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Project Document Control 
The following information is used for document control and maintains a history of 
document changes for this document. 
 

Date Version Author Group History 

July 2015 2 Information 
Systems 

Information 
Systems 

Updated to reflect 
changes due to software 
upgrade 

October, 
2012 

1 Information 
Systems 

Information 
Systems 

Correction to 2 graphics 
(link on City page, link on 
Portal page) 

September, 
2012 

Original Information 
Systems 

Information 
Systems 

Original Issue 

 
 
 
This document is created and distributed by the City of Knoxville - Department of 
Information Systems 
 
Questions or comments pertaining to this document should be addressed to: 
 
Civil Service 
865-215-2106 
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The Civil Service Department 

is the employment office for 

the City of Knoxville 

Attention: Current City of 
Knoxville employees ---These 
instructions are for External 
Applicants only.   
 
Current City employees need 
to access your PeopleSoft 
self-service account to apply 
for any current job openings 

Introduction 
This instruction guide provides instructions for applicants 
wishing to view and apply for job openings with the City of 
Knoxville.  The City of Knoxville uses an online 
employment application system which enhances the 
efficiency of the hiring process and allow applicants to 
better manage their application materials and job 
searches.  
 
The employment application system will be accessible from a link on the City of Knoxville’s 
Civil Service Careers web page.  Job openings are posted in this system as they are 
approved and closed once the position is fulfilled unless otherwise noted. 
 

Before you Start 
In order to complete an online application, you will need the following information: 

• Personal information including address and contact phone numbers.  
• Education history including attendance dates, school locations and G.P.A. information.  
• Employment history including work dates, duties, addresses, contact names and phone 

numbers.  
• Professional references including contact information.  
• Licensure and certification details (if applicable) 

 
Working Email 
You must have a working e-mail address to apply for 
positions.  You will be notified via email when your 
application is received as well as when a job opening to 
which you have applied for has been closed.  If you do 
not currently have an e-mail address, please create one 
before applying.  There are several free e-mail providers 
such as Yahoo, Hotmail, and Gmail.   
 
Login 
You will create a User Name and Password for access to the employment application 
system.  Be sure to keep a record of your User Name and Password created whenever 
you register. You will need this information again to update your profile information, review 
submitted applications and apply for additional positions. 
 
Attachments 
The City’s employment application system is a totally paperless system so you must 
electronically attach your documents to your profile. Documents that can be attached are 
certificates, cover letters, resumes, degree/diploma, eligibility letters, references, test 
scores and transcripts. If you are unable to attach your documents, please contact Civil 
Service.   
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Employment Online Application Process 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
  

View Job 
Openings on 
Careers page 

(COK site) 

Login to Apply 
Complete 

Application/Upload 
Resume 

Submit 
Application 
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View Job Openings 
Job openings can be viewed on the City’s Career page located on the City’s website.  You 
do not need to have a login in order to view jobs.   
 
*Logins are required, however, to submit an application as well as to save favorite job 
search information for future reference. 
 

System Access 
To access the City’s career site, open Internet Explorer and go to 
http://knoxvilletn.gov/government/city_departments_offices/civil_service_department/. 
 
To view open positions,  click the View Current City Job Openings link.  

 
 
  

http://knoxvilletn.gov/government/city_departments_offices/civil_service_department/
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Current job openings will be shown on this page.  To learn more about these positions and 
to apply, you will need to login to the City’s electronic application system.  To login to this 
system, click on the Login to Career Center link on the Civil Service Careers Page.   
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
The latest City job openings will be listed on the screen. 
 
 
 
 
 
  

Postings are valid for a pre-determined 
period of time and applications can only 

be accepted during that time.  
Applications cannot be accepted for 

jobs that are not posted here. 
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Search for Jobs 
To search the list of job openings, enter information in the Keywords field on the screen 
and click Search. 
 
Results will be shown on the screen. 
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View Job Information 
To open a job, click on the Job Title to view details.  The job description will open. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
The job posting screen will contain information such as: 

• Job Description, 
• Salary Range, 
• Job Responsibilities, 
• Job Requirements, and 
• Application Deadline. 

  

You are not required to 
create/log in to your 
account unless you 
wish to apply for an 

open position. 
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From this screen, you can also: 
 Apply button 

 Email to Friend button 
 
 
 
 
 
 
 
 
 
 
 
 
  

You must be logged 
in to save or apply for 

a job. 

To view other 
openings, click  

Return to 
Previous Page. 
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Email to Friend 
1. Click Email to Friend button to email this job posting to someone. 
2. On the next screen, enter the email address of the person you are sending this posting 

to (in the TO field.) 
3. In the second field, enter your name if it is not already displayed. 
4. When ready, 

click Send. 
5. To return to the 

main Job Search 
screen, click 
Return to 
Previous Page 
link at the bottom 
left corner of the 
page. 

 
 
 
 
 
 

Favorite 
This option saves a favorite job posting to your Favorite Jobs screen.  If you are not 
already logged in when you click this, you will be prompted to login at this time.   
1. Locate the Job Details section of the screen.  Click the Star icon at the top of the page 

to save this job to your list of Favorite Jobs. 
2. Click it again to de-select it. 

0. 
 Please note that you must be registered before you can login.  For more information 

about Registration, see instructions on page 12. 
 For more information about logging in to the system, see instructions on page 14.   
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Apply 
Click Apply to apply for this job. See instructions on page 17 for more information on 
applying for a job. 
 

 
 

Register for Login 
In order to apply for jobs or save job searches, you must first register for a login.  As you 
complete the registration process (or any time after), you will setup profile information 
including personal information such as address and contact information.  This information 
will follow you anytime you apply for City jobs in the future.  It is important to keep your 
profile information current so that City representatives can contact you in case of future job 
opportunities. 
 
1. Open the Careers page.  Click New User. 
 If you have a login to the City’s Career system, click Sign In instead. 

 
 
 
  

Access the 
Careers computer 
application from a 
link on the City’s 
Civil Service site 

 
http://knoxvilletn.g
ov/government/cit
y_departments_of
fices/civil_service

_department/. 
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2. The Registration page will open.  Fields marked with an asterisk [*] indicate a required 
field.   

3. In the first field, enter your user name.  This will be the user name you will use to login 
to the system in the future. 

4. In the next two fields, enter your desired password.  This will be the password you will 
use to login to the system in the future.   

5. Enter your first and last names in the fields provided. 
6. Select your primary email address type (Business, Campus, Dormitory or Home.) 
7. Enter your email address. 
8. Select your primary phone type (Home, Business, Cellular, Campus, etc.) 
9. Enter your primary phone number.  
10. Select your preferred contact method (Email, Mail, or Phone.) 
11. When ready to continue, click Register. 
0. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
  

KEEP INFORMATION 
CURRENT 

 
It is important to keep your 
information current.  To return to 
this page later, click My Account 
Information link at the top of the 
main page. 
 
Some jobs have eligibility periods 
lasting multiple years.  It is 
important that the City have 
correct information in case you 
become eligible for a new job 
opportunity. 

Note: The name you enter should 
be your legal name as listed on your 
Social Security card. 
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Login 
You have to register before logging into this system.  See page 12 for detailed instructions 
on Registration. 
 
1. Open the Careers page that shows the main job postings.  Click Sign In at top right 

corner.   
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
2. Enter your user name and password as applicable on the screen. 
3. Click Sign In. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
  

If you forget 
either your user 
name or 
password, click a 
link to have it 
reset 
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4. The Careers Home screen will open.  The Job Postings will be visible.  Additional 
tools/sections are available that will aid in searching and applying for jobs. 

 

Change Password 
These instructions will explain how to change the password used to login to the City’s 
electronic application system. 
 
1. On the Careers Home page, click My Account Information. 
2. Click Change Password link. 
 

 
3. Enter your new password in both of the 

fields of the screen. 
4. Click Save. 
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Account Information 
On the My Account Information Screen, you will find your personal information.  To access 
your account details, you must first be logged in.  You must complete your account 
information before you can apply for a job. 
 
Click on the My Account Information link at the top or bottom of the page.   

 
 
On the Account 
Information 
screen, several 
account options 
can be 
specified.  
Complete this 
screen as 
applicable. 
Fields marked 
with an asterisk 
(*) are required 
and must be 
completed.   
 
 
When finished, 
click Save. 
 
When finished, 
click Return to 
Previous Page 
link. 
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Apply for Job 
 Anyone can view the job listing; however, the system will require you to register/log-in 

prior to applying for a position.   
 
You must start the application process from the individual job posting screen. 
 
1. Access the Recruiting system using login steps described earlier in this manual. 
2. From the Job Search screen, click on the Job Title link for the job you want to apply for.  

You can only apply for one job at a time. 
3. Read the job description details.  Scroll to the bottom of the page and click Apply. 
 

 
 
 
 
 
 
 
 
 
 
 
  

If you have not yet finished completing your user profile, you will be 
prompted to do so before continuing with the application.  
 
You must complete your profile before you can apply for a job. 
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4. Start – Step 1 of 6 
The first step contains Prequalification Notices and Agreements.  Not all positions will have 
the same information on this screen. 
 

a. Read the information on this screen.   
b. If you agree to these terms, click the checkbox at the bottom of the screen and then 

click Next. 
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5. Prequalify – Step 2 of 6 
The next step will ask pre-qualifying questions if they 
exist for this position.  Answers to these questions will 
guide the application process.  If this position has pre-
screening questions, they will be displayed on the 
screen.   
 

a. Answer each question as required.  Answers to each question will directly affect 
your ability to continue with the application.  

b. When finished, click Next.  You will be prompted if there are any unanswered 
questions.  Please answer them all before continuing. 

  

This step may not be 
relevant for all job 
openings.   
Skip to step #6 if there are no 
pre-screening questions. 
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c. If you are qualified to proceed, you will see the following screen.  If you are not 
qualified, you will see a message on the screen indicating that you are not eligible 
for this job.   

d. Click Continue. 
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6. Resume – Step 3 of 6 
a. At this time, you can choose to upload a resume, copy/paste resume text, use an 

existing resume, or apply without using a resume.   

• To copy and paste resume – continue to step b). 
• To upload resume – continue to step c). 
• To apply without using a resume, select this choice and click Next button.  

Continue to step 7. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

b. Copy and Paste Resume 
1. Click Copy & Paste Resume button. 
2. Enter title for resume. 
3. Select formatting and font choices.  

You will be typing a resume into the 
box below.  The formatting that you 
select here will determine how the 
resume text will appear on the 
screen 

4. In the large white field, type resume 
text.  You can also paste text into 
this field from the clipboard.  To 
paste text, place cursor in the field 
and press the Ctrl + V keys. 

5. When finished, click Save. 
6. If this is the resume you want to use, click Next.  If not, click Use Different 

Resume. 
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c. Attach Resume 
1. Click Attach Resume. 
2. Select Choose File. 
3. Locate file on your computer.  Click Open to 

select it. 
4. Once the file name is displayed, click 

Upload. 
5. The Resume Title field will default to the filename.  It is unique and cannot be 

used on another posting.  
6. If this is the resume you want to use, click Next.  If not, click Use Different 

Resume button. 
 
 

d. When finished with the resume screen, click Next to continue. 
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7. Education and Work Experience – Step 4 of 6 
This section will appear for all job types.  In this section, you will add:  

 Work Experience 
 School Education 
 Language Skills 
 Licenses and Certifications 
 Degrees 

 
Continue to enter information into each section as applicable.  At any time during the 
process, you can save the application for later use as long as you haven’t submitted it 
(Save as Draft button.)   
 
Items are added to these sections in the same manner for each section.  After they have 
been added, they will be displayed on the screen.  Additional items can be added.  Items 
can also be removed.  Questions for each section will vary. 
 

a. Education and Work Experience 

 
 
  

Only complete sections 
that apply to you. 
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All Sections TO ADD: 
1. Click Add ….button. 
2. Enter information as applicable.  Complete the form as applicable 

and save the item.  Required items are marked with an asterisk 
(*). 

3. To add another item, click Add More or Add Another button.  
Repeat step #2. To exit screen without making any changes, click 
the Cancel button. 

4. When finished adding your information, click Return button. 
5. All items that you entered will appear on the screen. 
 
TO DELETE: 
1. To delete an item from a section, click the Delete icon at the end 

of the row.   
2. Click OK on confirmation message. 
 
TO EDIT: 
1. To edit an item from a section, click the Edit icon.  

Work 
Experience 

• Please do not add “See Resume” as a substitute for adding your 
work history.  

• If still employed at this employer, leave End Date and Reason for 
Leaving fields blank. 

School 
Education 

Provide information about where you received your highest degree 
(or diploma) completed. 

Degrees 
Provide add information about your highest degree (or diploma) 
completed. 

Language 
Skills 

Provide information about the languages that you can speak and 
write (if other than English) .  

Licenses and 
Certifications 

Provide information about professional licenses and/or certifications 
that you currently hold. 

 
 

b. Personal Information - 
Select your gender from 
the list. 
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c. Application Questionnaire (Required) - This section will appear for all job types.  
It contains basic applicant questions.  Complete this section by checking each 
choice as applicable for you.   

d. Open Ended Questions (Required) - This section may contain Training and 
Experience questions or it may give additional information about tests that are 
required for this job.  Examples in this manual are for example purposes only.  
Answer each question as appropriate for your situation.  Please fully read the 
question and supply the additional information if requested.  Keep in mind that these 
questions may vary according to job type. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

e. When finished with this screen, click Next button. 
 

 To save your application 
without submitting, click 
Save as Draft button 
(located at bottom of 
screen).  You will see a 
message noting that 
your application was 
successfully saved but 
not submitted.  Click OK 
on message.  

 



Apply for City of Knoxville Jobs - Applicant User Guide 

 

PeopleSoft External Applicant Process 
Page 26 

8. Diversity– Step 5 of 6 
The next screen asks for information on your gender and ethnic group.  This information is 
optional. 
 

a. Select your gender from the list. 
b. Select your ethic group from the list.  
c. To add a second ethnic group, click the Add Ethnic Group button (Ref ) and 

repeat step b. 
d. To delete an ethnic group entry, click the Trash Can icon (Ref .)  Click OK to 

confirm. 
e. When finished, click Next button. 
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9. Review/Submit– Step 6 of 6 
a. Review each section on this screen.  To make changes to an item, click the Edit 

icon to review the information and make changes. 
b. When finished, you are ready to submit your application.  To submit the application, 

click Submit Application button (located at top right and bottom right of screen.)   
 

 
  

You cannot make any 
changes to an 

application once you 
have submitted it to 

the City. 
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10. You will see a message indicating that you have successfully submitted your job 
application.   

 
If you have job applications in process, the status for this job will change to “Submitted”.  
Applications in progress can be viewed on the My Activities page. 
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11. You have now completed the application process, if you entered an email address 
associated with your account, you should receive an email informing you that your 
application has been received.  Please make sure to check your junk/spam account as 
your email may have routed it there.  Please continue to log in and check your profile 
for any notifications. 

0. 
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My Activities 
Click My Activities link to access the My Activities page. 
 

 
 
 

Applications in Progress () 
This section shows the job postings that you have applied for.  Click on a job title link to 
view your application information. 
 
The Status column will show the status of your application.  To withdraw your application 
before submitting it, click the Withdraw button at the end of the row.  Applications that are 
in process are unable to be withdrawn. If your application is in process, you will see a 
message should you try to withdraw it.   
 
There is a filter at the top right corner 
of the page that you can use to filter 
the list if applications by various date 
ranges. 
 
  

You may have to scroll 
vertically or 

horizontally to view all 
of the screen. 
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Resumes () 
This view-only section shows the resumes that you have on file that have been used in the 
submittal of a job application.  Click on the applicable document link to open the document.  
The resume document will open in a separate window.  Close that window when finished.  
You can only upload a resume when applying for a specific job posting. 
 

Cover Letters and Attachments () 
This section shows documents that have been uploaded to your profile.  You can upload 
cover letters and attachments.  Attachments may include college transcripts, diplomas, 
references, etc. 
 
To Add Document: 
1. Click Add Attachment button. 
2. Both fields are required.  In the first field, select the attachment type from the list.  You 

cannot add another identical attachment type.  Only one document per attachment type 
is permitted. 

3. Enter the attachment purpose in the second field. 
4. Click Upload Attachment. 
5. Click Choose File. 
6. Locate file on your computer.  Click Open to select it. 
7. Once the file name is displayed, click Upload. 
8. Once the file is uploaded, click Save. 
9. The list of 

attachments 
will be 
updated to 
include this 
document. 

10. When 
finished, the 
item will 
display on 
the screen.  To add another item, click the Add Attachment button again.   

 
 To delete this attachment, click the Delete icon at the end of the row.  Click OK on 

confirmation message. 

  



Apply for City of Knoxville Jobs - Applicant User Guide 

 

PeopleSoft External Applicant Process 
Page 32 

FAQ - How do I know which resume I used with my application? 
On the Careers Home page, locate the My Activities link and click on it.  This screen will 
indicate the number of applications either submitted or in-process associated with your 
profile.   
 
1. Click on the job title link that want to know about. 
2. Your application information will be displayed on the screen. 
3. Scroll down to the Resume section. The resume that was used will be displayed. 
4. Click on document file name to open the file. 
 

 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

You cannot change or delete a resume 
once it has been submitted. 
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