Apply and Submit Your State Job Application

Learn how to:

e Apply forajob

e Complete Supplemental Questions

e Upload Additional Information Required

e Submit Application

e Review Application Submission Confirmation

To begin, on the MONTANA.GOV (http://mt.gov/), choose Employment from the top menu line. You may also
click on the Montana State Job Listings to see all current openings.

The page looks like this:

MONTANA.GOV
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When you click on Create and Manage State Job Application, it takes you to the State of Montana Employment
Information page. Please review the written instructions on How to Create and Manage Your State Job
Application and How to Find Job Listing. You should complete at least one application before applying for a
job.

The State of Montana Employment Information page looks like this:

MONTANA.GOV

STATE OF MONTANA EMPLOYMENT INFORMATION


http://mt.gov/

After completing the application, you can find a job by clicking on the State Job Listings button or the Search for
a State Job link.

The page looks like this:

STATE OF MONTANA EMPLOYMENT INFORMATION

Montana Gallery Image Information

| Contact your local Job Semvice Workforce Center or the .
State agency contact in the job listing Absaroka-Beartooth Wilderness

Once you have completed your application and found a job, you can apply by, clicking on the Apply Online
button on the Job Listing Details page or on the Job Search Results page.

The pages look like this:

Job Listing Details

The State of Montana is an equal opportunity employer.

Position Title: Network Administrator *Applica s must be received by
Midnight Mountain Time on the closing
Position Number(s): 61166124, 61166979 s i g
Openings: 2

Location: Helena
Job Status: Full-Time Permanent

Shift: Daytime
Date Posted: 7/2/2012 For more information contact:

- inmy s
weVle

Closing Date: 7 State Agency:
Department: Acministration Acministration

= ) lox 200108
State Information Technology P.O. Box 200108

ivision: AT SSETD-D108
Division: Services Helana, ¥ _5‘36‘1_ 0108
Phone:(406)444-4605
Soreaw: Fax:(406)444-2812
Band/Grade: 6 TTY:Mcntana Relay Service at 711

E-mail:doahr@mt.cov
State Application e e
Required:

Salary: $37.,027.00 - $33,040,00
Salary Unit: Yearly Local Montana Job Sarvica Workforce

No

- OR -




State of Montana

Employment Application

L+ -
INSTRUCTIONS | FEEDBACK |

Logout | ePass Home | Contact Us

Job Search Results

[position ________ ________|Location _|Status

Administrative Assistant - Test Helena o0—O0—0O 7/25/2012
5167-12B1 | Administration R )
Administrative Assistant - Iﬁﬂz‘ Helena ‘ O O—O ‘ (25/20
5168-12B1 | Administration S

- : ; =Copy | Helena O—O0—0 7/25/2012

5166-1281 | Administration

The Apply Online button will take you to the ePass login. You can find information on how to Create an ePass
account in the How to Create and Manage You State Job Application instructions on the State of Montana

Employment Information page.

Click on the Login to this service using ePass link.

The page looks like this:

State of Montana ] .
Employment Application

Welcome to the State Online Job Application Service

The State Online Job Applcation senice allows you to create an
application and apply online.

o0 £0 thig SErvice uSING ePags
b Create an eP 35S Jccount

The Welcome to ePass Montana page looks like this:

ﬂ Home » Welcome to ePass Montana

State Employee Logn



http://mt.gov/statejobs/default.mcpx
http://mt.gov/statejobs/default.mcpx

If you are an Exiting User, enter your Username and Password and click Login.

M Home » ePass Montana Login

To bring up any application(s) you have already created, you must enter the same ePass Username and Password
you created for the application.

You are now on the Apply for Position page. Notice there is a progress bar at the top of the page as you move
through the process.

State of Montana

Employment Application

INSTRUCTIONS | FEEDBACK |

£l gPass Home | Contact Us

Apply for Position Supplemental Questions Additional Information Submit Application  Submission Confirmed
-

Apply for Position Your application has not been submitted.
Complete the Steps:

On the Apply for Position page, there are two steps-- 1. Select a position and 2. Select the application version to
submit.

The page looks like this:



State of Montana y
Employment Application
L ]

Logout | ePass Home | Contact Us

Submit Application Submission Confirmed

/A;J;)Iy Jor Position Supplemental Questions Additional Information
.

Your application has not been submitted.

Apply for Position

Complete the Steps:

Position Selected:

Administrative Assistant - Test

Enter Listing Number: |$167-1281 Administration
Director's Office

- OR - Helena
Closes: 7/25/2012

Yiew

2. Select the application version to submit:
O my first application (7/11/2012) [ &P Edit this version ]
O another Application (7/28/2011) [ &P Edit this version ]

1. Select a position

In Step 1, Select a Position, you will notice the Position Selected section automatically displays information from
the job listing on the previous page. If you want to apply for this position, go to Step 2.

If you want to apply for a different position, you may select another job listing by entering the job listing or
position number and click Find or by clicking View Job Listings to go back to the Job Listings Page.

2. Select the application version to submit

Under the Select the application version to submit, you will see all of your available applications. Select one of
your application versions to submit for this job by clicking on the radio button to the left of the application. You

may edit the application before submitting by clicking on the Edit this version.

State of Montana _
Employment Application i
nons | FEEDBACK |

Leaout | aPass Home | Contast Usg

Additional Information Submit Application Submission Confirmed

Apply for Position Supplemental Questions
.
Your application has not been submitted.

Apply for Position

1. Select a position: Position Selected:
Administrative Assistant - Test
Enter Listing Number: [5167-1281 Administration
Director’s Office
-OR - Helena
Closes: 7/25/2012

) [ y Edit thes version ]

(@] Angther Application (7/28/2011)



If you edited your application and saved, you will be taken to page below.

The page looks like this:

State of Montana

Employment App

Logout | @Pass Home | Contact Us
Thank you for filling out a State of Montana Employment Application,
You have not yet applied for the position selected.

Position Selected:

5167-1281

Administrative Assistant - Test
Administration

Director’s Office

Helena
Closes:

To continue choose from the options below.

Apply for Position Selected

Search for another Job

Click on the Apply for Position Selected to continue. This will take you to the Supplemental Questions page.

If you did not edit your application, click on the Continue button on the Apply for Position page, and it will take
you directly to the Supplemental Questions page.

If there are no supplemental questions, there will be a statement at the bottom of the page that says** No
supplemental questions required for this position. Please continue.

If the position has supplemental questions, you will see a page that looks like this:

State of Montana

Employment Application

usmmj—;ssw |

200yt | ePazs Home | Contact Us

Supplemental Questions Your apphcation has not been submatted

Position Title: Admenistrative Assistant - Test
Department:  Admenistration
Division: Director’s Office

Supplemental Questions:

You have & maximum of 6000 characters (about a page and half) to respond to each supplements’

Please describe your customer service philosophy.

Please see the following notes for information on the supplemental page:



You have up to 6,000 characters to respond to each supplemental question.

NOTE: Your network provider may time you out if you take too long entering your experience. You may
want to type your responses in word-processing, then cut and paste into the supplemental response

page.

You have answered supplemental question in previous applications and may view those answers as

well as copy and paste from them using the link below.

To preview your answers, click on View Previous Answers.

The page will look like this:

State of Montana

Employment Application
INSTRUCTIONS | FEEDBACK |

Logout | ePass Home | Contact Us

Previous Answers

Aerial Observer
Describe experie

Test - 9-1-1 Assistant Program Manager (

Test Administrative Assistant - Part Time 30 Hours (573

Do you know how to fly fish? View

When you select a green “View” link, your response to the question appears. You may copy and paste the

response into the current question you are answering.

The page looks like this:

Previous Answers
Previous Supplemental Question Answers x

Discuss your experience in project management.
You can copy and paste
selecting the appropriat

| coordinated the development of the state of Montana's online
Aerial Observer-Missol employmentapplication system. There is not another web
Describe your expenenc  project in State government developed in-house which rivals the ns.

View scope and complexity of this service. Maintained overall

Describe your experieng - o

Describe your experiend responsibility for the State Equal Employment Cpportunities

Have vou sttended any,  \EED) Program for over 20 years; developed and implementeda and

any relevant experience Statewide EEQ and Affirmative Action (A4) program; developed
objectives/work plans for program and staff; performed

Test - 9-1-1 Assistant

Discuss your experiencd

Discuss your experience

Test Administrative Assistant - Part Time 30 Hours (5/4/2011)
Do you know how to fly fish? View
MNext ==


javascript:%20void(0)

If you paste in more than 6,000 in the response text box, the program will only add the first 6,000 characters, and
will cut off the rest of the information. You will get a message that you have typed too many characters, and the
text box turns red.

The page looks like this:

Supplemental Questions:

You have a maximum of 6000 characters (about a page and half) to respeqd to
Qquestion.

Please describe your work experience in troubleshooting software application errors,
training system users, system testing, and data analysis. Please be specific and provide
examples.

» v v T v
Prevention, Recrument and Selection and the Law, and Windmis (Disabity Awareness). She has

also worked with the Governor's Commitee on Employment of People with Disabiities for 10 years
and was Executive Direclor of the Commitiee for 2 years. Linda has developed and instructed
workshops and outreach sessions on a variety of topics including Valuing Diversiy in the
Work~place, Discrimination and Sexual Harassment Prevention, Recrutment and Selection and the

Law, and Windmils (Disabity Awareness). She has also worked with the Governo v

Reduce your response to 6,000 characters. Once you have completed the supplemental questions, or if there
are no supplemental questions, click the Continue at the bottom of the page.

It will take you to the Additional Information page. An agency may require a variety of additional documents
including a resume, a cover letter, transcripts, and a writing sample. You may only include documents such as a
resume if the agency requires the document.

If the agency does not require additional information, there will be a message at the bottom of the page - ** No
additional information required for this position. Please continue.

The page looks like this:

State of Montana

Employment Application

BISTRUCTIONS | FEEDBACK |

oqout | aPass Home | Sontact Us

/A,'*n.'y for Position Supplemental Questions Additional Information Submit Application  Submission Confirmed

- »
Additional Information Required Your application has not been submitted.
) Praview your Application

Position Title: Attorney Public Defender
Department: Office of State Public Defender
Division: Miles City P 2 1

** No additional information required for this position. Please continue.

[ Back | [ Mens | [ continve |




If the position requires additional materials, the page will display a list of required documents. You may select
mail-in, upload or enter text.

The page looks like this:

State of Montana
Employment Application

Logout | @Pass Home | Contact Us

Additiono! Informotion Submt Applicotion  Submission Confirmed
-

Apply for Position  Supplementol Question
- >

Additional Information Required vYour application has not been submitted
. Preview your Apohcation

Please complete and submit the 36AB0NA information below
Position Title: Administrative Assistant - Test
Department: Adminstration
Division: Director’s Office

AddiBonal Information:

P Cover Letter O Mail-ia

O upload file () tnter Text

1f you are the successful candidate, you may be required to produce onginal documentation or proof of any of these tems as »
condtion of your employment

If you have chosen mad-in for any of the add@onal information tems above, you may choose o print out 8 cover sheet o send

n with the matenals. Click harg 1o oot cover shaet

(Best ) (stom ) (Contmee )

If you select Mail-In, you will receive a message in red that applicants must send the required documents to the
hiring agency by the closing date. To print a cover sheet and the agency contact information, select the Click
here to print cover sheet link.

Apphcants sending addmonal materak perstad, fax, of errad the Teaured documents to the hiing agency no Bter than the dasng

date. Please ncude the cover sheey’ Cick h

The cover sheet page looks like this:

State Job Application Cover Sheet

Application Id: 153186
Position Title: Computer SUppo
Position Number(s): 69104913
Listing Number: 4832-1144
Department: Public Health and Human Services
Division: Healthy Montana Kids

Information Analyst

Applicant Name: Davis, Linda S

Place this cover sheet and any mail-inTRa
below:

State Agency:
Rublic Health and Human Services

tenals in the same envelope and mail to the address listed

P.O. B 8
Helena, MT 59604
Phone: 406-444-3136
Fax: 406-444-0262
TTY: 406-444-2590
E-mail: hhsea@mt.gov




If you choose the Enter Text radio button, a text box will open and you may type or cut and paste the
information into the text box. NOTE: enter text below, all custom formatting will be removed with the

exception of returns.

The page looks like this:

Additional Information:

P Cover Letter O Mail-1n O Upload File

Cover Letter

(enter text below. all custdm formatting will be removed with the exception of returns.)

If you select Upload File, click on the radio button and read the instructions:

Enter the full path to the file or use the Browse button. Once you have selected a file, click on Upload
File to upload the file and continue with the Additional Information screen.

The page looks like this:

State of Montana
Employment Application

Apply for Position Supplemental Questions Additionol Informotion  Submit Application
- > .

Your apphcation has not been submitted

Additional Information Required

@) Preview vour Applicatic
Please complete and submit the additional information below
Position Title: Administrative Assistant - Test2

Department: Administration
Division: Director’s Office

Additional Information:
P Cover Latter (o) n..lqn@‘_\, Enter Text

CSwdministrative\l (Browse. )
Upload

nter the full path to the file or use the Browse button. Once you have selected a file, click on Upload File
he file and continue with the Additional Information screen.

If you are the successful candidate, you may be requirad to produce onginal documentation or proof of any of these tems as &
condition of your employment

if you have chosen mail-in for any of the additional information tems above, you may choose to prnt out 3 cover sheet to send
in with the materials, Chck herg to print cover sheet.




Once you upload the file, you will see a message under the Upload File - File Submitted: (file name).

If the agency requires transcripts, you will see the informational message on the page.

If you are not attaching your transcripts, please choose ‘Enter Text’ and explain. (For example, if your

experience is in lieu of the degree requirements and you do not have transcripts or if you have
requested a copy of college transcripts but have not yet received them.)

The page looks like this:

kegout | gBass Homg | Sontact Uz

/.-‘l.:.'r:"\.'_,"u' Paozitton Supplemental Questons Additfonal :u_;"-_-. matian  Submit Appiicanion tubmizzion Confirmed

Additional Infermation Required Your application has not been submitted
() Preview your Application

Please complite and submil the additional informabion Dalow.

Position Title: Computer Support Information &nalyst
Department: Public Health and Human Services
Division: Healthy Montana Kids

Achit

If you are not attaching your ranieoipts, plesse cheore "Entar Taxt' and axplain. (For axample, if your experiance iz in leu of the
dagrae requirernents and you do not have ransoipts or if you have requested b copy of college branseoripts but have ot pet
recaived tham.)

I+ Transcripts

Mail Upload Envtar
L. In o File & Text

If you are the successful candidabe, you may be required to produce original documentation or proof of any of these itams as a
condition of your employment.

If you have chosen mail-in for any of the additional information itarms above, you may choose to print out & cover shest to send
in with the rmaterials, Click b ri P-4

Back| Menu| continue

When you have completed the page, click on the Continue button at the bottom of the page. This will take you

to the Submit Application page.
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State of Montana
Employment Application g

e -
WSTRUCTIONS | FEEDBACK |

Leqout | aPass Home | Sontact Us

Supplemental Questions Addinonal Informotion  Submit Appiconoa Swubdmaon Confirmed
-

-

/‘,,,_‘

Additional Information Required Your apphcation has not been submted
.‘" Press your Apcheatien

Please complete and submit the 33380nl information below
Position Title: Admrestrative Assestant - Test

() Enter Text

O Mai-tn (5) Upload File
Fle Submitted: Uinda_Devis.dec

If you are the successiul candudate, you May be required to produce ongingl dotumaentation or procf of any of these dems a3 &
conddon of your employment.

I you have chosen mad-in for any of the s3d00nsl wicrmation Sams sbove, You Mmay chodse 10 DO Out & Cover sheet 1o send
= weh the matenals. Chck berg 10 pont cover shest

(@] (=) )

You will now see the Submit Application page. The page looks like this:

State of Montana

Employment Application

maion

/ poly for Position  Supplemental Questians A

Submission Your application has not been submitted

You are submitting your employment apphica

Title: Admrvstrative Assistant - Test2
Listing Number: 5162.1281
Job Category: Office and Admnst
Department: Admiristrat
Division: Director's Office
Location: MHelena
Closing Date: 7/25/

REFERRAL SOURCE - How did you FIRST learn of this position?

O Newspaper ag [ state employee (current/former)

M e "
[ Newspaper a2 O Triba! Governmert Referral

[ state of Moetans &

ment website [ ancther Referral Organization (women/clder
oriker program:

[ State Depantment/Agency website PHOFTAE PrODIIN

> 3 1ribal College

[ 505 Service Office/website

[ caceeriiob Faie

Do you want to be informed before we contact your present empicyer?

© ves Ono

* VERIFICATION

The information that you provide on the appl n i subject to venficaton, Falsdicat
risrepresentations may disqualfy you from consideration for empioymert with the State of Montana or, if
hored, may be grounds for termination at & later date. By selecting the submi button below, I certify that ai
rformaticn submitted S true, COrrect and comy e best of my knowle and conmtaing no wilfyl
falufications or msrepresentations, | suthorze all former employers to release job-related mformaticn they
may have about me to the State of Montana or s agents and employees. 1 release all persons or companies
from any labilty or responsibdity for providing such information

ong or

tagree O 1Dsagree

12



To preview your application before submitting, click on Preview your Application. It will open in a different
window. If your application does not open, make sure your pop-up blocker is turned off.

If you want to edit your application before submitting, click on the Back button at the bottom of the page.
() Preview your Application betore subrmithing it tor this position,

* YERIFICATION

The information that you provide on this application is subject to verification, Falsifications or
misrepresentations may disqualify you from consideration for employment with the State of Montana or, if
hired, may be grounds for termination at a later date, By selecting the submit button beiow, I certify that all
information submitted is true, correct and complete to the best of my knowledge and contains no willful
falsifications or misrepresentations. I authorize all forrner employers to release job-related information they
may have about me to the State of Montana or its agents and employees. I release all persons or companies
from any liability or responsibility for providing such information.

C Agree Cq Disagree

* Required fields

Then click on th.e Menu button at the bottom of the last page. This will take you to the main Menu.

The page looks like this:

State of Montana ) A ;
Employment Application &I

INSTRUCTIONS | FEEDBACK |

Logout | ePass Homa | Contact Us

Welcome
to the State of Montana Employment Application Service

Select an option from the list below:

mployment A

lication(s

b}
{Ip

{

e

W
.
o
=

Click on Add/Modify Employment Application to edit your application. After you have edited and saved your
application, it will take you the page below:

State of Montana ., .

Online

Employment Application

Logout | ePass Home | Contact Us

Thank you for filling out a State of Montana Employment Application. vour spplication has not been submitted.

To continue choose fram the antinne halnw,

) Apply for Job or Complete Un-submitted Application
b Add/Modity Employment Applications
ll Search for a)

Click on Apply for Job or Complete Un-submitted Application. It will take you to Pending Applications.

13



This page looks like this:

State of Montana

Employment Application

INSTRUCTIONS | FEEDBACK |

Logout | aPass Home | Contact Us
Pending Applications

Would you like to:

P Complste your sppication for

4776-1138 Aftorney Public Defender 'T";',v?

OR

b Apply for a differert postion

Cancel

Click on the Edit button to return to the Supplemental Questions page. Notice the progress bar at the top of the

page. Click on the Continue button through the process to Submit Application page. Any information you input
or unloaded before you edited you application is saved.

State of Montana . ’
Employment Application

Logout | ePass Home | Contact Us

Legout | ePazz Mome | Contact Us @
Apply for Position Supplementol Questions Additional Information Submit Application Submission Confirmed
Py J PP Jj F
o —- .

Supplemental Questions Your application has not been submitted,

(> Preview your Application
Position Title: Attorney Public Defender

Department: Office of State Public Defender
Division: Miles City Public Defender Office

** No supplemental questions required for this position. Please continue.

Sack thl Continua

You are now on the Submit Application page again.

The page looks like this:

14



State of Montana

Employment Application

Submission

You are submitting yoer employment spphe alion for

Thle:  Admratratve Assatart - Tewt
Unting Wumber
Job Category ‘cr and ASmratrwiove
Department
Division ctor's Ofce
Lo atimn
Clasng Oste

KEFLREAL SOUSCE - Mow dud you FIRST learn of Ihs position !

(] (ot )
Please complete the Referral Source section. This information provides agencies with information about which
referral sources are more successful.

Notice the question- Do you want to be informed before we contact your present employer? This question and

your selection will appear at the beginning of your application when hiring managers screen your application.

Click the Verification radio button, | agree and then click the Submit button.

* YERIFICATION

The infarmation that you provide on this application is subject to verification. Falsifications or
risrepresentations rmay disqualify you from consideration for employrment with the State of Montana ar, if
hired, rmay be grounds for termination at a later date, By selecting the submit button below, I certify that all
information subrnitted is true, correct and cormplete to the best of my knowledge and contains noo willful
falsifications or misrepresentations. I authorize all former employers to release job-related information they
may have about me to the State of Montana or its agents and employees. [ release all persons or cormpanies
frorm any liability or responsibility for providing such information.

O Agres Lag} Disagree

* Reguired fialds

Submitl

If you have not completed one of the pages on the application, you will receive the message below.
Click OK to Submit or Cancel to go back and complete the page.

If you choose Cancel, repeat the edit application process described above.

15



If you choose OK, click on the Submit button again.

LJ Tribal College
O careerso Message from webpage

ur present employer] € 3 your appication does not inchude Professional Licenses,
\'/ Are you sure that you want to continue with your sumbission?

Lox J[ concel ]

1 before sybmitting —

If you did not have any uncompleted pages, click the Verification radio button, | agree and then click the Submit
button, and your application is submitted.

It takes you to the Submission Confirmed page. It is not necessary to print your confirmation because is saved in
the View Employment Application Submission History on the main menu.

The page looks like this:

State of Montana

Employment Application

Logout | ePass Home |

/Ap;;lv,fmpmman Supplemental Questions  Additional Information  Submit Application(  Submission Confirmed
. . . .

Application Submission Confirmation

Submission Receipt
‘our application has been submitted on 7/9/2012 for the following position

Position Title: Administrative Assistant - Test2
Position Number(s): 61178787
Listing Number: 5168-1281
Department:  Administration
Division: Director's Office
Location: Helena
Closing Date: 7/252012

View Appiication
Thank you for applying. Note: It is not necessary to mail a paper copy of the application.

Click on Home at the bottom and it will take you to the main menu. Your confirmation is saved in the View
Employment Application Submission History.

State of Montana ) :
Employment Application

INSTRUCTIONS | FEEDBACX |

\2a0ut | £0a3s Mome | Sontact Us

Welcome
to the State of Montana Employment Application Service

Select an option from the list below:

) Apply foc Job or Compiete Un-submitted Apohcaton

Pl Add/Medd & v - anls

D) View Employment Anckcation S
= s lol
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You may look at the jobs that you have applied for and see the job status.

The page looks like this:

State of Montana y »iia

Employment Application

MSTRUCTIONS | FEEDBACK |

Logout | @Pass Home | Contact Us

Application Submission History

Application Date/Time Closing

Administrative Assistant -

My first

Test2 7/9/2012 7/25/2012
5168-1281 application Recruiting
Administrative Assistant - ¢
My first Pt & 190/ 0—0O0—0O
Test PR B 6/25/2012 6/29/2012
5117-127A o Recruiting
Administrative Assistant - . .
s iy 6/25/2012 7/25/2012 O O O
= appiication Recruiting
My first 6/4/2012 6/28/2012 @
application ng
My first 6/4/2012 7/25/2012 0—0—0
application Recruiting

Next >>

If you put your cursor over the status bar, it will give you a status description. For example, Screening -
Applicants are currently being screened for this position.

If you click on the position title, it brings up a copy of your Application Submission Confirmation.

Thank you for considering employment with the State of Montana.

Contact Information

The State of Montana has a decentralized human resources system and each agency is responsible for its own
recruitment and selection processes.

Therefore, to get help with the online employment application or for information concerning a specific job
listing, contact the state agency human resources staff identified on the job listing.

The State Government Recruitment Contacts list also contains agency specific contact information.
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http://mt.gov/statejobs/pocontacts.mcpx

