
Online Employment Application 
Guide 

Audience:  
Applicants (non-employees) 
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Step 1:  Navigate to jobs.maricopa.gov 
 

You will be directed to the County’s Career Site.  From here you can 
view current job openings by scrolling down the page or by selecting 

either of the “View All Jobs” navigation links. 

You can search the list of open competitive positions by keyword, job 
type or location (i.e. County department). 
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https://jobs.maricopa.gov/


Step 2:  Click on the job title of the position you want to apply for. 
 

Step 3:  Review the job posting details. 
 

Step 4. Click here when 
you are ready to apply. 
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NOTE: If you have previously created a NEOGOV account 
you may login using your Username and Password and 
proceed to Step 6. 

 

Step 5.  If you have never created an account (i.e. submitted 
an employment application for a government entity that 
uses NEOGOV), click on “Create an account.” 
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Step 5 (continued): To 
create a new account 
you will be prompted 
for the following 
information. 

 



Step 6.  You may begin the application process by importing your 
resume to auto-fill some of the necessary information or you 
may skip the step to manually fill in your information.  The 
instructions that follow assume you skip the option to import or 
upload and instead it provides step-by-step instructions for 
completing your application after clicking “Skip this step.”   

Note:  Keep in mind that Maricopa County is application driven.  
All education, experience, certifications/licenses must be 
reflected in the appropriate sections of the application.  So if 
you do opt to import your resume or transfer from LinkedIn to 
help auto-fill some of your information, be sure to proceed 
through all sections to verify and supplement any information 
added through the import process. 
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Step 7 >> General Information.  By skipping the option to import 
information, you will be prompted to provide Contact, Personal and 
Preferences information. Select “Edit” to complete each section.   

TIP!  Incomplete 
sections that 
require specific 
information will 
be flagged and 
must be fixed 
before 
proceeding to 
next section. 
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Step 7 >> General Information (continued).  Enter required Contact 
information and click “Save.”  Repeat this step for Personal and 
Preferences subsections by clicking “Edit” for each. 

TIP!  Fields that 
are required are 
highlighted and 
will need to be 
completed 
before saving .   
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Step 7 >> General Information (continued).  Once all Contact, 
Personal and Preferences information is entered, the General 
Information section will appear similar to what is depicted here.  
Click “Next” to proceed. 

TIP!  
Incomplete 
flags are 
removed once 
you have 
completed all 
required 
fields. 
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Jane.smith@anywhere.com 



Step 8 >> Work. The Work Experience page will appear after 
successfully completing General Information.  Complete the Work 
Experience section to the best of your ability. 
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TIP!  
Completed 
sections are 
marked 
finished as 
you make 
progress.  

Include your 
work history 
by clicking 
“Add Work 
Experience.” 

Note: Fields 
with an 
asterisk “*” 
are required. 

Don’t forget to “Save.” 



Step 8 >> Work (continued).  Once you have successfully completed 
the Work Experience section to the best of your ability, individual 
jobs listings will appear as depicted here. Use this opportunity to 
verify information entered and edit if needed. Click “Edit” if changes 
are necessary. 
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After 
successfully 
adding current 
employment, 
click “Add 
Work 
Experience” 
again, and as 
many times as 
needed, to list 
additional 
work history. 

Click “Next” after 
all work history 
has been entered. 

TIP!  Help our Recruiters screen your application 
by ensuring you have entered all relevant work 
history – don’t forget to provide detail in the 
duties summary for each job! 



Step 9 >> Education. The Education section will appear after 
successfully completing Work Experience section.  Complete the 
Education section to the best of your ability.  Start with your High 
School Diploma or GED, if applicable, and end with your highest 
degree completed. 
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TIP!  
Completed 
sections are 
marked 
finished as 
you make 
progress.  

Include your 
complete 
education 
history by 
clicking “Add 
Education.” 

Note: Fields 
with an 
asterisk “*” 
are required. 



Step 9 >> Education (continued). Once you have successfully 
completed the Education section to the best of your ability, 
information entered will appear as depicted here. Use this 
opportunity to verify information entered and edit if needed. Click 
“Edit” if changes are necessary. 
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After 
successfully 
adding your 
Diploma or 
GED, click 
“Add 
Education” 
again, and as 
many times as 
needed, to list 
additional 
education. 

Click “Next” after 
all education has 
been entered. 

TIP!  Help our Recruiters screen your 
application by ensuring your education 
history is complete. Enter all degrees, all 
levels of education – high school to graduate 
degrees – don’t leave anything out! 



Step 10 >> Additional. The Additional Information section will 
appear after successfully completing the Education section.  
Complete the Additional Information section to the best of your 
ability. Start by adding any Certifications and Licenses, if applicable.  
This is also the section to list particular Skills (e.g. language, etc.). 

13 

TIP!  
Completed 
sections are 
marked 
finished as 
you make 
progress.  

Add Certificates, 
Licenses, Skills, 
Languages or other 
supplemental 
information by clicking  
“Add” for the applicable 
application subsection. 

Click “Next” after 
all additional 
information has 
been entered. 

TIP! This section may or may not pertain to your 
application. If it does, help our Recruiters screen your 
application by ensuring you have listed required 
information (e.g. attorney bar license, Spanish skills)! 



Step 11 >> References. The References section will appear after 
successfully completing the Additional Information section.  
Complete the References section to the best of your ability. 
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TIP!  
Completed 
sections are 
marked 
finished as 
you make 
progress.  

Click “Next” after 
all references have 
been entered. 

Include the 
names and 
contact 
information of 
personal or 
professional 
references by 
clicking “Add 
Reference.” 

After adding references, the listings will 
appear as depicted here.  Click “Edit” if 
corrections are needed. 

Note: While it is 
recommended to 
include references 
on the application, 
it is not required.   



Step 12 >> Attachments. The Attachments section will appear after 
successfully completing the References section.   
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TIP!  
Completed 
sections are 
marked 
finished as 
you make 
progress.  

Click “Next” after 
all references have 
been entered. 

Click “Add 
Supplement 
Attachment.” 

Follow the instructions to upload or 
drag/drop a file in one of the accepted 
format types. 

NOTE!  Resumes are not accepted in lieu of completing the online 
application. Furthermore, education, work history or any other 
information included only in the resume section will not be considered 
when determining your qualifications.  All applicants MUST complete the 
required sections of the online application in order to be considered.  



Step 13 >> Questions. The Questions section will appear after 
successfully uploading any files in the Attachments section. Review 
and thoroughly respond to all Agency and Supplemental Questions. 
Please note that questions with an asterisk “*” are required.   
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TIP!  
Completed 
sections are 
marked 
finished as 
you make 
progress.  

Click “Proceed to Review” 
after all questions have 
been answered. 



Step 14 >> Review.  After you’ve completed the Questions section, 
you will be taken to the Review page that will allow you to verify all 
sections of your application. Click on “Edit” to modify information 
entered or to add additional information. 
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Click “Proceed to Certify and Submit” 
after all reviewing your application. 

NOTE! Be sure to review all sections of the application to ensure the 
information is accurate and complete.  If sections are incomplete, go 
back to the appropriate sections of the online application and 
update accordingly.  IN MOST CASES APPLICATIONS WILL BE 
REMOVED FROM FURTHER CONSIDERATION WHEN REQUIRED 
SECTIONS/FIELDS ARE INCOMPLETE. 

Jane.smith@anywhere.com 



Step 15:  Read the Certify & Submit disclosure page. 
 

Click “Accept & Submit” to 
acknowledge your understanding. 
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If the Certify & Submit page contains this notice  at 
the top of the page requesting  you enter your 
initials to acknowledge that you have skipped the 
Work Experience or Education sections of the 
online application, stop and return to the listed 
sections to update accordingly.  APPLICATIONS 
WILL BE REMOVED FROM CONSIDERATION WHEN 
REQUIRED SECTIONS/FIELDS ARE INCOMPLETE. 

CAUTIONARY NOTE! 



You will receive the confirmation below once your application has 
been submitted. 

 

End of Instructions. 
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Tip! If you would like to print a copy of the application, visit the 
“Applications” portion of your account, selecting the applicable 
job title to open the application, and look for print icon.  


