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1. ToPIcC

To assist External Applicants in searching and applying for a job. Applicants can also get solutions for
frequently asked questions.

1. TN Career Sites

2. Applying for a Job

3. Frequently Asked Questions
4. Need Help?

Please note: This guide has instructional screenshots, please utilize the zoom feature to see a larger
screenshot.

1.1 TN Career Sites

The TN Career Sites (https://www.tn.gov/careers.html) is the site utilized for applicants to search jobs, get
employment information, utilize an interactive map, and apply for opportunities.

Applicants can apply for jobs on this site by going directly to https://www.tn.gov/careers.html, OR they will
be navigated to this site if they are applying through Indeed, LinkedIn, etc.

Once you landed here, and you are ready to apply for a job select Apply Here then External Applicants:

TN Tennessee
——— State Government

Tennessee's Mobile App
Download the MyTN App Today

Applying for a Job — External Applicant Page 4
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After you will be sent to Search for Jobs by selecting Search Jobs to see a list of all available jobs. Or you
can search for jobs by title, keyword, or by job location in the search bar.
@ Tennessee State GovernmentCa- X 4+ v = X

&« > C f stateoftn-careers.ttcportals.com G Q # %w » 0 &

TN Tennessee
_____State Government SEARCH JOBS SAVED JOBS ABOUT US RETURNING APPLICANT GO TOTN.GOV

Hiring Process  Benefits FAQs AboutState Agencies +  Other Resources ~  Need Help?
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l.1lInteractive Map

Applicants can also scroll down to utilize the Interactive Map to search for jobs in certain Regions, then by
counties to only look at jobs within certain locations:

« > C @ stateoftn-careers.itcportals.com G Q 12 w » 0 a2

TN Tennessee
___ State Government SEARCH JOBS SAVED JOBS ABOUT US RETURNING APPLICANT GO TO TN.GOV

Hiring Process  Benefits FAQs AboutState Agences »  OtherResources - Need Help? =

— —

Marion  { Hamilton

Select Pick a TN Region>then a Region.
& Tennessee State Government Cz X + ~ = >

&« > C @ stateoftn-careers.ttcportals.com G Q = %« » 0O a

TN Tennessee
__ State Government SEARCHJOBS  SAVEDJOBS  ABOUTUS  RETURNING APPLICANT GO TOTN.GOV

Hiring Process  Benefits FAQs AboutStateAgencies »  Other Resources »  Need Help? »

Picka TN Region

Return To Full Map

—

Region 1
Region 2
Region 2

Region 4

Applying for a Job — External Applicant Page 6
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Once a Region is selected you can then review and select the county you wish to review jobs in.
@ Tennessee State Government Cz X 4 v = X

& > C @ stateoftn-careers.ttcportals.com G Q © % % 0 &

TN Tennessee
___ State Government SEARCHJOBS  SAVEDJOBS  ABOUTUS  RETURNINGAPPLICANT GO TOTN.GOV

HiringProcess  Benefits FAQs AboutState Agencies v Other Resources »  Need Help?

In the Search Results you can filter your results further by utilizing the left-hand panel:

€ C 25 stateoftn-careersttcportals.com/search/jobs. * In) o a

TN Tennessee
__ State Government SEARCHJOBS ~ SAVEDJOBS  ABOUTUS  RETURNINGAPPLICANT GO TOTN.GOV

Hiring Process  Benefits FAQs About State Agencies ~  Other Resources ~  Need Help? ~

TENNESSEE STATE GOVERNMENT HAS A NEW JOB POSTING SCHEDULE. NEW JOBS ARE POSTED EACH TUESDAY AT MIDNIGHT CT AND CLOSE ON MONDAYS AT 11:59 P.M.CT.

Job Search Results
Showing 1-25 of 347 results
Filter Your Results Job Title = Location Last Day to Apply Agency + Job Family & Job
Opening
Location (TN County) + D=
. INFORMATION Davidson County Mar7,2024 Court System Information Technology 55681
JoblEamily * | TECHNOLOGY SECURITY
ADMINISTRATOR - 55681 NEW
Agency +
DHS PROGRAM DIRECTOR 2 Davidson County Mar 4, 2024 Human Services Social Services / 55606
- 55606 NEW Counselors
Employment Type >
CORRECTIONAL Davidson County Mar 11, 2024 Correction Other Management 55545
City + ADMINISTRATOR-EAST
PRISON OPERATIONS- 55545
NEW

[ Set Up Job Alerts PUBLIC HEALTH NURSING Knox County Mar 4, 2024 Health Services and Health Care - Licensed 55452
CONSULTANT 1 - 55452 MW Dev Agency

PUBLIC HEALTH NURSING Davidson County Mar 4, 2024 Health Services and Other Management 55362
Frequent Job Searches CONSULTANT 1 - 55362 NEW Dev Agency

Applying for a Job — External Applicant Page 7
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You can click on the title of the job you wish to apply for.

v @ JobSearch Results x = s X

= c 23 stateoftn-careers.ttcportals.com/search/jobs Y 3 o 2

TN Tennessee
State Government SEARCH]JOBS ~ SAVEDJOBS  ABOUTUS  RETURNINGAPPLICANT  GOTOTN.GOV

Hiring Process  Benefits FAQs About State Agencies »  Other Resources ~  Need Help? ~

‘TENNESSEE STATE GOVERNMENT HAS ANEW JOB POSTING SCHEDULE. NEW JOBS ARE POSTED EACH TUESDAY AT MIDNIGHT CT AND CLOSE ON MONDAYS AT 11:59 P-M.CT..

Job Search Results

Showing 1-25 of 347 resukts

Filter Your Results Job Title & Location ¢ Last Day to Apply Agency & Job Family ¢ Job
Opening
Location (TN County) + s
INFORMATION Davidson County Mar7,2024 Court System Information Technology 55681
Job Family * TECHNOLOGY SECURITY
ADMINISTRATOR - 55681 ¥*W
Agency 2 .
DHS PROGRAM DIRECTOR 2 Davidson County Mar 4, 2024 Human Services Social Services / 55606
- 55606 NEW Counselors
Employment Type o
CORRECTIONAL Davidson County Mar 11, 2024 Correction Other Management 55545
City + ADMINISTRATOR-EAST
PRISON OPERATIONS- 55545
NEW

[\ Set Up Job Alerts PUBLIC HEALTH NURSING Knox County Mar 4,2024 Health Services and Health Care -Licensed 55452
CONSULTANT 1 - 55452 NeW Dev Agency

You then will be sent to the job posting/description.
& ADMINISTRATIVE SERVICES ASS X + E - X

& c @ stateoftn-careers.ttcportals.com/jobs/12194905-administrative-services-assistant-2-star-03022023-43637 Q » 4 0 2 :

TN Tennessee
_____ State Government SEARCH JoBS SAVED JOBS RETURNING APPLICANT GOTOTN.GOV

Hiring Process  Benefits  FAQs  About State Agencies »  Other Resources »  Nead Help? =

Back to Search Resu

ADMINISTRATIVE SERVICES ASSISTANT 2* - 03022023-43637

TR LA

Business Unit: Heslth
Job Family: Exempt Admin Professional ‘
Job Opening ID: 43637

Application in Accessibility Mode |

‘ Save Job |
Share: g m n L )
Job Information
State of Tennessee Job Information

Opening Date/Time Thur 03/03/2023 12:00AM Central Time

Closing Date/Time Wed 03/23/2023 11:59PM Central Time

Salary (Monthly) $3,542.00

Applying for a Job — External Applicant Page 8
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If you scroll down, you can review the certain aspects of the job posting, including but not limited to Minimum
Qualifications, Work Activities, Competencies, Tools and Equipment, etc.

& ADMINISTRATIVE SERVICES ASS X + ~ — ™

&« C @ stateoftn-careers.ttcportals.com/jobs/12194905-administrative-services-assistant-2-star-03022023-43637 Q =2 w » 0 2

TN Tennessee
" State Government SEARCHJOBS  SAVEDJOBS  ABOUTUS  RETURNINGAPPLICANT  GOTOTN.G

Hiring Process  Benefits FAQs AboutState Agendes »  Other Resources »  Need Help? «

LOCATION OF {1) POSITION(S) TO BE FILLED: DEPARTMENT OF HEALTH, POLICY, PLANNING AND ASSESSMENT DIVISION, DAVIDSON COUNTY

The State of Tennessee offors many benefits to our employees including tuition assistance, accumulation of annual and sick leave monthly, 1 paid holidays, health, dental, vision insurance and more. Please visit:

html

ftps:

Minimum Qualifications
Education and Experience: Graduation from an accredited college or university with a bachelor's degree AND experience equivalent to one year of full-time professional staff administrative and/or analytic experience,

Substitution of Experience for Education: Qualifying full-time increasingfy responsible sub professional, para-professional. or professional experience may be substituted for the required education, on a year-for-year
basis, to a maximum of four years.

Substitution of Education for Experience: Additional graduate coursework in public administration, business administration, or other acceptable field may be substituted for the required experience, on a year-for-year
basis.

OR

One year of professional administrative services experience with the State of Tennessee,

Other Requirements

Necessary Special Qualifications: Positions within the Department of Human Services may be required to:
1. Complete a criminal history disdosure form in a manner approved by the appointing authority;

2. Agree to release all records invalving their criminal history to the appointing authority;

3.Supply a fingerprint sample prescribed by the T8I based criminal history records check;

4._5ubmit to a review of their status on the Department of Health's vuinerable persons registry.

When you are ready, select the Apply Now, or Application in Accessibility Mode to start the application
process.

@ ounnT 5 A x o+ - 0 ]

SEARCH JOm SAVED Yot ABOUT 8 RETURNNG 2PPUCANT G0 1O RGOV

wrng Process  Penefs  FAQs  Anour Thate Agencies « P T T . el

ADMINISTRATIVE SERVICES ASSISTANT 2# - 03022023-43637

Lsatun
Basness Unic —eam
Job Famby: Eoerp Admin Proiesscrs I Aephaaoon 0 Aicrssibiity Mose l
290 Opurvimg 10 43217
| Sove |
~EBEY °
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2.1 Applying for a Job

The following section will cover how to navigate through an application. At any time throughout
the application process, you may Save a Draft of your application and come back to it.

1.1 When you start to apply for a job, the first step you will see is the Start step.
Read thoroughly the Start Step and Terms and Conditions.

1.2 If a job has a Pre-Screening question, then a Prequalify step could be part of
the application. Not all jobs have this step, so if you do not see one, please
proceed to the next step:

Apply for Job

ACCOUNTING TECHHICIAN 2 - 03102022-26588

Save as Draft ‘ | £ Previous | | Hext ¥ |
4 Start Step 2 of 8: Prequalify
Complete
To be eligible to submit an application you will need to answer the following guestions.
Prequalify Prequalify
In Progress
*1. Are you a current employee working with the posted Unit for the position{s)?
3 Autofill Resume/Apply Manually 0 Yes

Not Started

0 Mo
4 Work Experience

Not Started

5 Education

Not Started

g Referral Source/Attachments

Not Started

Voluntary Disclosures

Not Started

7

g Review and Submit

Not Started

1.3 The Autofill Resume/Apply Manually step allows you to either upload a resume (please reference
1.3.1 section) OR if you do not have a resume (please reference section 1.3.2), you can apply
manually.

1.3.1 Uploading a Resume

If you have previously submitted a Resume with a previous job application, you may select Use Existing
Resume.

If you decide to upload a Resume, Select Attach Resume follow these steps to assist you:

Applying for a Job — External Applicant Page 10
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1) Select Upload a Resume/CV, or one of the other options like Indeed Profile, Upload from DropBox,
Upload from Google Drive, or Upload from OneDrive.

Apply

STEP10F 2

€ UPLOAD A RESUME/CY _

# BULD MY RESUME

$3 UPLOAD FROM DROPBOX -

L UPLOAD FROM GOOGLE DRIV

& UPLOAD FROM ONEDRIVE _

Applying for a Job — External Applicant Page 11
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2) Verify Contact Details Loaded in from Resume/CV Upload, Indeed, Dropbox, Google Drive, or

Review

OnebDirive.

3) Select Next, then verify the Work History that pre-loaded in.

Applying for a Job — External Applicant Page 12
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4) Select Next and Verify the information pre-loaded into Education History. After Verification Press
Next.

Applying for a Job — External Applicant Page 13
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b o
Review

STEP 2 OF 2

Education Histony

=+ ADD HEW EDUCATION HISTORY

,s. + . Bachelors of Science
b 2008-05

,‘EZ;I' . DELETE

HEXT

BACK

CANCEL

5) After it processes and submits you will be taken back to continue through the steps of the
application.

6) You will then see your Resume listed within the Application. Select Next to Proceed to Work
Experience.

T J &l T Rl Hesue Ay Banualy

e s
F) Masaily

Applying for a Job — External Applicant Page 14
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1.3.2 Apply Manually

If you do not have a Resume, or you decided to enter your information manually, please follow these steps.
If you already uploaded your resume, please skip this section.

1) Select Attach Resume

2) Select Build My Resume
Apply

STEP 1 OF 2

& UPLOAD A RESUME/CY

# BUILD MY RESUME —

i USE INDEED PROFILE
g UPLOAD FROM DROPEOQX

L UPLOAD FROM GOOGLE DRIVE

s UPLOAD FROM ONEDRIVE

CANCEL

Applying for a Job — External Applicant Page 15
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3) You canthen enter the required information under Contact Details, Work Details, Education History.

Heview

C ontact Daetails

Applying for a Job — External Applicant Page 16
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Review

AN

Applying for a Job — External Applicant Page 17
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Review

§ MDD MEWN BTN SR TOR

1.4 Work Experience: If you uploaded your Work Experience utilizing the Upload Resume feature or the
Build my Resume feature, your work experience will populate here. Otherwise, you may enter your
Work Experience Manually by selecting the + button. Then select Next.

X Exit Apply for Job Ja\
HETWORK DC OPS ADMIN-INTERMEDIATE - 03102022-28295

|S.;\'aas Draft ‘ | | ¢ Previcus || mext 3|
4 Start Step 3 of 7: Work Experience
Complete
Work Experience (Required)
o | Autofill ResumeiApply Manually ‘ + ‘
Complets —
_— | Employer Job Title Start Date End Date
Work Experience
In Prograss Advanced, Division of Edisen Business Analyst /011202 >
—! Education Junior, Division of Edison Business Analyst 01/01/2018 01/01/2021 >
ST. OF TN, DEFT. OF ENVIRONMEN Administrator 01/01/2020 01/01/2021 >
5 | Referral SourceiAtiachments
Not Started Division of Talent Management Executive Administrative Assis 01/01/2016 01/01/2018 >
& | Voluntary Disclosures Division of Human Resources HR Technician 01/01/2014 01/01/2016 >
Division of Human Resources Clerk 01/01/2012 01/01/2014 >
- | Review and Submit
Applying for a Job — External Applicant Page 18
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1.5 Education: If you uploaded your Education history utilizing the Upload Resume or the Build my
Resume feature, your education history will populate here. Otherwise, you may enter it manually.
Then hit Next.

X Exit Apply for Job Q
FORESTRY MANAGMENT ADMINISTRATOR - 03032022-28234

[ sove as oratt | | [(¢prewous | [ nex ]

¢ Start Step 4 of 7: Education
Complete
Education History

2 Autofill Resume/Apply Manually Highest Education Level | F-2-Year College Degree w

Complete
Degrees
3 Work Experience
Complete You have not added any degrees.

Add Degrees
E> Education g
In Progress.

5 | Referral Source/Attachments )
Not Started You have not added any schaol education

School Education

Add &chool Education
6 Voluntary Disclosures
Not Started

Review and Submit
Not Started

1.6 Referral Source/Attachments: On this step, you may add additional Attachments to your application
like a DD214, College Diploma/Transcripts, etc.

The following attachments are allowed to be uploaded .DOC, .DOCX, .ODT, .PDF, .RTF, .TXT. Max
file size per attachment 2 MB.

X Exit Apply for Job JANNE

FORESTRY MANAGMENT ADMINISTRATOR - 03032022-28234

‘ Save as Draft | ‘ I £ Previous I I Next » l

1 Start Step 5 of 7: Referral Source/Attachments

Complste

i The following attachments are allowed to be uploaded .DOC, .DOCX, .ODT, .PDF, .RTF, .TXT. Max file size per attachment 2 MB.

2 Autofill Resume/Apply Manually | Attachments

Complete —

-+

3 | Work Experience Attached File Attachment Title Attachment Type

Complste

DD214_word. docx DD214 DD214 | > ‘

4  Education —

Complete Referrals

Referral Source/Attachments “How did you learn of the job? | V|

In Progress

Specific Referral Source | |

g | Voluntary Disclosures

Not Started
7 Review and Submit

Not Started

Applying for a Job — External Applicant Page 19
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Select Add Attachments>Select Attachment Type>Add Attachment Title>Select Continue.

Add Attachment

*Attachment Type

“Attachment Title | College Diploma

College Transcript

DD214

High School Diploma

High School Transcript
Letter of Interest

Letter of Recommendation
Other Attachment

Other Higher Edu Diploma
Other Higher Edu Transcript

Then choose from My Device to select the file you wish to attach. (Please note, JPEGs cannot be

accepted).
File Attachment X
Choose From
Iy Device
i i
i i
Applying for a Job — External Applicant Page 20
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After selecting the desired file, select Upload.

File Attachment x
Choose From
[ Upload ] l Clear l
T T T T T T T T T T T T T T T T T T T T T T T T T T T T T T T T T T T T T T T T T T T T ST TS S S A
1 1
H Dd214 sample.pdf H
. File Size: 3449KB .
i i
b o o o o o o o e e e e e e SR SR SR SN SN R S SR R SN SN R S SR S S S SR S SN R S SR S S SR SR S S N N N SN S N N e e e e o

Then select Done.

File Attachment
Choose From
A
) )
. Dd214 sample.pdf .
H File Size: 3449KB H
i i
U U M g g gy o

Upload Complete

If the file is too large you may get an error that reads “Attachment Exceeds Max Size (2 MB). Upload
Failed”. In these instances, you need to make the file size smaller.

Attachment Exceeds Max Size (2 MB). Upload Failed.

Applying for a Job — External Applicant Page 21
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You can upload as many attachments as you would like, and they will list under Attachments within

your application:

Attachments

+]
Attached File Attachment Title
DD214_word.docx DD214

Attachment Type

DD214

B

Then add your referral source by selecting from the drop-down list and specifying your referral source:

Agency

STRATOR - 03032022-28234

Billboard

Client Referral

Caollege Recommendation
College Recruiting
Employee

Employment Securitry Bureau
Executive Referral
Executive Search

Former Employes

Job Fair

Job Site

IMagazine

MNewspaper

Open House

Other

Phone Inquiry

Posting

Step 5 of 7: Referral Source/Attachn
Attachments
-+
Attached File At
DD214 word.docx DL
Referrals
*How did you learn of the job?

Specific Referral Source

Click Next.

Attachm

DD214

Applying for a Job — External Applicant
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1.7 Voluntary Disclosures: Please answer all the questions you see in the Voluntary Disclosures section.

X Exit Apply for Job o
FORESTRY MANAGMENT ADMINIS TRATOR - 03032022-28234
Save as Dnatt £ Previou Next

wen

4 San Step 6 of 7: Voluntary Disclosures

2 Autofill Resume/Apply Manually  Voluntary Disclosures

Compiate
Questions marked with an * are required You are required to answer all the mandatory questions.
a Work Experience Please answer the folowing questions as carcfully as possible
Complete
*1. To be eligible for veterans preference, you must be a present or former member of the United States Armed Forces or Federal Reserve
components, or an eligible spouse of a qualified veteran. Sn tho Department of Human Resources Veterans Preference Policy at
4 Education RS JIWWW.tn. o ripolicy/12-007) _Rev042021.pdf for further details. In order to receive Veterans
Compiste Preference, a copy of your DO Form 214 (Member 4 or Service 2) Mng an honorable discharge must with each | For
questions, please contact the HR Service Center at 615-741-4841, IF YOU DO NOT ATTACH YOUR DD FORM 214 TO THIS APPLICATION, YOU
WILL NOT BE ELIGIBLE TO RECEIVE VETERANS PREFERENCE. YOUR RESPONSE TO THIS QUESTION WILL HAVE NO IMPACT ON YOUR
5 Referral Source/Attachments. ELIGIBILITY FOR THIS POSITION.
Complete
Yes, | am a veteran or the spouse of a veteran (| agree that | will attach my or my spouses DD Form 214 1o my applcation.)
Voluntary Disclosures No, | am not a veteran or the spouse of a veteran
D In Progress
| prefer not 10 answer

Re- few and Submit

8

Voluntary Self-dentification of Disability (Form CC-305). OMB Control Number 1250-0005. Expires 05/31/2023. Why are you being asked to
complete this form? We are a federal contractor or subcontractor required by law to provide equal employment opportunity to qualified people
with disabilities. We are aiso nqulrod 10 MeasuUre our progress toward having at least 7% of our workforce be individuals with disabilities. To
do this, we must ask ploy if they have a or have ever had a disabllity. Because a person may become disabled
at any time, we ask all of our omplmﬁ to update their information at least every five years. ldentifying yourself as an individual with a

Click Next.

1.8 Review and Submit: This provides you the opportunity to review the information entered into the
application prior to Submitting. Once ready, select Submit.

FORESTRY MANAGMENT ADMINISTRATOR - 03032022-28234

Save as Draft ‘ [ < Previous Submit
s Review your application and make any changes before submitting.
1 | Start
Complete i .
Step 7 of 7: Review and Submit
2 | Autofill Resume/Apply Manually » My Contact Information
Complete
» Online Screening Notice
3 | Work Experience
Complete » Resume Attachment: You may proceed without attaching a Resume.
4 Education » Attachments
Complete
» Education History
5 Referral Source/Attachments » Work Experience
Complete
b Degrees
g Voluntary Disclosures )
Complete » School Education
» Referrals
Review and Submit
In Progress » Voluntary Disclosures
Now you are done!
Applying for a Job — External Applicant Page 23
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Application Confirmation @ L i
You have full your job
Jobs Applied For
Job Tive Posting Date
Job ID Application Date
Location Dawdson County
Online Screening Results
Job Tite Job ID
Wie are pleased to advise that the lication you have submi has been for further ideration in terms of our recruitment policy.

1.9

You may review your submitied aocuc;'r..n by using the View Submtied Apphcation hnk

Soon, you will be sent an emad containing a first round interview dnk. Applicants have four (4) calendar days (from the time the first round interview link is sent) 10 complete thes first round interview
Apphcants who do not complete the first round mterview wall not continue on in the hinng process.

Please note that any false or incorrect miomation vall render this apphication voild

For questions or assistance, please contact the HR Servce Center by webchat, emad. or phone at
Office hours
Website, |
Email: S

Phone: (6
HR information and FAQs are available 24/7 on the HR Servce Center wabsa

Monday - Fnday 800 am - 430 pm CT (exchuding State holidays)

L]

Ca View Submified Apg

@

My Job Applications: If at any time you want to review your past and current applications you can do
so by navigating to the My Job Application page. When you are on the Careers Site, hover over
Returning Applicant in the top right navigation bar and click on Prospective State of Tennessee

Employees.

N Tennessee

____State Government SEARCHJOBS ~ SAVEDJOBS  ABOUTUS  RETURNINGAPPLICANT GO TOTN.GOV

PROSPECTIVE STATE OF TENNESSEE
EMPLOYEES

Hiring Process  Benefits FAQs AboutState Agencies »  Other Resources +  Need Help? PROSPECTIVE STATE OF TENNESSEE

o g . S e EMPLOYEES (ACCESSIBILITY MODE)

CURRENT STATE OF TENNESSEE EMPLOYEES

Applying for a Job — External Applicant Page 24
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Then Select Sign In

My Job Applications

i Welcome Sign In | New User

Submit/Update Profile @

R My Job Motifications »
My Job Applications »
My Favorite Jobs »
« MvAccount Information >
For questions or assistance, please contact the HR Senvice Center
Phone: (615) T41-4841
Email: HR. ServiceCenterg@in.gov
Chat: HRsupport tn.gov
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Then input the email address and password you utilized when creating your account. If you have

forgotten your password, please utilize the Forgot Password feature. If you are a new user select
Register Now.

*Email Address ll

*Password [

Forgot Password

Are you a new user? Register Now
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Then select My Job Applications.

My Job Applications

Welcome Fake
Submit/Update Profile

My Job Motifications

B D

My Favorite Jobs

o

o My Account Information

My Job Applications _

For questions or assistance, please conlact the HR Service Center

Phone: (615) 741-4841

Email: HR.ServiceCenter@tn_gov

Chat: HRsupport.tn.gov

Sign Out

T >

You will then see a list of previous applications. Please note you can withdraw applications that have
not been submitted yet. To do this, locate the application you wish to withdraw then select Withdraw.
If you already applied and you wish to withdraw your application, please contact the HR Service

Center.

¢ Careers

My Job Applications

My Job Applications

Job Title Job ID  Location Status Print Application Date Created Date Submitted Withdraw Application
ELIGIBILITY COUNSELOR 1° - 02022023-42856 42856 Montgomery County  Not Submittsd ‘ a | 02/13/2023 2 36PM | Withdraw | ‘ N |
SEASONAL INTERPRETER/RECREATOR-43193 43193 Davidson County Not Submitted ‘ a8 02/14/2023 9.05AM | Withdraw | ‘ N |
EPIDEMIOLOGIST 1 - 02022023-42678 42878 Davidson County Not Submitted ‘ a8 0211412023 10:35AM | Withdraw | ‘ > |
ELIGIBILITY CLERK - 12092023-42335 42935  Lawrence County  Not Submitied ‘ a | 02114/2023 11:30AM | Withdraw | ‘ > |
INTELLIGENCE ANALYST 17 - 02022023-42945 42948 Davidson County Not Submitted ‘ a | 0211472023 11:32AM | Withdraw | ‘ > |
FIELD SUPERVISOR 2 - 02022023-42813 42813 Rutherford County  Not Submitted ‘§| 02/14/2023 11:36AM | Withdraw | ‘ N |
TDECG-ENVIRONMENTAL MANAGER 2 - 02162023-42970 42970 Davidson County Not Submitted ‘ a8 022112023 3:30PM | Withdraw | ‘ > |
My Resumes
You have not provided any resumes
My Cover Letters and Attachments
You have not provided a Cover Letter or Attachment
Add Attachment
You can also add your attachments here as well.
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2.0 My Job Notifications: this section allows you to review the system generated notifications.

My Job Applications

i Welcome Ashleigh

Apply Without a Job @

My Job Notifications _ 5 >

D

&= My Job Applications g >
* My Favorite Jobs )
- My Contact Information »

For questions or assistance. please contact the HR Service Center
Phone: (615) 741-4841
Email: HR_ServiceCenter@in.gov
Chat HRsupport in.gov

¢ Gareers . My Job Notifications 1
My Notifications

=]

Subject Status Date Received

@ Youhave an Unsubmitted Jobs Reminder notification New 03/03/2023 11:09AM >

@  Youhave an Unsubmitied Jobs Reminder notification New 03/03/2023 12:08PM >

@  You have an Unsubmitted Jobs Reminder notification New 03/03/2023 4:03PM >

@  You have an Unsubmitted Jobs Reminder notification New 03/03/2023 4.08PM >

@  You have an Unsubmitted Jobs Reminder notification New 03/03/2023 503PM >

2.1 My Correspondence will allow you to see what notifications recruiters may have sent you for submitted
applications.

My Correspondence _ Trows
[2)(n]
Subject < Date Received ©

Acceptance of Application for Further Review: Job 16296 - INFORMATION TECHNCLOGY MANAGER - EXECUTIVE 03/30/2021 4:19PM >
Eligibility To Apply: Job 19712 - BUSINESS ANALY ST SENIOR-07072021-19712 07/07/2021 9:00AM >
Acceptance of Application for Further Review: Job 19712 - BUSINESS ANALYST SENIOR-07072021-19712 07/07/2021 9:05AM >
Eligibility To Apply: Job 20133 - BUSINESS ANALY ST ADVANCED-07212021-20133 07/21/2021 10:24AM >
Acceptance of Application for Further Review: Job 20133 - BUSINESS ANALY ST ADVANCED-07212021-20133 0712142021 10:35AM >
Eligibility To Apply: Job 28588 - ACCOUNTING TECHMICIAN 2 - 03102022-28588 03/06/2023 9:46AM >
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3.1 Frequently Asked Questions (FAQs)

On the TN Career Sites there is an FAQs section to assist you in the application process.

https://www.tn.gov/careers/fags.html

TN Tennesses
-MWM“ SANCH e SAVLD o AR U - W00 Inov
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1.1.1. Forgot Your Password

After five (5) failed attempts of logging into your applicant account, your account will become locked. You
can unlock your account yourself by using the “Forgot Password” feature.

Sign In X

*Email Address ‘ |

*Password { l

Fargot Password

Are you a new user? Register Now

Forgot Password X

Please enter your User Name. Your new password will be sent to the primary email
address you have on file with us.

*Email Address ’ l

Email New Password

Enter the User Name of the account for which you are resetting the password. NOTE: Your User Name
may differ from the email that is on file with your applicant account.

1.1.2. Update Your Contact Information

If at any time you need to update your contact information, you can do so by navigating to the My Job
Application page. When you are on the Careers Site, hover over Returning Applicant in the top right
navigation bar and click on Prospective State of Tennessee Employees.

v @ Tennessee State Government € X Careers x | [ Careers x |+

< C 2 stateoftn-careersitcportals.com/#start * O

TN Tennessee
___ State Government SEARCHJOBS  SAVEDJOBS  ABOUTUS  RETURNINGAPPLICANT  GOTOTN.GOV

PROSPECTIVE STATE OF TENNESSEE
EMPLOYEES

i ies ~ - ? v
Hiring Process  Benefits FAQs About State Agencies Other Resources Need Help? PROSPECTIVE STATE OF TENNESSEE

EMPLOYEES (ACCESSIBILITY MODE)

TENNESSEE STATE GOVERNMENT HAS A NEW JOB POSTING SCHEDULE. NEW JOBS ARE POSTED EACH TUESDAY AT MIDNIGHT CT AND CLOSE ON MONDAYS AT 11
¥ il _ i . CURRENT STATE OF TENNESSEE EMPLOYEES

3
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Then Select Sign In

My Job Applications

Welcome Sian In | New User

Submit/Update Profile @

F; My Job Motifications »
g=n WMy Job Applications >
* My Favorite Jobs »

My Account Infarmation »

R

For questions or assistance, please contact the HR Service Cenfer
Fhone: (615) 741-4841
Email: HR. ServiceCenter@in.gov
Chat: HRsupport tn.gov

Input the email address and password you utilized when creating your account and click Sign In. If you
have forgotten your password, please utilize the Forgot Password feature.

My Job Applications

i Welcome Sign In | New User

Submit/Update Profile @

ﬁ My Job Notifications >

*Email Address [|

*Password ‘

Forgot Passwaord

Are you a new user? Register Now

authorities have access to the information submitted.

This swstem mav contain Government information. which is restricted to authorized users OMLY. Unauthorized access. uss.
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Once you are logged in, select My Account Information.

My Job Applications

gl Welcome Mark Sign Cut

Submit/Update Profile @

My Job Notifications 6 >

B D

My Job Applications >

iy Favorite Jobs >

« Wy Account Information . >

For questions or assistance, please contact the HR Service Center
Phone: (615) 741-4841
Email: HR.ServiceCenter@in.gov
Chat: HRsupport.tn.gov

From the next screen, you can update your hame, address, phone number and email.

* @ %5 careersedisontngov/psc/heprdrs/EMPLOYEE/HRMS/c/HRS_HRAM_FLHRS_CG_CAREERS_FLGBLIPage=HRS_APP_PRFINFO_FLAACtion=UBHRS_PERSON_ID=341626 * O 0O &

My Account Information

You can update your name, address, phone number and emai here. Changes made to your contact details on this page will be updated an all of the jobs you have applied to.

Account Settings
Email Address  applicant@email.com

Contact Method | Email v

Name
Name Format | Enghsh -
Name Prefix v
Middie Name
Last Name Doe
HName Suffix v
Birth Day 1
Birth Month
Address
Country | United States v
‘Address 1 | 123 Any Street Lane
Address 2
Address 3
City | Nashwille State  Tennessee v
‘Bastal 197243 1 Caunte | Navidenn 1 -
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To change your email address, click on your existing email address at the bottom of the page and update
it in the pop-up window. When you are done, click Done.

Elail (Required)
1+

Email

| applicant@emailcom |

Phone (Required)
[+]
Phone Number Extension

615/555-1212

Edit Email

Type

Home

Type

Home

*Email Address lapplicant@email.com

*Email Type ‘ Home v

Primary

Primary

Yes >
Primary

Yes >

To add a new email address, click the + button below Email (Required) and enter the new email address.
To make it your primary email address, click the box next to Primary. When you are done, click Done.

Email (Required)

Email

applicant@email.com

Phone (Required)
I+
Phone Number Extension

615/555-1212

Add Email

Type

Home

Type

Home

*Email Address |

*Email Type ‘

J Primary

Primary

Yes >
Primary

Yes >

Applying for a Job — External Applicant
Date: 2/28/2024

Page 33



Department of Strategic
Finance & Technology Solutions

= Administration

Edison Training Manual
How to Apply for External Applicants

To change your phone number, click on your existing phone number at the bottom of the page and update
it in the pop-up window. When you are done, click Done.

Email (Required)

|+
Email Type Primary
applicant@email.com Home: Yes >

Pﬂ\e (Required)
[+]

Phone Number Extension Type Primary

615/555-1212 Home Yes >

Edit Phone Number

*Phone Number |615/555-1212

Extension

*Type | Home

Primary

To add a new phone number, click the + button below Phone (Required) and enter the new phone number.
To make it your primary phone number, click the box next to Primary. When you are done, click Done.

Email (Required)

|+
Email Type Primary
applicant@email.com Home: Yes 5

Pﬂ\e (Required)

Phone Number Extension Type Primary
615/555-1212 Home Yes >
Applying for a Job — External Applicant Page 34

Date: 2/28/2024



Department of .
NN Finance & Strategic . ) o
 Administration | ' ecnology Solutions Edison Training Manual

How to Apply for External Applicants

To save your changes, click Save.

My Account Information

You can update your name, address, phone number and emai here. Changes made to your contact details on this page will be updated an all of the jobs you have applied to.

Account Settings

Email Address  applicant@email.com

Contact Method | Email v

Name
Mame Format | Enghish v
Name Prefix v
*First Name | John
Middle Hame
Last Hame | Doe
Name Suffix v
Birth Day 1
Birth Month
Last 4 Digits of SSN 1234
Address
Country | United States v
‘Address 1 | 123 Any Street Lane
Address 2
Address 3
City |Nashville State | Tennessee v
Baseal |a7241 1 Caunte | Davidenn

4. NEED HELP?

If you have reviewed the FAQs page and still need assistance you can select the Need Help?

https://www.tn.gov/careers/hr-service-center.html

This page will direct you to the HR Service Center, including contact information for HR, Benefits,
Technology, Payroll, etc.
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TN Tennessee
State Government

f Apiyheree HngFPocess Senefrs FADs ADout e sgerwes e (Omerfesouncese  NesaHelpl »

TN | State of Ten e ot HR Sevice Centet ~»

615-741-4841
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