Lists

[All Departments]
STAFF SERVICES ANALYST (GENERAL)

Department Name:

Classification:

List Type: [All List Types] v — . . ~
7 Eligible List Details B
List Number: 396
Classification: STAFF SERVICES ANALYST (GEMERAL) - 00105157
List Type: Senvicewide Open
List Date: 8M/2007 12:00:00 AM
List Life: Continuous
Total Number on List: 12798
Rank Score
1 275 VET
1 5088 95
2113 a0
Na 1638 85
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“Going out of our way to
help each other reach our goals.”

[PHASE 3: APPLY FOR JOBS] Once eligibility has been established, you can start searching and applying for job
openings in the classification for which you have successfully tested. Below are ways to search and apply for job

openings:

13] EMPLOYMENT INQUIRY:

These letters are sent to those in reachable ranks
for current vacancies. It is a standard form which
lists information including the classification,
location, and address to respond to by a specific
date.

14] VACANT POSITION DATABASE
ON THE WEB (WVPQS): Is a database of all

current state job vacancies managed by CalHR
(www.jobs.ca.gov), under “Search Exams and Job

"//I-ixams & Job Vacancies S

Vacancies” section search by:
1. Job Title: If you know a specific
classification you are looking for.
2. Department: If you are searching for jobs in
a specific department.
3. If unsure, click on “Show All/Posts This
Week/Posts This Month.”

Then click the “Search” button.

On the “Exams & Job Vacancies” page under the
“Job Vacancies” column, to view the job posting,
click on the link below.

15] DEPARTMENTAL VACANCY

LISTINGS: These are available vacancies posted
on department’s website.

16] STUDENTS: To apply for “Student”

positions, an exam is not required. To obtain
more information, visit Foundation for
California Community College (FCCC) page
(https://foundationccc.org/).

STATE OF CALIFORNIA — DEPARTMENT OF HUMAN RESOURCES

EMPLOYMENT INQUIRY

STD. 628 (REV. 12/2013)

Contact Date: 01/28/2014

To be considered for this job, your reply must be received or postmarked by the DUE DATE: 02/10/2014.
If you are not interested, no need to reply; your eligibility will remain active and no waiver will be charged.

CERTIFICATION NUMBER

10001362 — 1

HIRING DEPARTMENT NAME AND NUMBER
Department of Technology
916-431-5460 ext

CALIFORNIA RELAY SERVICE _ 1-B00-735-2929

TO: John Smith
1234 Gold Center Drive
Sacramento, CA 95743

POSITION LOGATION
SEND REPLY TO- Sacramento County
Department of Technoloav USTTYPE
Attention: Samantha Johnson General Reemployment
Selection Services Unit
P.O. Box 1810 SALARY RANGE PER
Rancho Cordova, CA 85741 $5,849 - $7.688 Month
\ _ CLASSIFICATION CODE AND TITLE LEAP JOB EXAM PERIOD

00101384 DATA PROCESSING MANAGER Il

e

Search Exams and Job Vacancies

Search feature does nat indlude CEA/Exempt. Retired Annuitant positicns. or &ll Student
For these openings. navigate to the battom of the page under Cther Employment Opport

Job Title:

Department:

TECHNOLOGY, DEPARTMENT OF

Below is the list of current examinations and Job vac: |

vl

Show All | Posts This Week | Posts This Month m RGSEt |

To view the listing of Exams or Job Vacancies for a cly
\

\

Displaying 1 - 8 of 8 records

Job Title Exams Job Vacancies
ADMINISTRATIVE ASSISTANT | 1 Bulletin 1 Vacancy
DATA PROCESSING MAMAGER Il 1 Bulletin 3 Vacancies
DATA PROCESEING MAMAGER IV 1 Bulletin 2 Vacancies
SENIOR INFORMATIOM SYSTEMS AMALYST (SPECIALIST) 1 Bulletin 1 Vacancy
| |STAFF INFORMATION SYSTEMS ANALYST (SPECIALIST) 1 Bulletin 1 Vacancy
\_|STAFF PROGRAMMER ANALYST (SPECIALIST) 1 Bulletin 2 Vacancies

California

DEPARTMENT OF TECHNOLOGY (Searen

@This Site O Califernia

ABOUT US EVENTS

PARTNERS

www.cio.ca.gov | Last updated as of December 15, 2015

@Job Openings

Instructions for applying:
When applying for a Job Opening, you must be sure to submit one state application per RPA #. You must indicate the RPA# you are applying for en your application;
otherwise, your application will not be processed

# View of T¢ gy P Exam Bulletins
- . o N . o Posting o FinalFiling
RPA # Position Description Division * | Date * | Date *
13-189 Administrative Assistant| Customer Delivery Division 21314 Until Filled
‘\\13-150 Data Processing Manager Il CDD { Account Management Branch 121913 1213013 or
. Lintil Fillad

MY PROFILE SEEKERS CAREER PLANR GENERAL

— Student Employment

Typically, state departments hire Student Assistants using two different options.

Option #1: The department advertises their own vacancies and hires their student assistants into the civil service Student Assistant classifications. For
additional information about the classifications (job titles) listed below, select the title under the classification heading. For information regarding current
open Student Assistant positions, select the current posted vacancies information listed under vacancies and adjacent to the classification you are
interested in

Youth Aid Current posted vacancies

“Graduate Student Assistant Current posted vacancies

California
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“Striving to exceed the expectations of
external and internal customers.”

[PHASE 4: PREPARE FOR THE HIRING INTERVIEW] You may be contacted for a hiring interview for the job
you applied for. The hiring interview is specific to a particular job, in a department for the classification.

To prepare for your interview, review the duties and responsibilities of the Job Opportunity Bulletin. Acquaint yourself
with the mission and functions of that department and how the job you are interviewing for contributes. If you are not
selected, continue applying for additional job openings.

Contact Us

California

DEePARTMENT OF TECHNOLOGY

California

4 }
DEPARTMENT OF TECHNOLOGY (Sesch <

@ This Site O California

GOV P ioue | 4

PARTNERS IT INITIATIVES

. . RESOURCES
;\ California Informa

2014 Update to the California

@) About the Department of Technology (&9 Quick Links

Strategic Plan provides avision to guide the © Events and Meetings

California state government is leveraging teg

programs, improve business operations ang © IT Due Dates

21st century constituents while respending 1|
© Budget Control Sections

© CAIT Strategic Plan

© Technology Letters / Memoranda / SAM / SIMM
© Employment Information & Job Openings

© Examinations

© Public Records Request

© ADA Grievances

© Public Safety Communications Office

© History
The 2014 update builds on the direction estz Hlstory

state government Agencies and entities to cg
challenges and accomplishments within Ca.~ ©  Legislation
certain government is focused on the ways if
these in the most efficient way possible © Current Budget
Strategic Goals:
©  Staff Contacts
© Goal 1: Responsive, Accessible, and M

)
© Goal 2: Leadership and Collaboration Nt

© Goal 3: Efficient and Reliable Infrastruet  © 1T Strategic Plan

© Goal 4: Secure and Manage Information  © Contact Form
© Goal 5: Capable Information Technalod @ pypjic Records Requests

© Job Openings

[PHASE 5: SERVE A PROBATIONARY PERIOD] Once you have been hired into State service, you will serve a
probationary period of 6 or 12 months, depending on your classification. When you have successfully completed
probation, you attain permanent status as a State employee. However, unsuccessful performance may lead to rejection
during probation and failure to attain permanent status.
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