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This job application guide book has been created to assist you with applying for a 
position using the automated application process.  If, after reviewing this 
document, or if you are an individual with a disability, and you need further 
assistance, you may contact human resources personnel to obtain additional help.   

Please note that while working in the system, if you leave your computer and do 
not return for a period of time, you may lose any unsaved work.  Therefore, it is 
always a best practice to save work in progress if something is going to distract 
you from completing your application 

Please call 683-7111 for further assistance. 



 

After turning on computer and opening up the Internet Explorer, insert: www.elkgrovecity.org 
Under “Quick Links” on the right hand side of the page, click on “Job Opportunities” 

 

You will be taken to the City of Elk Grove’s Human Resources Job Opportunities Page.   On the left hand 
side of the screen, click on “Applicant Login”   

 



In order to apply for a position, you must create a Login which includes your user name and a password.  
Click on “Create Your Account Here!” button.  NOTE:  Remember to write this information down and 
keep it in a safe place for you to access when applying for City positions. 

 

Once you have filled in the fields, hit save.  Your screen will display your username, password, email and 
password hint.  You will only have to create one login. 

 



You may choose to login to the system and create your application, or you may choose to browse 
current job openings.   In order to create an application, click “Login.”  Fill in your username and 
password with the information you just created and click “Login.” 

 

On the Employment Application Page, click on the “Create Application” button in the center of the page. 

Creating an application: 

 



You will be asked to create a name for your job application.  NOTE:  It may be helpful to name each 
application by the job title you are applying for.  This will help you track the different applications  you 
submit. 

Input your personal information as requested.  NOTE:  Be complete and double check your work as this 
information will be used to send information to you.   An incorrect email address will result in the 
inability of the City to contact you for job openings you may be qualified for. 

After inputting your information click the “Save & View Application” button at the bottom of the page.  
NOTE:  If you have failed to input required information, the system will give you an error message.  If 
this should occur, review your information to make sure you have answered or completed all required 
information and then click the “Save & View Application” button again. 

 



You will be given an opportunity to review your personal profile (personal information) again and to 
make changes, if necessary, by selecting the “Edit Personal Profile” button on the right hand side of the 
screen.  

 

If your information is correct, you may now start building your education and work history and 
information into your application.  For each of the selections, on the right side of the screen, you will see 
blue text that allows you to add information, such as:  “Add Education” or “Add Work History.”  Click on 
these sections and input relevant information.   

NOTE:  If you are attaching a resume, the City’s policy is that a resume does not take place of a 
completed application.  Failure to complete an application will be grounds for rejecting an application. 

 



After inputting your information into each of the sections, you may click “Save & View Application.”  

 

If you have additional information, click “Save & Add Another.”  If you click “Save & View Application, 
you will be able to see the information you input.  If you need to add additional information, you may do 
so by clicking on the “add” buttons on the right side of the screen.  As you continue to update your 
information, your application will be built.  NOTE:  The more detailed with work history, the easier it will 
be to determine if you have the desired skills needed for the position.  Remember to review you’re the 
information being input as it may reflect your qualifications or attention to detail.   

 



You are now ready to apply for a job.  Click on “Job Opportunities” on the left hand side of the screen to 
see what jobs are available.   

To review a job description to see if you are qualified, click on the title of the job, such as “Accounting 
Technician.”   

 

If you meet the minimum qualifications and are interested in the job, click on the “Apply” button on the 
right side of the screen. 

 



You will be asked to complete a series of “Agency-wide Questions.”   These questions include Equal 
Employment Opportunity related questions, which the City’s Human Resources Department uses for 
statistical purposes, and questions regarding criminal history and relationships to other City employees, 
which may be used in making employment decisions. 

 

When you have completed the responses to your questions, you may hit “Save & Proceed” or “Save 
Work in Progress.”  Please note that while working in the system, if you leave your computer and do not 
return for a period of time, you may lose any unsaved work.  Therefore, it is always a best practice to 
save work in progress if something is going to distract you from completing your application. 

 

 



 

Some positions will have required “Supplemental Questions” for all applicants to respond to.  Please 
answer all supplemental questions completely.  These may be simple radial buttons to click or you may 
be required to insert written responses.   

 



Once your Supplemental questions have been saved, you will be asked to confirm your application. 

Click “Save & Proceed” 

You will have an opportunity to review your application and your responses to the information.  If the 
application meets your satisfaction, then click “Confirm Application.” 

 

 



Review the Application Certification Statement carefully.  False representations made on an application 
may be grounds for not employing you.  In addition, completed applications are required.  Once you 
have read and understand the statement  you may choose to “Accept” or “Decline.”  If you decline, your 
application will not be submitted.  Accepting acknowledges your understanding of the statement and 
your application will be submitted.  If you have questions that need clarification before accepting, you 
may call the Human Resources Department at 683-7111. 

 

 

After hitting Accept, your application will be sent electronically to the Human Resources Department for 
review.  If you selected notification by email, the system will notify you periodically as to the status of 
the application process.  If you are selected for testing or for an interview, you will be notified! 

Good luck on your job search! 


