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Application Process

Prepare
View Job 
Openings

Apply Get Hired
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Å What Materials & Resources Do I Need?  
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ÅQuestions to think about

ÅLocate a device

ÅSet up an e-mail account

ÅRegister for the OEC

ÅBuild content for your application 

ÅLine up a trusted advisor

Where Do I Begin?    
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Ask yourself: 

ÅWhat are the job requirements?

ÅWhat materials do I need?

ÅWhat is the application deadline? 

ÅWhat support or assistance do I need?

Questions to Think About
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Options could be:
Å Mobile phone

Å Tablet or computer

Å Public library 

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

Å American Job Center; refer to http:// www.ctdol.state.ct.us/ajc/FactSheets.htm
for locations

Å Friends and family

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


Set Up an E-mail Account
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Note:  The document to the right is located on the CT Department of Labor website:    
http:// www.ctdol.state.ct.us/progsupt/unemplt/M1A/Createe-mail.pdf

Set a professional tone with your e-mail address.  Avoid edgy, 
controversial, or potentially offensive references.  Consider 
something similar to these examples:

Å will.jones@hotmail.comor will.jones528@hotmail.com

Å felicia.t.ortega@gmail.comor felica.t.ortega122@gmail.com

Å adams.michael@yahoo.comor adams.michael1130@yahoo.com

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
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Select 
New User 

Registration 



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

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

ÅWhat you compile becomes the content for your application.

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

¶Family member, friend or coworker

¶Someone who helped you in the past

¶Someone you look up to

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

Line Up a Trusted Advisor
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Access the OEC

1. Open your browser.

2. In the address bar, type https:// jobapscloud.com/ct.

3. Press Enter.

Result:  The OEC Home Page displays.

Note:  JobAps is the name of the OEC platform.
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View Jobs Openings

Browse Jobs through these 
Quick Links:

1. Open to the Public

2. Open Only to Statewide 
Employees

3. Open Only to Agency 
Employees 
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View Jobs Openings ςOpen to the Public 
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View Jobs Openings

Example:  Custodian at UCONN job posting

When you find a 
job of interest, 

double -click the 
job title to 

launch the job 
posting
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View Jobs Openings
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Note the Close Date

Allow yourself 
enough time to 
complete the 

application, gather 
materials and line up 

any support  

Tip



View Jobs Openings

Do you need to upload any materials with 
the application?  

Examples:  Resume, cover letter
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View Jobs Openings

1. Is this job for you?

2. 5ƻ ȅƻǳ ǇƻǎǎŜǎǎ ǘƘŜ Y{!ΩǎΚ  

3. Do you meet minimum qualifications? 

4. Do you meet requirements ςPreferred, 
Special and Physical?  
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CONSIDER THIS



Å What Information do I need to register?

Å What is a Master Application?

Å Create a Master Application 
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What Information do I Need to Register?   

ÅFirst Name

ÅLast Name

ÅMiddle Initial

ÅFirst 3 Letters of Last Name at Birth

ÅLast 4 Digits of Primary Phone Number

ÅYour Most Recent Zip Code Number

ÅLast 4 Digits of Your Social security Number

ÅMonth of Birth

ÅDay of Birth

Åe-mail Address

ÅCreate a UserID ςup to 10 characters

ÅCreate a Password ς8 characters minimum; 
must include both letters and digits
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New User Registration Screen
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