Orange County Government Careers Guide: View Job Posting Description and Apply Online

Orange County Government - Careers
Guide

View Job Posting Description and Apply Online -
For External Applicant

Instructions below are for applicants that have already

H Careers Home  Job Search My Saved Johs My Saved Searches My Career Tools  Logout
registered.
Careers Home
Careers Welcome Test
To add or change your Mame [ Address [ Email f Phone ! Passward, click My Profile’
link.

Current employees of Orange County Government must apply using Selt-Senice Careers link through hyQCinfo.

A N K A . A ~ To apply for a position, select a job and click Apphy Mo,
Firsttime applicants, click the ‘Reagister Mow! link. If already registered, enter your Email Address (User Name) and

Answer all guestions on the Complete Application page and click Submit.

Faszsword, click Login. [ Y —
Basc Job Search p— vy Career Toos
eywords: -
. o Addr: po
Keywords: | Email Addr: | 0 Applications
Posted: | LastMonth ~| P
Posted: | LastMonth v Password: | 0 Saved Resures

iy Profile

: . . Search  Advanced Search Search Tips
Search  |advanced Search Search Tips (- Login | Login Help Redister Mow

Latest .Joh Postings - To view posting description, click the job posting title link.

[ First [4] Previous |Ne>d [] Last 7]
s

Latest Joh Postings - To view posting description, click the job posting title link.

[¢4] First [4] Previous | Mest [V] Last [] Select  Date Job Title Job ID Location
F] 08r2452011 Fire Rescue Recruit 10526 Fire Training & Info Tech |
Date Job Title Job ID Location

F 02202011 Administrative Specialist 10523 Human Resources

[ oarz24r2011 Fire Rescue Recruit 10626 Fire Training & Info Tech 3
= Fl 08r222011 Correctighes bliree 10525 Corr Health Senvices

[ oarzze2011 Administrative Specialist 10623 Human Resources

O 08rarzo1 Sr. HRIS Analyst 10522 Human Resources
D TRz DA VS e G REEfh SEREes F 0Br03r2011 Fire Rescue Recruit 10620 Fire Training & Info Tech §_
[ osmarzo11 Sr. HRIS Analyst 10522 Human Resources

Select All Deselact Al

[ n2inarzo11 Fire Rescue Recruit 10520 Fire Training & Info Tech | Save Selected Johs | | Applyfar Selected Jabs |

Select All Deselact Al
: Save Selected Jobs: Apply far Selected Jobs

2. Click the Job Title link to view the job posting
description.

1. Enter your Email Addr (User Name) / Password and click

the =B " button.
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Job Description

Job Title: St HRIS Analyst
Job ID: 10522

Location: Hurnan Regources
Full/Part Time: Full-Time

Regular Temporans  Regular

Email to Friend Save Joh Apply Mo Return to Previous Page

General Functions

FPerforms professional and technical work managing or leading medium- to large-scale HRIS
projects thraugh the systern project life cycle. Warks on complex business problems, analzing and
evaluating current business methods and procedures for improvements. May provide overall project
management far a given HR initiative. May supervise HRIS or Recards Management staff in the
conduct of daily work.

Wark is perfarmed under minimal direction as an internal subject matter expertin one or mare related
husiness processes. Work requires independent judgment and is performed under the general
supervision ofthe HRIS Administrator or HRIS Advisor.

If the job posting description does not match your interests,
click the Return to Previous Page link.

3. If the job posting descriptions were a match for your
interests and you would like to apply, click the

rbisfolnl i button.

OrangeCountyFL.net

ORAMNGE COUNTY GOVERNMENT, FLORIDA

Apply Now
Choose Resume

How would you like to proceed?
O Apply without using a resume

O Upload a new resume

Gontinue | Ratrm to Previous Page

Attached resumes will not be used in lieu of a complete Orange County application. If
your application meets the minimum qualifications of the job opening(s) a copy of your
resume will he forwarded to the hiring authority along with the application.

Orange County Government only accepts resumes with file extensions of ".ntf™, “.pdf" or
"txt" and the maximum size of resume that can be uploaded is limited to G00KB.

Resume Option

There are two resume options when applying for a job for
the first time:

Apply without using a resume

Upload a new resume

If you do not want to attach a resume, select “"Apply without
using a resume” and click Continue.

To attach a resume, select “Upload a new resume” and click
Continue.

' || |[ Browse... |
| Upload Cancel:

4. Click to find your file.
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@

Choose file

Loak, in: IE} Resume Attachment ;I = |‘j€ Edw

- a T Analyst Resume pdf
' ¥ Analyst Resume.rtf

My R
Dmants Ej Analyst Resume. b
@ ¥R esume.rtf I
- El Resume. bt
Desktop

My Metwork— File name: I [~ ﬂl
Places

Flesoftype: [l Files [*) | Cancel !

5. Select the resume attachment and click Open.

" File Attachment

i
! |C:KDncuments and Settings‘u:aprkrSKDesktnp\.ﬂxttachmenﬂL Browse... |
' Upload Cancel

6. Click Upload.

OrangeCountyFL.net
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Apply Now
Enter Resume Text

Resume Title: |Resume.rtr

Language: English
File Name: Wiew Aftachment
Continue || Cl0SE | popn to Previous Page

7. You may rename the Resume Title or click = <2Minue
to proceed to the application.

A third resume option “Use an existing resume” is available
only if a resume has been uploaded for a previous
application.
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Apply Now

Complete Application

Johs you applied for
Posting Title Remove

Sr. HRIS Analyst i

- Add Another Job o Application

Resume.rtf :USB a Different Resume

Test Tester

123 Any Lane
Orlando, FL 32801
Orange

Suomit | Save | Close Careers Horne

Complete Application

Complete the following sections, failure to answer all

questions may result in your application not being
considered for the position.

Preferences

Eligibility and Military Status
Highest Education Level
Work Experience

Education

Licenses & Certifications
Language Skills

Personal Information
Application Questionnaire

LoNoUTARWNEH

OrangeCountyFL.net

ORAMNGE COUNTY GOVERNMENT, FLORIDA

Failure to answer all questions before submitting, may result in your application not
being considered for this position.

Usze thiz section to tell us what you are looking for in terms of location, working time and type of job.

Preferences - Shift work may require availability 24/7

Desired Start Date: ’7 I
Are you willing to relocate? es
Are you willing to travel? fes v [ciaim vet Preference
Travel Percentage: hd
Regular/.Temporary: Either w

Monday Tuestay [Flwednesday

Thursday Friday [Isaturday []Sunday
FullPart-Time: Either w
Desired Shift: hd
Minirmum Pay: ’7 Pay Frequency:
Currency Code: WQ S Dallar

Desired Hours Per Week:
Location Preference

First Choice: @, Second Choice: @,

Comments: ‘ r@

Eligible to Work in ULS.

Military Status: | v

Click the Drop Down ﬂ button to view a list of available
text for that field.

Click the Look-Up Q button to view a list of available text
for that field.
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e Highest Education Level

Indicate your highest level of education by zelecting a value from the drop-dowven list below.
Education History

Highest Education Level: | D-Same College v|

Click the Drop Down ﬂ button to view a list of available
text for that field.

Add New Application

Add Employment History

: Save & Return Save & Add Mare Cancel Retum to Previous Pane

Enter Employment Details
*Start Date: E

H . If currently emploved, leave End Date field blank
e Work Experience End Date: e iy employ
*Employer: | [Jcontact Employer
*Ending Job Title: | No. of Employees Supervised:
Pleasze list All employment for the past 10 years beginning wwith your presert or most recert employer. &ccourt for
all time petinds, including unemployment. If vou held muttiple postions within the same organization, list each Telephone: | Hours Worked / Week

postion s separate employvinent, Mote: Inciude any additional employvment history that i relevant to the postion for
wehich you are applying.

Work Experience

‘fou have not added any ernployment inforrmation to your ness application.
¥ EmPDY y e Duties: g

. Pay
. Q@ Hour w
Ending Hourly Rate: Currency |USD =, Frequency:

Reason for Leawving: |

.iIAdd Work Experience 1Mo Prior Work Experience

Click the Add Work Experience link to add Employment

Country: [ United States v
History Information. Address 1: |
Address 2: |
a. Complete all fields with an asterisk (*) to the left Eiy |

of the field name. These are required fields. State: | 3
b. Click the Drop Down ﬂ button to view a list of Postal: |
available text for that field. County: |

c. Click on Save & Add More button to enter another
employment information.

d. Click on Save & Return button to go back to the
Complete Application page.

e. Click on the corresponding Employer link on the
Complete Application page to edit or view
existing work experience information.

f. To delete work experience detail, click on the
trash can icon to the right of the Work
Experience you wish to delete.

OrangeCountyFL.net 5
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¢ Education

To add an Education, select the Add Education byperlink belove. To change information for Education, select
the hypetlink under the Education field. Select the delets icon to remove Education informstion,

An education diplomaldegree izsued outside the United States or a United States territory in & foreign language
must be evaluated for a determination of United States equivalency by a member of the MNational Associstion of
Crederntial Evalustions Services (NACES) at vour expense.

—

fou have not added any Degrees to your application

[+] Add Education

Click the Add Education link to add Education Diploma and
or Degree information.

a. Complete all fields with an asterisk (*) to the left
of the field name. These are required fields.

b. Click the Look-Up Q button to view a list of
available text for that field.

c. Click on Add Another button to enter another
education or degree information.

d. Click on OK button to go back to the Complete
Application page.

e. Click on the corresponding Degree link on the
Complete Application page to edit or view
existing education/degree information.

f. To delete education/degree detail, click on the
trash can [ icon to the right of the Degree you
wish to delete.

=40rangeCountyFL.net

g—b‘- Y| ORANGE COUNTY GOVERNMENT, FLORIDA

If you attended any school outside the US or if your schoal ar majar is not listed when you select the
look up icon, enter the school or major in the Tescription’ field.

Add Education

*Degree: | @,
Country: N
State: Q
School Code: Q
School Description:
Major Code: OJ
Major Description:
[ Graduated
Credit Hours: @
Ok Cancel Add Another

¢ Licenses and Certifications

To add Licenses & Cedifications, select the Add Licenses & Cerifications hyperlink belowe, To change
information for Licenses & Cerifications, select the hyperlink under the Licenses & Cedifications field. Select
the delete icon to remove Licenses & Certifications information.

—

You have not added any Licenses & Cedifications to your application

(4] Add Licenses & Ceifications

Click the Add Licenses & Certifications link to add License or
Certificate information.

a. Complete all fields with an asterisk (*) to the left
of the field name. These are required fields.
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b. Click the Look-Up Q button to view a list of
available text for that field.

c. Click on Add Another button to enter another
license and certificate.

d. Click on OK button to go back to the Complete
Application page.

e. Click on the corresponding License/Certificate link
on the Complete Application page to edit or view
existing license or certificate information.

f. To delete a license or certificate, click on the
trash can [ icon to the right of the
License/Certificate you wish to delete.

Language Skills

To add Language Skills, select the Add Language Skills hyperlink belowe. To change information for Langusge
Skillz, zelect the hyperlink under the Language Skills field. Select the delete icon to remove Language Skills
information.

—

[+] Add Languade Skills

You have not added any Language Skills tayour application

Select the look up icon to add a license or certificate that is relevant to the position you are applying
for.

Add Licenses & Certifications

*License: Q,

Country:

State:

Issue Date:

Expiration Date:
License/Certification @
Humber:

BE L L

Issued By: @

Ok Cancel Add Another

Click the Add Language Skills link to add Language
information.

a. Complete all fields with an asterisk (*) to the left
of the field name. These are required fields.

b. Click the Look-Up Q button to view a list of
available text for that field.

c. Click the Drop Down button to view a list of
available text for that field.

d. Click on Add Another button to enter another
language.

e. Click on OK button to go back to the Complete
Application page.

f. Click on the corresponding Language link on the
Complete Application page to edit or view
existing language information.

g. To delete a language, click on the trash can m
icon to the right of the Language you wish to
delete.

OrangeCountyFL.net

ORAMNGE COUNTY GOVERNMENT, FLORIDA

Add Language Skills

*Language: |

Reading Proficiency:
Speaking Proficiency:
Writing Proficiency:

Ok Cancel Add Another
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e Personal Information

This infermatien will be maintained separately from your application and will not be considered in the application
evaluation process. This informatien is veluntary and not reguired for employment.

*Gender: Female -

Submit Your Application

Click the Drop Down button to view a list of available

text for that field.
e Application Questionnaire
Answer all of the questions listed. Failure to answer all

questions may result in your application not being
considered for the position.

Apply Now
Complete Application

Posting Title Remove
Sr_HRIS Analyst i

Add Anather Job to Application

Resume.rtf Use a Different Resume

Test Tester

123 Any Lane
Orlando, FL 32801
drange

Submit Save Close Careers Home

On this page provide your answers to guestions related to this application.

Do you have any relatives currently emploved by Orange County Board of County Commissioners?

O Mo
O ves

If yes, indicate Relative Name, Relationship, and Division

If hired, can you provide proof that you are legally eligible to work in the United States?

O Mo
O ves

OrangeCountyFL.net

ORAMNGE COUNTY GOVERNMENT, FLORIDA

e When you have completed filling the application, click

Suhbrmit

the button.

e If you are NOT ready to Submit, click the el

button to save your application. You may access your
application at any time through the My Applications page
as long as the job posting is still open.

e To close your application without saving, click the

il
nse button.
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Self Identification (External Applicants Only)

Submit Online Application

COrange County is required by the U.S. Equal Employment Opporunity Commission (EEOC) to collect
and maintain the infarmation requested helow for statistical repaorting purposes anly, This information
will be maintained separately frorm your application and will not be considered in the application
evaluation process. This information is voluntary and not required for employment consideration.
*Gender: i

Ethnic Group Find First B 4 or1 13 | ast

Add Ethnic Group

1 decline to provide my self identification details.

Terms and Agreements

By submitting this application, | ceify that the information pravided is correct and complete ta the hest of
my knowledge, and understand that falsification of this application in any detail is grounds for
disgualification from further consideration or for dismissal from employment in accordance with Orange
County Policy. | hereby authaorize investigation of all staterments | have made herein. | authorize the
companies or persons named herein to give any information regarding my past employment, together
with any inforrmation they may hawe regarding me, whether or not it is ontheir records. | hereby release
said companies or persons, and Orange County Government frorm all liahility for any damage
whatsoever for issuing or obtaining this information. | understand thatifl am selected for employment |
will agree to camply with all its policies, rules, and regulations.

Ci agree to these terms

(&) 1do not agree to these terms

e Click the | Submit

position.

button to be considered for the

You have completed the application process. Upon
submission, a confirmation of your application will be
emailed to you and a list of positions for which you have
applied will be displayed.

Careers Home Job Search My Saved Jobs My Saved Searches My Career Tools
My Applications

™ You have successfully submitted your job application.

My Applications

Display applications from: |AI| Applications v |  Refresh

First [4]Previous | Mext []Last

Applications In Progress

Application Status Application Date
Sr. HRIS Analyst Applied 082472011 4: 45PN

Submit | | Cancel | Returnto Previous Page

e Click the Drop Down ﬂ button to view a list of
available text for Gender and Ethnic Group or check the
box, which reads: I decline to provide my self-
identification details.

e Select either: I agree to these terms or I do not
agree to these terms radio button. Applicants who
selected I do not agree to these terms will not be
allowed to submit an application for review.

OrangeCountyFL.net
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Note: Once you submitted your application, you will
not be able to change it.




