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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.

Version Author History
July 2015 2 Information | Information Updated to reflect
Systems Systems changes due to software
upgrade
October, 1 Information Information Correction to 2 graphics
2012 Systems Systems (link on City page, link on

Portal page)

September, | Original | Information | Information Original Issue
2012 Systems Systems

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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Introduction

This instruction guide provides instructions for applicants The Civil Service Department
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 the City of Knoxville
efficiency of the hiring process and allow applicants to

better manage their application materials and job

searches.

is the employment office for

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:

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

numbers.
e Professional references including contact information. ) _
« Licensure and certification details (if applicable) Attention: Current City of
Knoxville employees ---These
Working Email instructions are for External
You must have a working e-mail address to apply for Applicants only.

positions. You will be notified via email when your

application is received as well as when a job opening to Current City employees need
which you have applied for has been closed. If you do to access your PeopleSoft
not currently have an e-mail address, please create one self-service account to apply
before applying. There are several free e-mail providers for any current job openings
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.

PeopleSoft External Applicant Process
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Employment Online Application Process

View Job
Openings on ' Submit

Careers page Lot e Al

(COK site)

Application

PeopleSoft External Applicant Process
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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.

The Civil Service Department is the employment office for the City of Knoxville. The City Charter establishes a merit system
that assures personnel actions are made on the basis of merit and fitness without regard to any political test, affiliation or the
like. The merit system provides for the equitable treatment of city employees and provides a work force that is properly
trained to deliver the city's essential public services.

CIVIL SERVICE DEPARTMENT
City County Building

0 S, S mTE——rrm—,
Knoxville, TN 37902 :ﬁ“* Wheuns ’ View Current City [ob Openings
- he

C the Status of Your

Main Office: 865-215-2106 Apphcatlun

TDD: 865-215-2900 ; .
Job Line: 865-215-2562 * Applying for Police Officer

Fax: 865-215-4270 * Applying for Firefighter

gggj?:iﬁig;g;ﬁay * Register and Set Up a Profile * Benefits
' ’ * Manage Your Account * State of Tennessee Employment
* Non City Employees Information
* Current City Employees * Civil Service Department
* Applicant User Manual [PDF] * Frequently Asked Questions

Vicki Hatfield, Civil Service Director
vhatfield@knoxvilletn.gov

Matt Bradburn, Civil Service Deputy Director

Hiring and employee issues for Administration, City Council, Law Department, Police Department, Public Service, Public
Assemblies, and Emergency Management.

mbradburn@knoxvilletn.gov

Melissa Foster, HR Analysl, Senior
gs for the Fire Department Finance gnde mant, Benefits, Community

PeopleSoft External Applicant Process
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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.

=

<Z CITY OF KNOXVILLE

- MADELINE ROGERO, MAYOR

Services Residents Business Visitors Government

Select Language / Print

Search For Anything

City of Knoxville » Government » City Departments & Offices » Civil Service » Current Job Openings

Current Job Openings Civil Service Director
Vicki Hatfield
vhatfield@knoxvillem gov
(863) 2152106

400 Main St., Suite 569
Knoxville, TN 37502

The City of Knoxville does not accept applications for jobs unless there is a posted vacancy.

Current vacancies are listed below.

If you want to apply for one of the jobs listed below please Login to Career Center. h

GoBc

If you need to register a profile on the Career Center please visit Register & Set Up Profile for more information.

1If you have more questions about applying for a job with the City of Knoxville, please click the How to Apply for A Job link.

Current Job Openings with the City of Knoxville

Collections Specialist [PDF] - Apply through 06/30/2014
Housing Rehabilitation Specialist [PDF] - Apply through 07/02/2015
el PDF] - Apply through 07/02/2015
h 0

The latest City job openings will be listed on the screen.

City of Knoxville (8)

Department G matches found

Search Tips

More Options

0 earc y Nolfications Yy AcClivilies 'y Favorile Jobs Yy Save earches y Accountinformation
Job Search Job Search | My Notifications | My Activities | My Favorite Jobs | My Saved Searches | My Account Informati
Filter by Keywords

Location Search Reset Search Save Search

: List of Jobs
Civil Service (5) Search Results h —,

Family Recreation Ctrs. (1)
Police Officer Recruit- 999046
Department: Civil Service | Location: City of Knoxvile | Posted Date: 07/01/2015
Job Family ’ serveel i :
Mo Value i§) Crossing Guard - 999002
Department: Civil Service | Location: City of Knoxvile | Posted Date: 01/14/2015
Job Function
No Value () Intern | - 993003
Department: Civil Service | Location: City of Knoxvile | Posted Date: 01/05/2015

Job Posted In Intern 11 - 993004
2015(6) Department: Civil Service | Location: City of Knoxvils | Posted Date: 01/052015

Police Cadet - 998040

Depanment: Cii Serviee | Location: Ciy orknowvie [ Fosfl - POSTINQGS are valid for a pre-determined

Recreation Intern - 93002 period of time and applications can only
be accepted during that time.

Applications cannot be accepted for

Department: Family Recreation Ctrs. | Location: City of Kn

Job Search | My Notifications | My Activities | My Fa

jobs that are not posted here.

PeopleSoft External Applicant Process
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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.

Keywords [cadet _ Search Tips
Reset Search Save Search More Options

1 matches found

Search Results

Folice Cadet - 888040
Department: Civil Service | Location: City of Knoxvile | Posted Date: 01052015

PeopleSoft External Applicant Process
Page 8
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View Job Information
To open a job, click on the Job Title to view details. The job description will open.

6 matches found

Search Results

Search Reset Search Save Sed

Intern 1 - 993003

olice Officer Recruit - 9990486

- 999002
Department: Civil Service | Location: City of Knoxville | Posted Date: 01/14/2015

acation: City of Knoxville | Posted Date: 07/01/2015

Department: Civil Seny

Intern 11 - 03004

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

Job Description

Previous Job Next Job B

Job Details

JobTitle Police Cfiicer Recruit JobID 999046

Location City of Knoxville FulliPart Time Full-Time

RegulariTemporary Regular Favorite Job

How To Apply

THE CITY OF KNOXVILLE

CIVIL SERVICE

JOB ANNOUNCEMENT

Civil Service Department, Suite 569, City County Bidg, 400 Main Street, Knoxville, TN 37902 (865) 215-2106. Web: www.cityofknoxville.org

Police Officer

(Entry-Level and Promaotional)

9046 6114113

Drug testing may be required
ENTRY-LEVEL SALARY: $31,975 annually (during academy)

POLICE OFFICER SALARY: $32,775 -343 246 annually (after graduation from academy)

The City of Knoxville requires as a condition of employment that all newly employed individuals, former employees that have been re-hired, or employees
promoted 1o a new classification will receive their paychecks by way of automatic direct deposit.

Starting and promotional salaries will be determined based upon applicant qualifications and in accordance with Civil Service Merit Board Rules and
Regulations.

The City of Knoxville only accepts online applications. To apply, 9o to www cityofiknoxville.org. You must complete ALL APPLICABLE SECTIONS of the
application. DO VE SECTIONS BLANK. Doing so could result in your application being deemed incomplete. If you need assistance submitting an

Ammlieatan S Pl @ariinn Affien abthe adraee lebne aRen

The job posting screen will contain information such as:

Job Description,
Salary Range,

Job Responsibilities,
Job Requirements, and
Application Deadline.

PeopleSoft External Applicant Process
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From this screen, you can also:

O Apply button
® Email to Friend button

a job.

You must be logged
in to save or apply for

Drug testing

Job Description

Previous Job NextJob
Job Details
Job Title Police Cfiicer Recruit JobID 999046
Location City of Knoxville Full/Part Time Full-Time
Regular/Temporary Regular Favorite Job -
How To Apply

THE CITY OF KNOXVILLE

CIVIL SERVICE

JOB ANNOUNCEMENT

Civil Service Department, Suite 569, City County Bldg, 400 Main Street, Knoxville, TN 37902 (865) 215-2106. Web: www.cityofknoxville.org

9046 Police Officer 61413

(Entry-Level and Promational)

approp . g uIsputes or any.. adiure involving - e, Tamily meti.
neighbors, lanui.. o3, rival youth gangs, etc. ), Resp.. _.ourcing traffic and parking reguia.. - . .inle for communicating with res.. -
business owners, etc., in the assigned patrol area; Responsible for providing rescue and first aid services to victims of accidents, disasters, and other emergency
situations; and responsible for preparing accurate and detailed reports and forms; and other duties as required.

THE FOLLOWING KNOWLEDGES. SKILLS AND ABILITIES ARE BASIC REQUIREMENTS NECESSARY TO PERFORM THE JOB OF POLICE OFFICER:

Ability to read case law, legal interpretations, training bulletins, etc., in arder to review results of court cases, prepare for testimony, etc.; Ability to write in-depth
narrative reports; Ability to transmit and receive messages over palice radio by voice in order to exchange information; Ability to give instructions to assisting officer
or other public service personnel at crime scenes, accident scenes, etc.; Ability to testify in legal proceedings; Ability to operate and maintain vehicles, weapons,
uniforms, and other issued equipment; Ability to qualify in required practice of operation of firearms and other weapons to maintain a minimum standard of
proficiency; Ability to conduct high risk vehicle stops; Ability to respond as assigned to crimes in progress; Ability to recognize sounds that should be investigated
and their approximate origin (e.g., breaking glass, angry or fearful voices, alarms, etc.) and take necessary action; Ability to examine crime/accident scenes in
order to determine investigative procedures to follow.

<

ol Apply | Email to Friend 9

Return to Previous Page

4

To view other
openings, click

Return to
Previous Page.

PeopleSoft External Applicant Process
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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.)

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.

Enter the email address

using a comma as a separator, of the person to whom you are sending this job information, When you are finished, choose
the Send button
Email Details

*To |jlsmith@gmail.com
*Your Name Heather Smith

Subject Interesting job at City of Knoxville

Example Email Only

Message |Heather Smith saw this job opening and thought you might find it interesting: E]

Police Officer Recruit
City of Knoxville
1

We would like to invite you to visit our careers site to complete your application.

DIRECTIONE:

1. Selectthe link
2. Sign In to acces!
3. Review the job

cess our careers site.
ur accountor if you are not an existing user select the New User link to create one.
cription and select the Apply button to begin your application.

* Required Information

Return to Previous 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.

Job Description

Frevious Job Next Job

A

Job Details &

&

Job Title Palice Officer Recruit

Location City of Knoxville )

Click the Star Icon to save
this job to your list of

RegularTemporary Regular

Job Search | My Motifications | My Activities | My Favorite Jobs | My Saved Searches | My Account Information

JobID 999046

FulllPart Time Full-Time

DR

Favorite Job

How To Apply

favorite jobs

® 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.

PeopleSoft External Applicant Process
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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.

Responsible for patrolling a designated arg

crimes or accidents to restore or maintain order and prese

canec

THE FOLLOWING KNOWLEDGES. SKILLS AND ABILITIES ARE BASIC REQUIREMENTS NECESSARY TO PERFORM THE JOB OF POLICE OFFICER:

respond quickly to calls for service; Responsi
evidence; Responsible for detecting, apprehending and arresting suspects a
appropriate; Responsible for mediating disputes or arguments of a potentially violent nature involving a wide variety of participants {i.e., family members,

neighbars, landlords and tenants, rival youth gangs, etc.); Responsible for enforcing traffic and parking regulations; Responsible for communicating with residget=

business owners, etc., in the assigned patrol area; Responsible for providing rescue and first aid services to victims of accidents, disasters, and other emergf
situations; and responsible for preparing accurate and detailed reports and forms; and other duties as required.

Access the
Careers computer

order to determine investigative procedures to follow.

( Apply ' )

Email to Friend

Ability to read case law, legal interpretations, training bulletins, etc., in arder to review results of court cases, prepare for testimony, etc.; Ability to write in-dep
narrative reports; Ability to transmit and receive messages over police radio by voice in order to exchange information; Ability to give instructions to assisting
or other public service personnel at crime scenes, accident scenes, etc.; Ability to testify in legal proceedings; Ability to operate and maintain vehicles, weapf
uniforms, and other issued equipment; Ability to qualify in required practice of operation of firearms and other weapons to maintain a minimum standard of

proficiency; Ability to conduct high risk vehicle stops; Ability to respond as assigned to crimes in progress; Ability to recognize sounds that should be investig
and their approximate origin (e.g., breaking glass, angry or fearful voices, alarms, etc.) and take necessary action; Ability to examine crime/accident scenes |

application from a
link on the City’s
Civil Service site
9
http://knoxvilletn.g
ov/government/cit
y_departments_of
fices/civil_service

Register for Login

_department/.

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.

Job Search

access our online career tools.
Filter by

Location
City of Knowville (6)

Department
Civil Service (5)
Family Recreation Cirs. (1)

Job Family
No Value (5)

L .Job Function

You can search and review jobs from this page without creating an accoun

*
Keywor, *
/ .
& matches found ~ort By | Posted Date L
Search Results First ‘&' 1-60f6 &/ Last
Palice Officer Recruit - 999046
Department: Civil Service | Locatiol

Crossing Guard - 939002
Department: Civil Service | Locatiol

Intern | - 983003
Department: Civil Service | Locatiol

Sign In

sllows you to uplﬁl resume, apply fol

)

PeopleSoft External Applicant Process
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5
6
7.
8
9

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

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.

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.

Enter your first and last names in the fields provided.

Select your primary email address type (Business, Campus, Dormitory or Home.)
Enter your email address.

Select your primary phone type (Home, Business, Cellular, Campus, etc.)

Enter your primary phone number.

10. Select your preferred contact method (Email, Mail, or Phone.)

11. When ready to continue, click Register.

Register
Enter your user name and password o login. If you have not yet registered, Note: The name you enter should
be your legal name as listed on your
Account Information Social Security card.
*User Name |Smith_M_2015
*Password ssssaes
*Confirm Password sesses KEEP INFORMATION
*First Name |\Morgan CURRENT
“Last Name Smith
It is important to keep your
Contact Information information current. To return to
“Primary Email Type [Home this page later, click My Account
*Email Address ¢ e - Information link at the top of the
- main page.

Primary Phone Type | Cellular
Phone | Ext

Some jobs have eligibility periods
lasting multiple years. Itis

( Register ) important that the City have
correct information in case you
become eligible for a new job
opportunity.

Preferred Contact Method | Email

Already Reqistered? Sign |

* Required Information

Return to Previous Page

PeopleSoft External Applicant Process
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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.

Job Search New User

You can search and review jobs from this page without creating an accoun allows you to upl‘cur resume, apply fo
access our online career tools. 1
Filter by Keywork, .
u
Location '

City of Knaoxville ()

& matches found “ort By | Posted Date w

Department Search Results First ‘4’ 1-60f6 * ' Last
Civil Service (5)

. ) Police Officer Recruit - 999045
Family Recreation Cirs. (1) Department: Civil Service | Locatiol

. Crossing Guard - 999002
Job Family Department: Civil Service | Location: Cil
Mo Value (6)

Intern | - 983003

Department: Civil Service | Locatiol

lnb Function

2. Enter your user name and password as applicable on the screen.

3. Click Sign In.
Sign In
‘You must sign in to continue. If you forget
*User Name [Smith_M_2015 Forgot User Mame / either your user
name or
*Password ssssss Forgot Password

password, click a

( Sign In ) link to have it
- )
e or Password? Reqgister Now reset

* Required Information

Return to Previous Page

PeopleSoft External Applicant Process
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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.

Filter by Keywords

Location Search
City of Knoxville (6)

6 matches found
Search Results

Department
Civil Service (5)
Family Recreation Ctrs. (1)

Police Officer Recruit - 999046

Job Family

NoValue (6) Crossing Guard - 999002

Job Function

No Value (6) Intern | - 993003

Job Posted In
2015 (6)

Intern Il - 993004

Police Cadet - 999040

Recreation Intern - 993002

Job Search | My Notifications | My Activities | My Favorite Jobs | My Saved Searches | My Account Information

Department: Civil Service | Location: City of Knoxville | Posted Date:
Department: Civil Service | Location: City of Knoxville | Posted Date: 01/14/2015
Department: Civil Service | Location: City of Knoxville | Posted Date: D1/05/2015
Department: Civil Service | Location: City of Knoxville | Posted Date: D1/05/2015
Department: Civil Service | Location: Gity of Knoxvill | Posted Date: 01

Department: Family Recreation Cirs. | Location: City of Knoxville | Posted Date: 0

Job Search | My Naotifications | My Activities | My Favorite Jabs | My Saved Searches | My Account Information

Signed In as Morgan | Sign Out

Search Tips

Save Search Mare Options

Reset Search

Sort By | Posted Date v
First &' 16016 &/ Last

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.

My Account Information

have applied to
Account Settings

User Name smith_m_2015

Password N

Namme Format

*First Name |Morgan

Name

*Last Name |Smith

Address

Country |United States v

Address 1

Job Search | My Notifications | My Activities | My Favorite Jobs | My Saved Searches | My Account Information

You can update your name, address, phone number and email here. Changes made fo your contact details on this page will be updated on all of the jobs you

Signed In as Morgan | Sign Out

Middle Name

/ﬂwz\

3. Enter your new password in both of the

fields of the screen.
4. Click Save.

\

Change Password

Choose your new password. Use the Save button when you're done.

*Enter New Password (ssssses

*Confirm New Password sssssesl

* Required Information

Save

Cancel

PeopleSoft External Applicant Process
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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.

Keywords Search Tips

Search Feset Search Save Search IMore Options

& matches found Sort By | Posted Date
Search Results First ‘&) 1-60f6

Folice Cfficer Recruit- 999046

v

Crossing G

City of Knoxville | Posted Date: 01142015

Job Search | My Notifications | My Activities | My Favarite Jobs | My Saved Searches | My Account Information Signed In as Morgan | Sign Out

b | ast

On the Account

My Account Information Job Search | My Notifications | My Activities | My Favorite Jobs | My Saved Searches | My Account Information
Information
You can update your name, address, phone number and email here. Changes made to your contact details on this page will be updated on all of the jobs you
screen, several nave appled to
1 A t Setti
account options =l L
User Name smith_m_ Preferred Contact Method | Email
Can be Password Change Password
specified.
R Name
Com plete thIS Name Format| English hi Name Prefix
screen as *First Name |Morgan Middle Name
H *Last Name |Smith Name Suffix
applicable.
. Address
Fields marked Country | United States v
with an asterisk Address 1
*) B Address 2
(*) are required O
and must be city State
Postal C
completed. oste ounty
Email Address
*Email Address Primary *Email Type Delete
.. #| Home v o
When finished,
H Add Email Address
click Save. ==
one
Phone Number Extension Primary *Phone Type Delete
When finished, o WY ‘ Calluar ; i
click Return to .
Previous Page ai
link. *...llI.
Return to Previous Page Job Search | My Nofifications | My Activities | My Favorite Jobs | My Saved Searches | My Account Information

PeopleSoft External Applicant Process
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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.

Access the Recruiting system using login steps described earlier in this manual.

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.

MAJOR DUTIES AND RESPONSIBILITIES:

A Police Officer with the Knoxville Police Department is respansible for providing a variety of police protection and other services necessary to enforce the laws
and ordinances of the City and for safeguarding the lives, property, and constitutional rights of its citizens. The following are general examples of some of the
duties and responsibilities of a Knaxville Palice Cfficer; however, the duties and responsibilities are not limited to the following list:

Respaonsible for patrolling a designated area of the City on foot or in a patrol vehicle to respond quickly to calls for service; Responsible for responding to reports of
crimes or accidents to restore or maintain order and preserve and collect evidence; Responsible for detecting, apprehending and arresting suspects as
appropriate; Responsible for mediating disputes or arguments of a potentially violent nature involving a wide variety of participants (i.e., family members,
neighbors, landlords and tenants, rival youth ganas, etc.); Responsible for enforcing trafiic and parking regulations; Responsible for communicating with residents,
business owners, etc., in the assigned patrol area; Responsible for providing rescue and first aid services to victims of accidents, disasters, and other emergency
situations; and responsible for preparing accurate and detailed reports and forms; and other duties as required.

THE FOLLOWING KNOWLEDGES, SKILLS AND ABILITIES ARE BASIC REQUIREMENTS NECESSARY TO PERFORM THE JOB OF POLICE OFFICER:

Ability to read case law, legal interpretations, training bulletins, etc., in order to review results of court cases, prepare for testimony, etc.; Ability to write in-depth
narrative reports; Ability to transmit and receive messages over police radio by voice in order to exchange information; Ability to give instructions to assisting officer
ar other public service personnel at crime scenes, accident scenes, ete.; Ability to testify in legal proceedings; Ability to operate and maintain vehicles, weapons,
uniforms, and other issued equipment; Ability to gqualify in required practice of operation offirearms and other weapons to maintain a minimum standard of
proficiency; Ability to conduct high risk vehicle stops; Ability to respond as assigned to crimes in progress; Ability to recognize sounds that should be investigated
and their approximate origin (e g, breaking glass, angry or fearful voices, alarms, etc ) and take necessary action; Ability to examine crime/accident scenes in
order to determine investigative procedures to follow.

L Apply ) Email to Friend

Return to Previous Page Job Search | My Notifications | My Activities | My Favorite Jobs | My Saved Searches | My Account Information

ISR |

KT

IEF JOB DESCRIPTION

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.

PeopleSoft External Applicant Process
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4. Start —Step 10f6
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.

D m! ! | ! O
et L= e et
Start Prequalify Resume Education and Work Experience Diversity Review/Submit
Exit | |4 Previous MNext

Start - Step 1 of 6
Applying for: Police Officer Recruit
This job application allows you to attach a resume and has a number of sections, ranging from job preferences to work experience. The step-by-step
process will guide you through the application. Please fill in all information carefully and completely before submitting
Before you begin the application process, please read the agreements on this page carefully. By selecting the agreements checkbox below, you
acknowledge that you accept the terms of these agreements. If you do not agree to these terms, select the Exit button.

Prequalification Notices
Job Title: Paolice Officer Recruit Job 1D: 999045
Please answer the questions listed below. Your answers to these questions will determine your eligibility to continue with this

application.

Cnce you submit your answers, you will be immediately notified if you are eligible to continue.

Agreements

Prequalification Terms & Agreements
After you submit your answers to the following guestionnaire, you will be immediately informed if you are eligible to continue with the
application

Application Terms & Agreements
You are advised that your responses submitted in this application constitute a legal undertaking and any false or incorrect information
will render your application void
Applicants who are offered employment will be required to successfully complete a pre-employment drug test and an employment and
education background check.

e read and agree to the above terms and agreements
| |4 Previous ( Next ;)

Exit

PeopleSoft External Applicant Process
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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.

This step may not be
relevant for all job

openings.

Skip to step #6 if there are no
pre-screening questions.

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
guestions. Please answer them all before continuing.

[

Start Prequalify Resume Education and Work Experience

Exit
Prequalify - Step 2 of 6
Applying for: Police Officer Recruit

To be eligible to submit an application you will need to answer the following guestions.

Prequalification Questions (Required)

Are you atleast 21 years of age? (Please remember to bring a copy of your birth certificate to the
written exam)

Have you graduated high school or earned a GED equivalent? (Flease remember to bring a copy
of your diploma or certificate with you to the written exam)

Have you ever been convicted of a felony?
No
/e you ever been convicted of a crime involving drugs or alcohol?

No

Have you ever been convicted of a crime involving domestic violence?

Were you discharged from the military with a condition OTHER than honorable? (If you were
honorably discharged or did not serve in the military, answer "no” here)

Exit

Diversity Review/Submit

Save as Draft { Previous Next b

Example of Pre-Qualification
Questions

Save as Draft 4 Previous I Mext },

PeopleSoft External Applicant Process
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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.

Prequalify Results

You are eligible to apply for 1 job(s).

Qf You are eligible to apply for this job.

~ Job Title Police Officer Recruit JobID 9905046

CM LINE NOTIFICATION

Your submitted questionnaire has been evaluated.

The answer(s) to the guestionnaire submitted by you indicate that:

You are eligible to apply for this Job Opening.

Flease proceed with the completion of your application by entering all information you consider to be relevant in the following
pages.

When ready press the "Continue” button to enter information into your application and to check existing information.

—
{ Continue )

PeopleSoft External Applicant Process
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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.

e To copy and paste resume — continue to step b).
e To upload resume — continue to step c).

e To apply without using a resume, select this choice and click Next button.
Continue to step 7.

[l il D
- -
Start Prequalify Resume Education and Work Experience Diversity Review/Submit
Exit Save as Draft 4 Previous Next
Resume - Step 3 of 6
Applying for: Police Officer Recruit
How would you like to proceed?
Resume Options
Copy & Paste Resume Copy and paste your resume
Attach Resume Provide us with your resume
Exit Save as Draft 4 Previous Next p
Check this option
only if applicable

b. Copy and Paste Resume
1. Click Copy & Paste Resume button.
2. Enter title for resume.

3. Select formatting and font choices. e
You will be typing a resume into the
box below. The formatting that you .

*Resume - = €
. . HB@ @ « Qh =Hwe Q
select here will determine how the e T o la:0zs
resume text will appear on the Elz 2= == =% a0
screen Mary Elizabeth Clark
4. In the large white field, type resume 1100 Gay St
text. You can also paste text into Knoxville, TN 37502

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.

PeopleSoft External Applicant Process
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c. Attach Resume
1. Click Attach Resume.

File Attachment

2. Select Choose File. Choose File | Clark Resume.docx
. . Upload Cancel
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.

PeopleSoft External Applicant Process
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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:
o Work Experience
s School Education .
s Language Skills Only complete sections
o Licenses and Certifications that apply to you.
o 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

= = ! =]

Start Prequalify Resume Education and Work Experience Diversity Review/Submit

Exit Save as Draft 4 Previous Next p
Education and Work Experience - Step 4 of 6

Applying for: Police Officer Recruit
If you have any Employment Information, enter it in this section.
Work Experience
You have not added any employment information to your new application.

Add Work Experience
To add School Education to your application, select the Add Schocl Education hyperlink below.
School Education
You have not added any school education to your application
Add School Education
To add Degrees to your application, select the Add Degrees hyperlink below.
Degrees
You have not added any degrees to your application

Add Degrees
To add Language Skills to your application, select the Add Language Skills hyperlink below.
Language Skills
You have not added any language skills to your application
Add Language Skills

Toadd Licenses and Certifications to your application, select the Add Licenses and Certifications hyperlink below.

Licenses and Certifications

L Wcations to your app_\i_catioy—- \ ]

PeopleSoft External Applicant Process
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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. Allitems 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.

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

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

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

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

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

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

b. Personal Information -
Select your gender from
the list.

Gender | Male

PeopleSoft External Applicant Process
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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

guestion and supply the additional information if requested. Keep in mind that these

guestions may vary according to job type.

On this page provide your answers to questions related to this application.
Application Questionnaire (Required)
Flease check your applicant status:

NOTE: If you are a CURRENT City of Knoxville Employee you MUST log-in and apply using your City ID from a City Networked PC or you
will NOT receive promotional preference

) Nota City Employee
Current City Employee
Former City Employee
Are you atleast 18 years old?
v Yes
No
Are you a veteran of the .S, Armed Forces? Mote: Any veteran must attach a copy of his DD-214 discharge papers or his certificate of
satisfactory service.
Yes

W No

Open Ended Questions (Required)

Have you ever been discharged for cause or asked to resign in lieu of termination from any job? (If yes, please explain)

o ® To save your application

without submitting, click
Save as Draft button
(located at bottom of
screen). You will see a

Word Count Total Words 0 message noting that
your application was
Have you ever been convicted of a felony or misdemeanor? (This includes DUI & reckless driving, but not speeding or parkij
Conviction will not necessarily disqualify an applicant from employment. The recency, severity, and pertinence of the convi Successfu | |y Saved but
will all be considered. (If yes, please explain)
“NOTE: WHILE CONVICTIONS WILL NOT NECESSARILY DISQUALIFY A CANDIDATE, FAILURE TO DISCLOSE A CONVI not submitted. Click OK

RESULT IN REJECTION OF YOUR APPLICATION.

Mo

on message.

Word Count Total Words 0

Exit Save as Draft 4 Previous

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

PeopleSoft External Applicant Process
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8. Diversity— Step 50f 6

The next screen asks for information on your gender and ethnic group. This information is

optional.

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.

Start

(=] O

Prequalify Resume Education and Work Experience Diversity Review/Submit

Exit Save as Draft 4 Previous Next p
Diversity - Step 5 of 6

Applying for: Police Cfficer Recruit
‘fou are invited to provide the information requested regarding diversity.
Diversity

Qualified applicants are considered for and treated during employment without regard to race, color, religion, national origin, citizenship, age,
marital status, ancestry, physical or mental disability, medical condition, veteran status or sexual orientation.

Solely to help us comply with federal and state Equal Employment Opportunity record keeping, and other legal requirements, we request the
following information.

The information you provide is confidential and will be kept separate from your other applicant information. This information will be used for data
reporting requirements and will not be disclosed to the hiring authority nor will it be considered in making any employment decisions.

This Crganization Participates in E-Verify. Federal law requires all employers to verify the identity and employment eligibility of all persons
hired to wark in the United States.

Gender

Gender | Femalg v

Exit Save as Draft 4 Previous

Ethnic Identific ation

Ethnic Group ;American Indian/Alaska Native

Add Ethnic Group

PeopleSoft External Applicant Process
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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.)

= =] =] =] =] |

Start Prequalify Resume Education and Work Experience Diversity Review/ Submit

Exit Save as Draft 4 Previous Submit Application
Review/Submit - Step 6 of 6

Applying for: Palice Officer Recruit

Review your application and make any changes before submitting.

My Contact Information

Email cokwr 4
Cellular Phone 86
Address

Prefarred Contact Method Email

Prequalify

You are eligible to apply for this job. Job Title: Police Officer Recruit Job 1D: 999046
Resume
View Resume Resume Title Edit
Clark_Resume.docx Clark_Resume.docx y
Work Experience

You have not added any employment information to your new application. V4

School Education

You have not added any school education to your application

You cannot make any
changes to an
application once you
have submitted it to
the City.

Degrees

You have not added any degrees to your application

You have not added any language skills to your application

Licenses and Certifications

T
You have not added any licenses and certifications to your application V4

Personal Information
Gender Female
Diversity

Gender Female &

Ethnic Group American Indian/Alaska Native

Exit Save as Draft 4 Previous SubmitAppIication_'
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10. You will see a message indicating that you have successfully submitted your job
application.

Application Confirmation

Qf Your job application has been successfully submitted.

You have applied for the following jobis):.
Jobs Applied For

Job Title Job ID Location Job Posting Date Application Date

Police Cfficer Recruit 999048 City of Knoxville 07/01/2015 07M5/2015

Your application has been successfully submitted. Ifyou need to update your job application, you will need to reapply. If you wish
to view the status of this job application, selectthe link to return to the Job Search page and review the My Activities section.

Return to Job Search View Submitted 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.

My Activities

Job Search | My Notfications | My Activities | My Favorite Jobs | My Saved Searches | My Account Information

Display applications from | All /

Applications In Progress

Job Title Job ID Location Status Date Created Date Submitted
Folice Officer Recruit 090045 City of Knoxville Submitted 07H5/2015 2:51PM 07/15/2015 3:30PM
Resumes

Resume Title Attached File

Date Created

Clark_Resume.docx

Clark_Resume.docx 07/15/2015 3:04FM

Cover Letters and Attachments
You have not added any attachments
Add Attachment

Return to Previous Page Job Search | My Motifications | My Activities | My Favorite Jobs | My Saved Searches | My Account Information

PeopleSoft External Applicant Process
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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.

Your online application has been submitted ¥ ox

H civilservice@cityofknoxville.org (civilservice@cityofknoxville.org) Add to contacts
To com ¥

PeopleSoft External Applicant Process
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My Activities
Click My Activities link to access the My Activities page.

My Activities Job Search | My Notificationsf] My Activities [JMy Favorite Jobs | My Saved Searches | My Account Information

Display applications from | All
Applications In Progress

Job Title Job 1D Location Status Date Created Date Submitted

Folice Officer Recruit 9990445 City of Knaxville Submitted 07M15/2015 2:51PM 07152015 3:30PM

Resumes

Resume Title Attached File Date Created
Clark_Resume docx Clark_Resume docx D7M52015 3:04FPM

Cover Letters and Attachments

You have not added any attachments.

Add Attachment

You may have to scroll

Return to Previous Page Job Search | My Notifications | My Activities | My Favorite Jobs | My Saved Search) Vertica”y or

horizontally to view all
of the screen.

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 _ o
of the page that you can use to filter Display applications from BT
i i i i i Within Last Month
the list if applications by various date e s o e
ranges. Within Last Week
PM 10/25/2007 12°00AM [ Withdraw

PeopleSoft External Applicant Process
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Resumes (8)

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 553550
attaCh mentS 992047 7/24/08 07/27/2009 9:55£
WIII be Clark_Resume2.docx Clark_Resume1.docx 07/08/2015 2:20F|
updated to
InCIUde th IS :I\i E:::I e e e Attachment Type Purpose Uploaded
docu ment- clark_transcriptdocx Transcripts Test 07/08/2015 2:24P

10_ When Add Attachment
fl n IShed) the Return to Previous Page Job Search | My Notifications | My Activities | My Favarite Jobs | My Saved Searches | My Contact Information
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.

My Cover Letters and Attachments

Flla Nama Aftachment Typa Purposs Uploaded Edit Dgtats
clark_transcript.docx Transecripts Test 07/0E/2015 2:24PM & i

Add Artachment
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FAQ - How do | know which resume | 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
2
3.
4

Click on the job title link that want to know about.

Your application information will be displayed on the screen.

Scroll down to the Resume section. The resume that was used will be displayed.

Click on document file name to open the file.

Crossing Guard

Applications In Progress
Job Title

Multiple Job Applic ation

Palice Officer Recruit

Paolice Officer Recruit

Resume

View Resume

Clark_Resuma1.docx

Preferred Contact Method Not Specified

Job ID Locatio
Multiple You cannot change or delete a resume
once it has been submitted.
902047 City of |
999046 City of |
909046 City of |
499002 City of |
My Contact Information
Email

Cellular Phone

Address

Resume Title

Clark_Resume2 docx
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