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Get Organized

A What Materials & Resources Do | Need?



Where Do | Begin?

AQuestions to think about

ALocate a device y
KEEP
ASet up an email account ‘of:\N\";
AND
ARegister for the OEC GET

ABuild content for your application ORGAN'ZED

ALine up a trusted advisor




Questions to Think About

Ask yourself:

AWhat are the job requirements?
AWhat materials do | need?
AWhat is the application deadline?

AWhat support or assistance do | need?




| ocate a Device

Options could be
A Mobile phone

Tabletor computer

Public library

State of CT DAS computer kiosks, 450 Columbus Blvd, Hartford (main entrance

S SR

American Job Center: refer katp:// www.ctdol.state.ct.us/ajc/FactSheets.htm
for locations

A Friends and family


http://www.ctdol.state.ct.us/ajc/FactSheets.htm

S et U p an -E'] a_| I ACCO u nt ANYONE CAN HAVE AN E-MAIL ADDRESS!

To create an E-mail account and have an E-mail address you do not need
to have a computer in your home!

All you really need is access to a computer!

Here are just a few places where you can use a computer:

Set a professional tone with yourmeail address. Avoid edgy,  PublicLibrary
5 5 5 o ¢+ CTWorks Career Centers
controversial, or potentially offensive references. Consider  Internet cafes
+ Friends and family

something similar to thesexamples:

Creating an E-mail account is fast, easy and free!

Here's how:

A W|” - ioneS@ hotmail.Con(DI‘ W|”|One8528@ hOtmai|.Com Choose an E-mail provider (such as Yahoo, Google or Hotmail*)

Log]ontn that provider's website and click on the link or button for
mal

A felicia.t.ortega@gmail.coror felica.t.ortegal22 @gmail.com Click on the link or button to “sign up” or “create an account”
Follow the instructions

You will be asked some personal information such as your name,
gender and /or birth date

A adams.michael@yahoo.coar adams.michaell130@yahoo.com

You will be prompted to create a login name (the name before
the @ symbol)

You will create a personal Password

You will answer some security questions in case you forget your
Password

For verification purposes, you will type in the letters and for
numbers you see

You will read and accept the terms of agreement

You will click on a “Create an Account” button

Congratulations! You now have an e-mail address!

* CT DOL is not affiliated with, nor does it endorse, any particular E-mail provider.

Note: The document to the right is located on the CT Department of Labor website:
http:// www.ctdol.state.ct.us/progsupt/unemplt/M1A/Createmail. pdf



http://www.ctdol.state.ct.us/progsupt/unemplt/M1A/CreateEmail.pdf
mailto:will.jones@hotmail.com
mailto:will.jones528@hotmail.com
mailto:felicia.t.ortega@gmail.com
mailto:felica.t.jones122@gmail.com
mailto:adams.michael@yahoo.com
mailto:adams.michael1130@yahoo.com

Register for the OEC

Select
New User
Registration

Cegov

Connecticut’'s Offical
State Websrte

Connecticut State

Department of Administrative Services

Job Openings

My Applications

New User Registration
Job Classes

Interest Cards

Closed Jobs

Follow us on:

Job Openings fYin®

STATE OF CONNECTICUT EXECUTIVE BRANCH
ONLINE EMPLOYMENT CENTER

To quickty find current job openings of interest, you may narrow your job search by using the filter options:
Keyword, Location, Agency, Recruitment Type and/or Job Category. To receive an e-mail about future job
openings, fill out interest cards.

Applicant Tips on How to Apply

Learn about our employer value proposition, watch our employees speak about their careers and how they
MAKE AN |MPACT!

O, Marrow Your Job Search ..
O How do || Choose a Help Topic v

4 Open dob Quick Links

+ Open to the Public (151)
« Open Only to Statewidz Employess (B)
« Open Only to Agency Employees (33)

&
,/ Application Template

mMaster Application You can update your Master Application at any time to keep it up-to-date. You can

Keep updated for copying use it to copy inta any new application.

top of page &

@ Open to the Public

E

Advanced Nurse
Practitioner (40 Hour)
180620- 2E97ER-001

Department of Mental
Health & Addiction

Sunday.
. July 22, 2018 11:58
. Timie
Services Pl

Full-

Middlatown, CT Status




Build Content for your Application gty ;Dm}\\% y
}}}})))}Know\edge

a\(\\(\%

o
Y Eﬁ'@e’f\e—“(’e

ACompile your work history, accomplishments and skills in a document, or
even better, a resume.

AYou may not capture everything in one session, so work on it over a peric
of time.

AWhat you compile becomes the content for your application.



Line Up a Trusted Advisor

Ask someone who is skilled in writing/reviewing to give you feedback on
your content. Who might this person be for you?

{fFamily member, friend or coworker ‘
{fSomeone who helped you in the past :
1 Someone you look up to -

Whoever you ask will probably be honored that you reached out for the
assistance.




Access and View Job Openings on the OEC



Access the OEC

1' Open your browser ‘e J°. https://jobapscloud.com/ct/ 5

~@C

2. In the address bar, typettps:// jobapscloud.com/ct.
3. Pressnter.
Result: The OEC Home Page displays.

Note: JobAps is the name of the OEC platform.




View Jobs Openings

=L Connecticut's Official
Lg0v

State Website

Connecticut State
Department of Administrative Services

0 3
FADyps ™

Browse Jobs through these
Quick Links:

Follow us on:

Job Openings f¥in®

My Applications

New User Registration 1. Open to the Public

Job Classes

2. Open Only to Statewide
Employees

your job search by using the filter options:

Interest Cards gory. To receive an e-mail about future job

Closed Jobs

Open Only to Agency

Employees “ Howdol... Choose a Help Topic v

* Open Job Quick Links

« Open to the Public (231)
« Open Only to Statewide Employees (2)
« Open Only to Agency Employees (1)

\J
‘, Application Template

Master Application You can update your Master Application at any time to keep it up-to-date. You can
Keep updated for copying use it to copy into any new application.




View Jobs OpeningsOpen to the Public

Advanced Nurse
Practitioner (40 Hour)
180620-2697FP-001

Agricultural Worker 1

(37.5 Hour Entry Level)

(University of
Connecticut)
180618-8934TE-001

Architect (35 Hour)
180618-6589EE-001

Assistant Cook (part-
time)
180618-2220TC-001

Assistant Legal Director

180620-3438MP-001

Associate Education
Consultant
180619-0950EA-001

Associate Education
Consultant
180605-0950EA-001

Children Services
Worker (35 Hour)
[Albert J. Solnit
Children's Center -
South Campus)

[NEW)

180625-1923HM-001

@ Open to the Public

Middletown, CT

Mansfield, CT

Hartford, CT

Groton, CT

Hartford, CT

Hartford. CT

Hartford, CT

Meddletown, CT

Departmeant of Mental
Health & Addiction

Services

UCOMNN

Cepartment of

Administratiee Services

State Depariment of

Education

Cepartment of Children

& Famibes

State Department of

Education

State Department of

Educaton

Department of Children

& Famibes

Full-

Time

Full-

Time

Full-

Time

Fark-

Time

Full-

Timne

Full-

Time

Full-

Tire

Part-

Time

Sunday,
July 22, 2015 11:39
PM

Tuesday,
July 3, 2018 11:59 PM

Tuzsday,
July 17, 2018 11:59
M

Tuesday,
July I, 2018 11:55 PM

Wednesday,
July 4, 2018 11:59 PM

Thursday,
July 12, 2018 11:59
P

Wednesday,
Junea 27, 2018 11:59
P

Tuemsday,
July 10, 2018 11:59
PM

Chedk

Status

Status

Status

Status

Status

Status

Status

Status




View Jobs Openings

Example: Custodian at UCONN job posting

_ Check
Job Title Location Department Type Close Date Status
Custodian (37.5 Hour)
(First Shift)(Days)
(Student Union- Tuesday, T T A T
Mansfield UCONN Full-Time Hesaay. Status UNIVERSITY OF CONNECTICUT

University of May 1, 2018 11:59 PM
Connecticut-UConn)
180416-0429TC-001 _

When you find a
job of interest,
double -click the
job title to

launch the job
posting




lew Jobs Openings

Custodian (37.5 Hour)(First Shift)(Days)

Student Union-University of Connecticut-UConn

Recruitment #180416-0429TC-001

Location Mansfield
Note the Close Date
Date Opened 4/16/2018 12:00:00 AM
Salary  $34.852 11 - 543,551 24/year Allow yourself
enough time to
complete the
IClose Date  5/1/201811:59:00PM 4§ \ application, gather
materials and line up

Go Back Apply View Benefits \any Su pport

in] f |w]c-]=|

JobType  Open to the Public

INTRODUCTION

UCeonn's Student Union Department has an opening for a permanent, first shift, Custodian position. The work
schedule is Thursday through Monday, 7:00am - 3:00pm and offers a full benefits package including medical
and dental insurance. Position is eligible for weekend differential pay. This position is categorized as
Emergency Support Services/Essential Staff. Must be willing and able to work during emergency
closures/delayed openings due to inclement weather or for significant events that effect campus cperations.
Employment of the successful candidates will be contingent upon the successful completion of a pre-
employment physical examination, including drug testing, as well as a criminal background check. Current.
permanent/durational. UConn NP-2 employees will be given preference in the hiring process.

SELECTION PLAN

In order to be considered for this job opening. you must meet the minimum qualifications as listed on the job

apening and must specify your qualifications on your application.

If selected for an interview, you will be asked to provide the following: last two (2) performance appraisals and




View Jobs Openings

SELECTION PLAN

In order to be considered for this job opening. you must meet the minimum qualifications as listed on the job

opening and must specify your qualifications on your application.

If selected for an interview. you will be asked to provide the fellowing: last two (2) perfermance appraisals and

attendance records for the last two (2] years [current state employees only) OR the names. titles and phone

numbers of three, current professional references (non-state employees). DO you need to upload any mate”als WI

o o
PURPOSE OF JOB CLASS (NATURE OF WORK) the application

In a state agency this class is accountable for performing a full range of basic tasks in the cleaning and

Examples: Resume, cover letter

EXAMPLES OF DUTIES Ve
P ~ E— £ = w7 e
Performs custodial tasks and maintenance of areas such as dormitories, classrooms, offices, auditoriums, RESUME —_— f‘k“/?@ v (‘(:\ lr
wards, kitchens, dining rooms and lavatories including outdoor areas (i.e. trash around buildings); dusts, mops, M/l/l, — W g
sweeps, scrubs, strips, waxes and polishes floors using appropriate equipment such as floor polishers and ® AL — L > k%l]
buffers; washes, dusts and pelishes glass including windows, woodwork, walls, furniture and metal equipment; L A Ve ——
makes beds: checks, marks, stores and issues linens, blankets, and clothing (limited to individual's work area ® NpAT
not to include counting and inspection for a larger area); collects and counts sciled laundry: distributes. W
empties and sterilizes glassware, wash basins and bedpans; sweeps walks; collects and disposes of trash; o
reports needs for repairs; performs minor maintenance: runs errands; inspects buildings for damage and ® L
reports conditions to supervisor; may change light bulbs and replace fuses; may lubricate or tighten door @ N\, A
hinges, drawers,. cabinets, etc_; may replace ceiling or floor tiles; may remove snow and ice from stairways and

walkways around buildings; may sand and salt stairways and walkways; may move furniture and/or set-up

classrooms; performs related duties as required.




View Jobs Openings

KNOWLEDGE, SKILL AND ABILITY

Some interpersonal skills: some oral and written communication skills; ability to follow oral and written
instructions; ability to operate, care for and perform miner maintenance on tools and equipment used in daily
work; some ability in simple record keeping.

MINIMUM QUALIFICATIONS

Any experience and training which would provide the knowledge, skills and abilities listed above.

PREFERRED QUALIFICATIONS

A minimum of three years of custodial experience that includes working in an educational setting is a plus.

SPECIAL REQUIREMENTS

Incumbents in this class may be reqguired by the appointing authority to possess and retain appropriate current
licenses, permits, and/or certifications.

PHYSICAL REQUIREMENTS

1. Incumbents in this class must have adequate physical strength, stamina. physical agility and visual and
auditory acuity. and must maintain such physical fitness as to be able to perform the duties of the class.
2. A physical examination may be required.

CONSIDER THIS

Is this job for you?
52 @&2dz Ll2aasSaa GKS
Do you meet minimum qualifications?

Do you meet requirements Preferred,
Special and Physical?

YA



New User Registration

A What Information do | need to register?
A What is a Master Application?
A Create a Master Application



What Information do | Need to Registe % RECNOw »

A First Name

A Last Name

A Middle Initial

A First 3 Letters of Last Name at Birth

A Last 4 Digits of Primary Phone Number
A Your Most Recent Zip Code Number

A Last 4 Digits of Your Social security Number

A Month of Birth

A Day of Birth
A e-mail Address
A Create a UserlQup to 10 characters

A Create a Passwoigl8 characters minimum;
must include both letters and digits




New User Registration Screen




