
Welcome to the Oakland County 
Applicant Tutorial

This Tutorial will take approximately 15 minutes



Making the application work for 
YOU!

After reviewing this tutorial you will have learned how to apply for a job 
and manage your OAKLAND COUNTY Job Search

You will have the ability to:

Learn about Employment Opportunities at Oakland County
Search for specific Jobs
Create an Employment Profile
Apply online for a Job
Add a resume or other documents to your Oakland County 
Employment Application
Save your searches and set up a notification of new postings



Getting Started
Suggested Items to have prior to applying

Education, references, and employment information. It is a 
good idea to have your job duties saved in a Word 
document prior to completing your application so you can 
copy/paste into the application.

An electronic copy of any document that you may want to 
include with your application (resume, cover letter) in Word 
format.



Helpful Tips
• Do not use your Browsers “Back” “Forward” or “Refresh” buttons to 

navigate the site.  This may cause unexpected or unwanted results 
including losing your saved information.  Please use the required 
navigational buttons within the site, to ensure the correct results.

• If you leave your computer before completing all of the data for your 
application, be sure to click Save as Draft to protect the security of your 
data.  We recommend using the Save for Draft button often. There is a 15 
minute timeout per page. Copy/paste your employment details from a 
Word document to save time.

• Asterisk (*) denotes a section where information is required



Careers

New users click here
to Register

Existing users log in here

If you forget your password, 
click here



Registering

This will be your new user 
name and password.  You will 
need to use this information 

each time you log into 
Oakland County Job 

Applications

Select Register once you have 
completed your user name and 

password.



Careers Home

You will need to create 
your profile before 

applying.

You may view jobs prior 
to creating a profile.  

Click the job of interest 
you would like to view.



Your Profile
Please follow these instructions

Please provide your information and other contact details in order to continue with the 
application.  WE STRONGLY RECOMMEND YOU INCLUDE AN E-MAIL ADDRESS to receive 
communications.  If you edit this information, all prior applications will reflect this change.

Select your preferred 
method of contact

Enter any Former 
Names if applicable



Personal Information 

We strongly recommend 
that you provide an e-mail 

address. Free email 
accounts are available at 

yahoo.com or hotmail.com

You may add multiple 
email accounts

Enter any Relatives 
who are Oakland 

County employees



Personal Information 

You may add additional 
phone numbers if needed

After entering all of your 
information, click on Save.  
This will return you to the 

Careers Home Page



Postal Standards
When entering your personal information (i.e. 
name and address), please follow these postal 
standards:

Eliminate All Punctuation
Use Common Abbreviations (i.e. Rd, Blvd, Apt)
Include Apartment Numbers 
Leave one space between words

If these standards are not used, you may notice 
corrections to your profile the next time you log 
in to view your information. 



Job Postings

The system now recognizes you 
as an applicant

Select the job posting that is of 
interest to you.  This displays 
the description of the position.

System notifications will be sent 
to the applicant and can be read 

here.



Job Description 

If you would like to apply 
for the job, click Apply Now

Or click here to return 
to the list of current 

openings

You can save jobs to your 
profile for future application. 

The job must be open to apply.



Applying for a Job

Select the job you would 
like to apply for



Resume Information

You may add your resume text to 
your application.  We suggest that 
you combine your cover letter and 
resume into one Microsoft Word 

document.

Select one option and 
then click continue.

Note: We cannot accept a resume 
in lieu of a completed application. 
Resumes will be used for 
additional information only. 



Attaching a Resume

Enter your resume name

“English” 
must be 

selected as 
the 

Language 
before you 
can paste 

your 
information 

into the 
resume 
section

Spell check your Resume/ 
Cover Letter

Paste your Resume/ Cover 
Letter text Here

Select Continue once you have 
completed the Resume section



Application

Select Edit Profile to make 
corrections/ changes to 

your Personal Information 
if necessary

Select Add Employment 
History to add your work 

experience to your 
application.



Employment History

Add employment 
history in chronological 
order starting with your 
most current employer

Click Return
when you 

have 
completed 

your 
Employment 

history

Spell check document

Click Add More to add 
additional work 

experience



Education History

Click on the Add High 
School Education History

Use the 
drop down 
to select 

the highest 
level of 

education 
you have 
achieved

You may select the trash 
can to delete unwanted 

rows of data



Education History

Use the drop downs to 
complete your High 
School Educational 

Information

Select Completed or Not 
Completed

Select Return when 
you have completed 
entering your High 
School Information



Education History

Click the Add College/Other 
Educational History Link



Education History

Use drop downs to complete 
your educational 

achievements

Select icon to select 
Degree from list. If Major 
is not listed, enter in the 

“Other” field.

If you graduated, click 
the graduated box

Select Return when you 
have completed entering 

your educational 
information



Driver’s/ Professional License & Certificates

Select Add Driver’s/ 
Professional License and 

Certificates



Driver’s/ Professional License & Certificates

Be sure to include your 
Driver’s License in this section.  

You can also add additional 
licenses and certificates you 

may have received

Select Return when you 
have completed entering 

your Licenses and 
Certificates

Select Add More if 
you have additional 

licenses and 
certificates.

Please include the state that 
your license/ certificates were 

issued by



Languages

Select Add Languages if 
you have additional 

languages (other than 
English) you speak, read 

or write



Languages

Select Return when you 
have completed adding 
any languages to your 

application

Select Add More until you 
have completed all 

languages you can read, 
write or speak

Select a Language from the 
drop down menu

Please select your proficiency 
in speaking, reading and 
writing of each language



Questionnaire
You must complete all questions each time you apply for a position.  Some 

questions are for informational use only while others may be scored as an exam.



References
Select how you found 
out about the position 
you are applying for

Complete the 
SubSource Referral 

if it applies

Complete the Specific 
Referral Source  and 

Referral Name if applicable

When you have completed 
the application, you may 
select Save as Draft to 

save it for later, or Submit/ 
Apply.  Save as Draft will 

not apply you for the 
position.  If you wish to 
officially apply for the 

position, you must click 
Submit/Apply



Identification Details

The following information is 
optional and used for Equal 
Employment Opportunity
statistical reporting purposes 

ONLY



Terms and Agreements

When you have completed the 
entire application, select I 

Agree/ Do Not Agree with the 
Terms.  If you select Do Not 
agree with the terms, your 

application will not be submitted 
for consideration.

Select Submit.  This will submit 
your application for 

consideration.  You will receive 
an e-mail confirmation once 
your application has been 

received by Oakland County.



My Applications

Once your application has been submitted, 
you can view the positions you have 

applied for with Oakland County

When you are finished with 
your application, close your 

session

You will also receive an 
email notification that your 
application was successfully 

submitted, if an email 
address was provided.



My Applications
Careers Home allows 
you to return to the 
main page where 

current job postings 
are listed

Job Search allows you 
to search current 

postings by categories/ 
key words

My Saved Searches allows 
you to view any Job 

Searches that you may 
have saved for future use

My Career Tools allows you to 
view all applications 

submitted within specific time 
frames



Job Search

Job Search allows you to search 
current job postings using key 

words and categories.

First select your search criteria

Then save your personalized 
search.



Save Search

•Give your search a name
•Click “Use As Job Agent”
•Provide an email address
•Click Save Search button

By using your personalized, saved search “As Job Agent” 
the system will automatically perform your search for you 
daily. If any matches are found, an email notification will be 
sent to the email address provided and also to the 
Notification area on your Careers home page. 

New jobs are posted weekly. You will receive these 
notifications for all new job postings that match your 
defined criteria. You may create multiple saved searches.



Notifications

Notifications are sent to the 
email address you provide and 

also here.



Saved Searches
You may Delete your search at 

any time to stop receiving 
notifications.

You may also run your search at 
any time by clicking on the Run 

Search button.



Thank You!
Thank you for your interest in employment at Oakland County.

If you need further assistance, please contact:

Oakland County Human Resources Department
2100 Pontiac Lake Road

Dept 440, Building 41 West
Waterford MI 48328

Hotline: (248)858-0530
Email:  ocijobs@oakgov.com

Or for technical assistance with your application, call 248/858-5214


