Orange County Government — Careers
Guide

Resume Attachments — For External Applicants

Orange County Government only accepts resumes with file
extensions of ".rtf", ".pdf" or ".txt" and the maximum size
of resume that can be uploaded is limited to 600KB.

Converting Word Document “.doc” to “.rtf” or “.txt”
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1. Open your resume in Microsoft Word and select File,
Save As....
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Save in:
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2. On Save as type, click ﬂ and select Rich Text Format

(*.rtf) or Plain Text (*.txt) and cllck

3. Your document has been converted to a different flle
format.
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Converting Word Document “.doc” to “.pdf”

Note: You must already have Adobe Acrobat installed on
your pc.
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1. Go to Start, Programs, Adobe Acrobat

® Adobe Acrobat Professional
File Edt View Document Comments Forms Took Advanced Window Help

2. Select Create PDF, From File

OrangeCountyFL.net

ORAMNGE COUNTY GOVERNMENT, FLORIDA

Orange County Government Careers Guide: How To Upload Resumes

Look in: | | Resume Attachment v @3 Er
= T Analyst Resume pdf
1 Analyst Resume.rtf
My Reznl ) Analyst Resume. et
ocuments
- HResume.rtf
@ D Resume. bt
Dieskton Resume.doc E
=
Bl Doctieits Type: Microsoft Waord Document
File Size: 42 KB
g I Modified:5/13(2009 4:54 PM
My Computer
Settings..
| File narme: |AnalystF|esume doc st ‘ I, Open ]
MuMetwore | Files of type: [ Fies (=) v [ cancel |

3. Locate and select the file you want to convert and

click 22z

# Analyst Resume. pdf - Adobe Acrobat Professional
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4. Your document has been converted to a different file
format. Select File, Save.
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5. Click when finished.
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Type: Adobe Acrobat Document
File Size: 31 KB
Modified: 412912010 4:44 PM

Settings...

Upload your Resume

Careers
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Current employees of Orange County Government must apply using Self-Service Careers link
through MyOCinfo. Firsttime applicants, click the ‘Reqgister Mow’ link. If already registered, enter

your Email Address (User Name) and Password, click Logir

Keywords: | | Email Addr: | |
Posted: | Last Month » | Password: | |
Search | advanced Search Search Tips Login | | ogin Help Reaister Now

Job Title
121812009 Human Resources Analyst

O

[0  1218/2009 Asst Mar Youth & Family Svc
O 121712009 Payroll Manager
O

121712009 Enterprise Site Administrator
[0 12M17/2009 Administrative Specialist

Select All DeselectAll Save Jobs | Apply Now |

Login

the button.

Job ID
8813

8812
2811
2810
8808

First Previous |M Last
Location

Fire Administration

Youth and Family Services
County Comptroller

Information Systems & Semices

Fire Rescue Dept

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



Careers Home Job Searchi My Saved Jobs My Saved Searches My Career Tools Logout

Careers Home
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Welcome Test2a

To add or change your Name [ Address / Email / Phone / Password, click "My Profile’
link.

To apply for a position, select a job and click Apply Now.
Answer all questions on the Complete Application page and click Submit.

Keywords: 4 Applications
Posted: Last Month w Iy Profile

Search | advanced Search Search Tips

First Previous |Next Last

Select Date Jop Title Job ID Location

121 8!20 8813 Fire Administration

O 121812009 Asst Mar Youth & Family Svc 8812 Youth and Family Services

O 121712009 Payroll Manager 2&11 County Comptroller

O 121712009 Enterprise Site Administrator 28810 Information Systems & Senvices
O 12M7/2009 Administrative Specialist 2809 Fire Rescue Dept

SelectAll DeselectAll Save Jobs | Apply Now |

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

Job Title: Sr. HRIS Analyst
Job ID: 8511

Location: Human Resources
FullPart Time: Full-Time

RegularTemporary: Regular

Email ta Friend | Save Joh Apply Mow

Eeturn to Previous Page

General Functions

Petfarms professional and technical work managing or leading medium- to large-scale HRIS
projects through the systern project life cycle, Works on complex business problems, analzing and
evaluating current business methods and procedures far improvements. May provide overall project

managernent far a given HR initiative. May supervise HRIS or Records Management staffin the
conduct of daily work.

Wark is perfarmed under minimal direction as an intermal subject matter expert in ane or more related
business processes. Work requires independent judgment and is performed underthe general
supervision of the HRIS Administrator or HRIS Advisar.

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
Apply Now | tton.



Apply Now
Choose Resume

Resume Options

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

(' Upload a new resume

Continue | Return 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 be forwarded to the hiring authority along with the application.

Orange County Government only accepts resumes with file extensions of ".rf", ".pdf” or
".txt" and the maximum size of resume that can be uploaded is limited to 600KB.

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.

If “upload a new resume” is selected you can browse your
documents to upload the file.

4. Click M to proceed.
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|[ Browse...

Upload | Cancel |

5. Click to find your file.

Choose file

Look in: |E} Resume Attachment d EF Efw
_ﬁ- T Analyst Resume.pdf
- ¥ Analyst Resume.rtf
My Recent )
Documents | 1= Analyst Resume. bt
T HResume.rtf
E Resume.txt
Desktop
My Documents
My Computer
by Metwark File name: | j Open |
Places
Files of type: | Al Filess [%7] | Cancel

6. Select the resume attachment and click Open.

|C:‘|.Dm:ument5 and Settings\caprkr3\Desktop\Resume At“ Browse... |
Upload | Cancel |

7. Click——P'oad |
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Apply Now A third resume option “Use an existing resume” is available
only if a resume has been uploaded for a previous
application.

Enter Resume Text

Resume Title: |Analyst_Resume.rf Apply Now
Language: English ChOOSE RESUI‘I‘IE

File Name: View Attachment

Resume Options

Continue | Close | pewm o previous Page

How would you like to proceed?

) Apply without using a resume

. . Continue
8. You may rename the Resume Title or click —l

) Upload a new resume
to proceed to the application.

(®) Use an existing resume Select Resume... v
Analyst_Resume.rtf

Continue | Return 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 be forwarded to the hiring authority along with the application.

Orange County Government only accepts resumes with file extensions of ".rtf", ".pdf” or
".txt" and the maximum size of resume that can be uploaded is limited to 600KB.
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