Online Employment Application
Guide

Audience:
Applicants (non-employees)

Maricopa County




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.
-maricopa.gov
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Maricopa County is staffed by over 13,000 employees in more than 50 departments and

You can search the list of open competitive positions by keyword, job
type or location (i.e. County department).

MARICOPA COUNTY JOB
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Administrator - Instorucdonal
Leadership Development Education Service $33.44 to $45 38 howr

Adoption Unit
SupervisorfAnalyst Superior Court $21.45 to $39 72 howr



https://jobs.maricopa.gov/

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

Attorney - Prosecution (Part

-time/Contract) unty Attorney $61,484.80 to $126,339.20/year
Attorney - Senior Counsel
(Civil Services Division) County Attorney Civil $103,542.40 to $146,244.80/year

Business Education
Partnership Coordinator Education Service $28.85 to $39.29/hour

Business Integration ¢
Specialist ERP Enterprise Technology $82,721.60 to $116,979.20/year

Step 3: Review the job posting details.

/

JOB: BUSINESS INTEGRATION SPECIALIST ERP

JOB TITLE: Business Integration Specialist ERP
CLOSING DATE/TIME: Continuous
SALARY- SB2.72160- S116.575.20 Annually
J0B TYPE: Contract/FullTime
LOGATION: Phoenix.85003, Arizona
DEPARTMENT: Enterprise Technology

POSITION DYERVIEW

The Business Integration Specialist is responsible for the highest level of technalogy planning. development and support for
the strategic implementation of the County’s Enterprise Resource Management (ERF) system to ensure alignment with the
needs of all County departments and the technology standards of DET. The Business Integration Specialist works closely with
all County departments and project management to identifyand develop solutions that enable business process improvement,
enkeance operational efficiency and improve custamer service.

POSITION QUALIFICATIONS:

Nigimew edecalisn 20d/or experience:

A BAorB5 degree in Computer Information Systems, Computer Science, Business or Public Administration and twelve (2
years of I experience, spanning a variety of IT disciplines which includes 2 minimum of five (5 years managing ITprojects.

Freferred edecaiian and/ar experience:
A Master's degree in Business with emphasiz in Computer Infomeation Systems, Management Infomeation Systems or Public
Administration is prefemed plus background or prior experience working in state orlocal govemment.

ESSENTIAL JOB TASKS:

Develop and manage effective working relationships with other departments, groups and personnel with whom work must be

coondinated or interfaced. Provide support to business owners and external groups in the development and use of the ERP

gystem. Provide consulting support to enterprise customers to maximize technology investments Participate in stakeholder

and project meetings to study and prioritize specific business issuesand incorporate them with the strategic technology plan

for the project Interact frequently with identified project stakeholders, including review of systemintegration and interfaces,

to ensure the greatest level of enterprise efficiency. Prepare and support project reparting and communication, in

coardination with the project managers, to maximize stakeholder understanding of project status. Provide a source of

specialized expertize with ERP that can serve the needs of technical and business stakeholders. Build business casesand

identify programs to measure benefits, particularly productivityrelated, to ensure value is being added consistent with

enterprise productivity goals for the project

SELECTION PROGEDURE: .

The Maricopa County Human Resources Department reserves the right to admit to the selection process only those candidates Ste p 4 . C I I C k h e re W h e n
considered to be the most highly qualified Those selected will be assessed based on evaluation of listed education and

experence. The hirng authority wilintenew and select the scesshilandicate moma st pvicesymanesezs.——— YOUL A€ e d \ toa 0]9) I Y.
Typically, successful candidates are hired at a salary rate up to the midpoint of the range based on applicable experience,

intemal equity and budgetary allowances.

APPLICATION INSTRUCTIONS

Pleaze click on the link below to apply for this position. A new window will open and direct you to apply
online.

—_— Click Here to Apply with Maricopa County Arizona



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.”

Business Integration Specialist

Job Details

: Sign in to apply Create an account
Maricopa
Cou nty *Username
Job Opportunities
http://www.marica.. *Password
Forgot Username | Reset Password
Help & Support

NOTE: If you have previously created a NEOGOV account
you may login using your Username and Password and
proceed to Step 6.

Create a new account Sign in
*Email @
Step 5 (continued): To
create a new account “Username
you will be prompted
for the following *Password
information.

*Confirm Password

“What's 6 + 57 ®




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.”

Business Integration Speciaiist

Job Details

Warning! Your browser doesnt meet technical reguirements of Ohine Application. You may expenience some functional or perffomance issues X

a ..':
Sawve time by importing youNnformation into our system automatically

Transfer from LinkedIn Upload from Computer
® References Use your Linkedin resume information for your new

1 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.



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.

Business Integration Specialist

Job Details

@ References

TIP! Incomplete
sections that
require specific
information will
be flagged and
must be fixed
before
proceeding to
next section.

General Information

A

™ Pleaze fix the emors in the fo owing section. \\ \

Name Edit #

Address

Phone

Email

| MRS A LIS TS N LIRS e iy ST L \ \

Driver's License Edit #
Driver's License State

Driver's License Number

Driver's License Class

Date of birth

Have proof of your legal right to work in the US?

What is your highest level of education?
No level specified

Are you willing to relocate? Edit #
Relocation Comments

What shifts are you available to work?

What type of Job are you looking for?

What type of work will you accept?

Objective

MNext



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.

Business Integration Specialist

Job Details
General Information
Contact Informatio
- R Mame

Former Last {Optional]

@ References

& Anachmen Address Line 1
® [ Question Adress Ling 2 (Optional)
LE" Revie City
Bl Submit
/ Select a state —
TIP! Fields that county(optns) ‘
. Select a country -
are required are
highlighted and
will need to be phone
Completed mary {Optional) -
before saving . atersste optons) R

Email Address

“



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.

Business Integration Specialist

Job Details

General Infokmation

Contact Infermation

M Wark Mame it
Jane Smith
Address
M Educetion .
e 23 Anmywhere

Phoent, AZ 35000

Phone

Email

Jane.smith@anywhere.com
@ References

Perzonal Information

Driver's License st
Yes

Driver's License State

Arizona

Driver's License Mumber
0123456

Driver's License Class
B Submit L

Date of birth

Hawe proof of your legal right to work In the US?

TIP! Yes

Incomplete :\J:;:‘t;_::::r highest leve| of education?

flags are

removed once Preferences

you have Are you willing to relocate? st
Mo

completed a" Relocation Comments

req u i red What shifts are you avallable to work?

N Day

fleld s- What type of Job are you looking for?

Regular

What type of work will you accept?
Full Time

Objective



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.

Business Integration Specialist

= Deforences
Sigigine:

& At

Ric

[t o
Select astate

Work Experience

I . Mery we contact this emplover?
TIP!
o

Completed
sections are
marked
finished as
you make
progress.

Note: Fields seas e

with an Ressan for Lenwns

usn

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

O Lclelwork exparience

l

Courery

Select a country

Employess Supervced

Year

Select Year

o ©

Select Year

asterisk VAV AV S SV SV SV SV SV SV S 4

are required.

Don’t forget to “Save.” —> “



Step 8 >> Work (conti

the Work Experience

nued). Once you have successfully completed
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.

Business Integration Specialist

Job Details

8 Info

Work Experience

€ 2dd work experience

M =oucston Company/Agency Ext
Anytown Agency
Address
4321 Mew Street
Phoenix, AZ 85000
i Referenoss Phone
{802) 999-1111
. Website
&
Position
Business AxEkyst
|- N
Employees Supervised
o
Dates
February2012- Precent
Supervisor
John James, Integration Manager
Afte r Reason For Leaving
Seeking additional challenges and opportunity to develop new ckils.
SUCCESSfU”y May we contact this employer?
Yet
adding current Dutis Summary
Detailed list of tasks and duties that reflect responsibiities and gualifications.
employment,
H o"
click “Add N
H o ”
Work Click “Next” after /
H V24 1
Experience all work history

again, and as
many times as
needed, to list
additional
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!

1V



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.

Include your
Business Integration Specialist comp|ete
Job Details education
o Education history by
o clicking “Add
Ade Education
J Education.”
Select a type
Mame *
Select 2 state
Select 3 oountry
TIP!
Completed s B
leCt 3 degres
sections are .
marked e
finished as
you make o
Marth fear
progress. e

Select Year

Note: Fields it

with an T

asterisk “*”

are required. - .

11



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.

Business Integratioin Specialist

Job Details

@ o Education

€© 2dd Education

School Name Edit #
Anytown High School

Type
% References High School

Address
Phoenix, AZ

@ | cusstions Website

High School Highest [cation Level
12

Degree
High Schecl Biftlecma

Dates
Augusiy984-May1987

Dig/you graduate?

Received

After
successfully

addlng your Click “Next” after /

Diploma or all education has

GED, click been entered.

“Add

Education”

again, and as TIP! Help our Recruiters screen your

many times as application by ensuring your education
needed, to list history is complete. Enter all degrees, all
additional levels of education — high school to graduate
education. degrees — don’t leave anything out!

12



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.).

Business Integration Specialist

Job Details

Additional Information

Certificates and Licenses

© Add certificate and license

Skills

© Lddskills

A Typing speed Edit #
o © acddlanguage

- © Adld supplemental information

TIP! Add Certificates, /
Completed Licenses, Skills,

sections are Languages or other Click “Next” after
marked supplemental all additional
finished as information by clicking information has

you make “Add” for the applicable been entered.
progress. application subsection.

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)!

13



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.

Business Integration Specialist

Job Details

P References

& Review

TIP!

Completed
sections are
marked
finished as
you make
progress.

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

Include the
names and

contact
References

/

© Add Referance

personal or
professional
references by
clicking “Add
Reference.”

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

Reference Type
Profescional

MName

JaneDoe
Integration Director

Address

4444 West Town
Phoenix, AZ 85000

Pheone
(B02) BEE-9995

Emall

Click “Next” after
all references have
been entered.

/ Next

14

information of




Step 12 >> Attachments. The Attachments section will appear after
successfully completing the References section.

Business Integration Specialist

Job Details Click “Add
Supplement
© i Attachments / Attachment.”
D Supported file types: doc, doox, pdf, tiff, tf, jpeg. jpg. itf, b
O Ackdl supplemental attachment
'j:u:séij.f;;":f:; MUE Oe roWoed Nen
Follow the instructions to upload or
drag/drop a file in one of the accepted
format types.
@ [ Questions Supported fie types: doc, doo, pdf, tiff, ¥f, ipeq. ipg. if, b
& Choose attachment type
You can click upload button or dreg and drop a file rt
TIP! Upload
Completed
Sections are O sdd supplemental attachment
marked Next
finished as Click “Next” after /
you make all references have
progress. been entered.

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.

15



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

wn

are required.

Business Integration Specialist

Job Details

Agency Questions

The purpose of the following guestions is to assist in determining your suitabilty for employment with

Maricopa County. False or incomplete information may result in the remowval of your application from further
M Education 2 consideration and/or disciplinary action up to and including dismissal.
... Additional

"01 For most jobs with Maricopa County, applicants must be at least 18 years of age.
® References (I However, there are some positions mandated by state or federal low that reguire

& Attachments

@ [ Questions

TIP!

Completed
sections are
marked
finished as
you make
progress.

. mare specific minimum age reguirements. Please specify your age below:
v

i~ Atleast 21 years of age.

/ / }“”}“}‘“*7‘“}5“”7 / /

Supplemental Questions

Infarmation provided in response to the supplemental questionnaire may be used to
determine your eligibility for this position. Be sure that all sections ofthe online application
and the supplemental questionnaire are both accurate and complete. Please be aware
that work history and job duties listed in response to the supplemental questionnaire must
be consistent with the information provided in your online application. Furthermore,
education, work history or job duties listed in response to the supplemental questionnaire
which are not consistent with the online application may not be considered.

"01 Please identfy your highest level of education COMPLETED.
i~ Doctorate degree.
i~ Master's degree.

" Bachelors degree.

B AV A A" AV S S S 8 & 4
Click “Proceed to Review”/

after all questions have
been answered. 16



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.

Business Integration Specialist

Job Details

@ inic General Information

Al fieldz are required unless they are marked [Optional)
Contact Information

Name Edit #
Jane Smith

Address

123 Anywhere
Phoenix, AZ 85000

Phone
Email

Jane.smith@anywhere.com

Personal Information

Driver's License Edit #

P2 L2 IPVPIIIISILS

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.
17



Step 15: Read the Certify & Submit disclosure page.

Submit

—_

= Work Experience

- Education

Initials

CAUTIONARY NOTE!

Certify & Submit o B

Enter your initials to acknowledge that you have skipped the following section|s):

Click “Accept & Submit” to
Certify & Submit acknowledge your understanding.

If you wish to review your information, you may navigate back to hny area using the
circle-steps above. When you have confirmed your information, tlick the Accept

button to send your application to Manicopa County.

After you have submitted your application, you will receive an e-mhil confirming the
receipt of your application.
Informaticn included on your application will be used in the candidqte evaluation

process and, as such, will ke assumed to be a snapshot of your credentials at the time
of submission.

By dlicking on the Accept button, | certify that all information given by me in this
application is true. | understand that falze information {misrepresentalion or omission
of information) is a basis for disgualification or dizmizsal. | have read the job posting
and agree to the conditions established therein. | authorize investigation of a
information provided. | authonze Maricopa County and the Judicial Brgnch of Arzona
in Maricopa County to contect cument and previous employers if | am gne of the top
candidates. | further authorize cumrent and former employers to give ypu any and a
informaticn concerning my previous employment and any pertinent infprmation they
may have, and release all parties form all liability for any dameges that may result from
furnishing such information. | scknowledge that Maricopa County reseryes the right to
conduct background checks on all employees. | further acknowledge that some
positions require detailed background investigations as part of the pre-gmployment
process and that additional information/consent may be required in later stages of the
selection process.
Maricopa County and the Judicial Branch of Anzona in Maricopa County ate not
responsible for the accuracy of the data provided and shall not be liable fgr any emors
ffactual, transposition, or othenvise) contained in the information you proviged on your
application. This employer complies with all applicable federal and state loks
governing recruitment and hining, including ARS 23-211 et seq. (E-Venify).

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. .



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

v

Application Submitted!

Successfully submitted on V312014 at 5:21 PM Arizona

You can check the status of this application by visiting "Applications™ in the main menu bar.

Thank you for allowing Maricopa County to consider your gualifications. The information prgvided in your application will be used to detemmine your
eligibility for further consideration. You may view the status of your application in “real time by returning to your job seeker account and reviewing
the application status area

For information on the selection procedure used for this particular recruitment, please revigw the job annocuncement.

MOTE: Maricopa County reserves the right to utilze telephone, mail or e-mail in order to sg¢hedule’/notify applicants during the selection process. kis

your responsibiity to ensure that your contact information is accurate at all times. If your gontact information has changed, please call the Employment
Services Divizion at 602-506-3755 during normal business hours of 8 AM to 5 PM (MST), Monday through Friday {excluding legal holidays).

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. -
B Print

End of Instructions.

19



