Applying for a position at SJRA

This document is intended to help an external candidate apply for a posted position at SIRA.

1. On SJRA Career locate the Candidate Self-Service and Click on “Job Openings”.

2. Click the “Search” button in the bottom right hand corner of the screen. If you like, you can first
limit your search using the selection filter on the left side of the screen.
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3. After locating the position for which you want to apply, there are two ways to begin the
application process.

| 30b category... Pasition / Job Requisition...  Location PostingDate  Full ime  Grade _PayRange Details | Apply |
Operations ~ SCADATechnician2 36 General Admi... 4107201 v NE14 ) ) s
Operations  Maintenance Technicia... 52 Lake Conroe...  5/7/2014 v NEE % ® F 7
Operations WO Utiity Operator 520... 83 Woodlands W... 52872014 v NET1 ® P
Technical 5. Engineer 1 18 General Admi. 3/52014 v Et5 ® P
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A. Click on the “i “in the details column, this will show the job description for this
position. Click the “Apply” button in the upper left hand corner of the Job Opening
Details screen.

Job Opening Details =

sopty | | Email
Job Category  Operstions
Position  SCADA Technician 2 L
ReqCode 33
Location Geners| Administration
Full Time  ves
Grade MELS
Primary esponsibilities Under periodic supervision, installs, maintains, calibrates, troubleshoots, repairs,
modifies, ad overbauls 10m, controls, tron systems and
and microprocessor systems associated with the Water and Wastewarer Facilimes.

Mamtains, inspects, calibrates and repairs various meters, instruments and programmable
logie comtrollers aecordmg to manufacturer’s recommendations and specifications

Installs, maintai il bleshoots, repairs, and overhauls non-process
eowimment such as safetyv. swveillanee and security. and analvireal instrumentation

Or

B. Click the pencil in the “Apply” column

4. If you are a first time user, click on the “Apply for the first time” button. If not, enter your
previously selected user name and password and then click on the “Log On” button.

About Our Company Job Openings

Enter User Information

(T In order to apply for a position you must have a user account. You may either choose to

3 Apply for the first time

W

Username:

Password

4 Log On @ Cancel

5. Enter your user name and password. The password must have a minimum of 8 characters with
at least one uppercase letter, one lower case letter, one number, and one symbol.



Note: Please enter a current email. We may use this email address to contact you.

6. Use the buttons in the upper right hand corner to move the application to the next page or to
the previous page or to cancel.

O Previous | | @ next || @ cancal |

7. Fillin all contact information as indicated on the screen. Click the “Submit” button in the upper
right hand corner of the screen.

United States of America (US)

United States of America (US)




8. Click “Yes” to indicate you are finished with this task. If not, click “No” to return to the previous
screen.

Confirm ¥
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Are you sure you wish to finish working on this task?
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a. If you have entered invalid data or the format of your information is not the same
format the system is using you will get the following error. Click “OK.”

[puarcaca lattar 2.2l 1 numbher (0201 2nd 1 cumbel Ll ER 139,

‘Warning *

Invalid data was found. Please correct any errors and resubmit.

OK |

ay

b. The invalid format will show as a “1.” If you roll your cursor over the “!”, the system will
indicate the field format need for that field.

Postal/Zip Code

9. Fillin the requested information using the below format for all phone numbers.

New Applicant User

Home Phone

* Country

United States of America (US) R4

Area Code Phone Number Extension
8838 277-0632




10. Fill out each field request, then click the “Next” button to progress through the application.

O Previous | [ @ nent || @ Cancel |

11. Fill out the form as indicated using the drop down fields where required.

[DMew 0By copy 3 Delete ) Undelete

Bachelor of Science (BS) v
Agriculture (AG) v

)
-t

Completed class or course (C)

Enrolled in classes (E)
Incomplete {I)
Withdrew (W)




a. If additional fields for education are needed, click the “New” button to get another field

to fill out.

Your Education

[ Mew B35 copy ¥ Delete )
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12. Fill in your most current job history then click the “New” button. Repeat to enter as many

previous employers as necessary.

Your Work History

[ Mew O3 Copy ¥ Delete ©

—.@— Previous Employer

(1) Please enter your werk history here. If you have multiple work histery records to enter, please select New on the toclbar.

Start Date End Date
6/3/2005 03| x 6/20/2009 3@ x

[y Previous Employer Previous Job Title Supervisor Name
Map makers of America Chief Map Maker Steven Petry

Address Information

Country
United States of America (US) v %

Address

-

City State / Province

Postal/Zip Code

13. Enter your certifications and licenses that are applicable to the position for which you are
applying. Upload a copy of your certificate if desired. After you have selected a file, click the

“Upload” button.

© Your Certifications and Licenses

[J New U Copy 3 Delete  *

and Licenses

* Cortification
ASCR Membarship (ASCP]

* Achieved Date Expiration Date
/28,2007 | G/TB/2014

Certification Level

issued By Click here to
search for your
file
Certfication Numiber
Aooon 7
Attachment Y
File: adoct a 1 o
[l Ussoss | | 3¢ ramene

Cﬂﬂuﬂls[hhj



14. The last page is “Your Application.” Many of these fields are mandatory; the application will not
be complete until all fields have been filled out.

I T

U5 Dallar (USD)

15. Please read carefully and use the drop down feature to indicate you agree with the statement.

| hereby certify that the facts set forth in the abave employment application are true and complete to the best of my knowledge and | authorize SIRA to verfy their accuracy. | hereby release SIRA from any/all liability of whatever kind and nature which,
st any time could result from obtaining and having an employment decision based on such informatian.

1 that, if falsified of any kind or omissions of facts called for on this application shall be considered sufficient basis for dismissal_

due to traffic violations, irrespective of fault, during the course of my employment with the San Jacinto River Authority, and that a Motor Vehicle Report

If employed, | understand that | may be subject to i i ination if | become
will be requested to determine insurability.

I should an offer be extended to me and accepted that | will fully adhere to the policies, rules, and regulations of employment of the SIRA. However, | further understand that neither the policies, rules, regulations of
employment or anything said during the interview process shall be desmed to constitute the terms of an implied contract. | thatany offered is for an indefinite duration and at will and that either | or the SIRA may
terminate my employment at any time with or without notice or cause.

* Do you Agree to the statements listed above?



16. Your resume or other applicable attachments may be uploaded by following the instructions

below. Click “Select a file”.

Your Resume & Attachments

[ Mew 0Oy Copy 3% Delete )
o)

Attachments

[:E:i' Please upload your resume here. If you have any additional documents to upload, please select New on the toolbar.

Do not included data related to age, race, ethnicity, religion or family status.

* Attachment Type Description
Resume (RES) v Resume for CBIossoml
Attachment Click here to
" - = search for
File: Select a file R your
. document
Upload # Remove l - y

Comments

-

a. You will then be able to find a file on your computer such as a resume or cover letter.
After you have selected the file you want up upload, click the “Upload” button indicated

above.

OO |. Desktop »

Organize ~ New folder

Favorites

I Desktop
| Libraries
“. Documents
4. Music

1. Personal

=, Pictures

b. If you have successfully uploaded a file, it will be indicated and labeled on the left side of

your screen. One or more files may be uploaded.



Your Resume & Attachments

[ New @By Copy ¥ Delete V)
0

Attachments
Resume - Resume for ~8

t_?,:- Please upload your resume here. If you have any additional documents to upload, please select New on the toclbar.

Do not included data related to age, race, ethnicity, religion or family status.

* Attachment Type Description

Resume (RES) v Resume for

Attachment

Link: LB O deusiee. Swe 1103-01 en.doc

File: C:\fakepath\U-0087-01_" 1@
@ Upload i Remove

Comments

17. After you have filled out all information requested and uploaded all desired attachments, click
the “Submit” button in the upper right hand corner of the screen. The following window will

appear.

Task Summary

Results

The task has been successfully submitted to the database and all
changes were committed.

End of task



