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Before You Begin

APPLICATION REMINDERS

Before completing an application, please read the entire announcement.

To ensure that your information is properly submitted, be sure to click the Next button on all
screens that contain data.

Carefully review your application to ensure that it is complete and accurate before submitting.
All requirements must be met as of the closing date on the announcement.

Online applications must be completed and submitted by 4pm on the closing date (or
application filing deadline if one is indicated on the announcement).

You must complete your application in detail. Your score may be based on a comparison of
your background with the job requirements. Failure to complete your application properly
may cause you to be declared ineligible or may lower your score if your application is your
test paper.

If supplemental documents are required, please upload them with your application or submit
them within five business days of submitting your online application.

VETERAN’S PREFERENCE

Applving for Veteran’s Preference:

If you have established veteran’s preference since April 1, 1980 no further action is needed.
Otherwise, complete a veteran’s preference claim form and include the required documents.

Claim forms are available on our website at https://www.nj.gov/csc/jobs/veterans

Completed forms should be mailed to the Department of Veteran’s Affairs (DVA).

For more information, visit their website at https://www.nj.gov/dva or contact them
at 1-888-865-3387.

Processing Fees for Veterans:

In accordance with Public Law 2010 c. 26, Veterans pay a reduced processing fee of $15.00 if

Veteran’s Preference with the DVA (as defined by NJSA 11A:5-1 et seq)
has previously been established or

DVA has approved a claim at least 8 days prior to the issuance of the

eligibility list.
Please note this reduced fee does not apply to Public Safety titles (i.e. Police, Fire, County
Correction and Sheriff).



https://www.nj.gov/csc/jobs/veterans
https://www.nj.gov/dva
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Getting Started

By accessing the Civil Service Commission’s website at https://nj.gov/csc and clicking “Find a Job"
and selecting "Job Announcements" from the drop down menu, you will have the ability to search
various job announcements and read employment information about the State of New Jersey.

Search Job Announcements

Click this link to view announcements that are open to the public.

Click this link if you are a current State, County or Municipal Government
employee with permanent status. For more information regarding Promotional
Announcements, please see page 27 of this guide.

S ——




View Open Competitive Job Announcements

On this page, you can sort the job announcements according to job title, jurisdiction, issue date,
closing date, etc. by clicking on the up/down arrows.

Click “4_ to obtain the entire announcement, which lists all requirements.

Please note that you must be a
resident of the township/county listed
on the announcement to be eligible.

Residency is where you maintain your single legal residence, i.e. the place where you physically live.
Please note that your residency may be different from your mailing address. Residency is established
as of the closing date for filing applications and cannot be changed after that date. Some jurisdictions
require candidates to maintain continuous residency as of the hire date. Applicants are responsible
for contacting the hiring agency for information regarding the jurisdiction's residency requirement.

TIP
Job announcements are generally posted on the 15t of month of each month. If you do
not see a title in which you are interested, please revisit the website as new titles are
announced monthly.

Note: If you are interested in examination announcements, change the "showing all
job announcements" filter to "Open Competitive Examination Announcements
only". If you leave the selection at "All Announcements", this option will display all
examination announcements and vacancy notices.




Applying for a Job

If you are interested in, and satisfy the requirements listed on the announcement, click this link to
begin the application process.

TIP
During the application process, you will be asked to provide contact information,

previous and current work experience, and payment information. It would be helpful to
gather this information before beginning the application process.




User Account

If you have applied for a Civil Service announcement within the last 5 years, your account has
already been created. If you do not remember your user name or email address that you used to
create your account, please email OAS.Support@csc.nj.gov to request this information. Once you
obtain this information, follow the prompts to reset your password. Note: You will receive an email to
reset password within a few minutes. And, your password is case sensitive.

If you are a first-time user or have not filed an Online Application within the last five years, click on the
"Register" button to begin the process.

When you register for an account, you will receive an e-mail
confirmation. You must confirm your e-mail by clicking

the link within 2 hours of receipt. You will not be able

to apply for any announcements if your email address is

not confirmed. Please note that creating an account only
confirms you have an account, not that you have applied for
a Job Announcement.



mailto:OAS.Support%40csc.nj.gov?subject=

User Account (cont.)

Whether you are a new user or returning user, you will be asked to confirm if you are a current or
former NJ State or Local government employee. If you are not currently or formerly a NJ state or local
government employee, please select "no". You can provide your Social Security Number and click

the "Submit” button.

If you are a current or former NJ state or local government employee, please select "yes", and a
pop-up will appear, click "ok" to continue.

You will be able to retrieve your SSN & EID number by selecting the hyperlink.

Enter the last 4 digits of your Social Security
Number, your last name and your birth date
and select "Retrieve" to verify your SSN.




Creating your Profile
Contact Information

You will begin the application process by providing your contact information. Once you have provided
all required information, you will be able to proceed by clicking "Next" at the bottom of the page.

S

S

TIP In order to obtain Veterans preference, you must provide your Social Security Number
(SSN). Also you must have established Veterans preference with the Department of
Veterans Affairs (DVA) if you would like to claim it on your application. Please go to
page “i” at the beginning of this user guide to read important information regarding
Veterans Preference. "If you are claiming Veterans preference but have not yet received
approval from DVA, you must pay the full application fee. A refund may be requested if
the claim is approved at least 8 days prior to the issuance of the eligible list.




Creating your Profile
EEO

This screen contains information that is used to comply with EEOC Guidelines and the NJ State
Affirmative Action Program. Completion of parts A and B is voluntary.

Click on the radio button(s) to make a selection.

!

After completing the information on this page, select “Next” to advance to Preferences page.

TIP
If you do not have any information to provide on a screen, you can navigate through

the process by clicking on the Tabs.




Creating your Profile
Preferences

Testing Center
Preference:

Indicate the county in
which you prefer to
take the examination.

ADA Accommodations: /

If you are requesting an
ADA accommodation,
click this box.

Work Location Preferences:
Work Location Preference(s) only applies to State government titles. Please make a selection
however, it will not appear on your application for a County or Municipality title.

After completing the information on this page, select “Next” to advance to the Education page.




Creating your Profile
Education

Please provide all educational information requested. List all colleges, universities and/or graduate
schools that you have attended.

Example 1: The first section asks you to indicate the highest level of education obtained. If you click
Less than High School or High School Diploma or GED, click "Next" to advance to the Experience

page. If you click any other education choice, you will be required to provide additional information as
noted in Example 2.

Example 1:

Example 2:

Please be sure to click “Add Education” to save the information and advance to the Education

Summary grid.




Creating your Profile
Education (cont.)

After saving your education information, you will see the following grid which allows you to:

e Add more * Modify or Delete
Education your Education.

You may sort your Education by any column by clicking on the up or down arrow.

After completing the information on this page, click “Next” to advance to the Experience page.



Creating your Profile
Experience
Provide all employment information (not just your current employment information). If you have

multiple experiences, make sure that you list each experience separately. Note: Be sure to include
your current provisional experience separately, if appropriate.

Note: If you do not If the experience you are
have anything to enter in listing is for your current job,
this section, click “Next” please check the "Currently
to advance to the Training Employed" box.

page.

If you do not list any
experience, you will see a
warning “No experience
information provided."
You will not be able to add
information to your
application once your

application is submitted. You can copy and paste into
this text box, but keep in mind
that only 2,000 characters will
be saved.

If you do not supervise,
enter 0 in these fields.

/

Please be sure to click “Add Experience” to save the information and advance to the Experience

Summary grid.



Creating your Profile
Experience (cont.)

After saving your education information, you will see the following grid which allows you to:

 Add more * Modify or Delete
Training your Experience

S

After completing the information on this page, click “Next” to advance to the Training page.

TIP

If your session “times-out” you will need to return to the Civil Service website, Select
"Find a Job" then "Job Announcements", and click on the “Create/Update User

Profile” link (see page 1).

Or click here to be brought back to the Job Announcements website. This will allow
you to access your profile again.


https://www.nj.gov/csc/jobs/

Creating your Profile
Training

Provide any business, vocational, technical and/or military schools that you have attended.

If you do not have anything to
enter in this section, click “Next” to
advance to the Internship page.

Please be sure to click “Add Training” to save the information and advance to the Training
Summary grid.



Creating your Profile
Training (cont.)

After saving your training information, you will see the Training Summary grid which allows you to:

 Add more * Modify or Delete
Training your Training

After completing the information on this section, click “Next” to advance to the Internship page.



Creating your Profile
Internships

Provide any information regarding internships you have completed.

If you do not have anything to enter in
this section, click “Next” to advance to
the License page.

/

Please be sure to click “Add Internship” to save the information and advance to the Internship

Summary grid.



Creating your Profile
Internship (cont.)

After saving your internship information, you will see the Internship Summary grid which
allows you to:

 Add more * Modify or Delete
Internship your internship

-

N

After completing the information on this page, click “Next” to advance to the License page.



Creating your Profile
Licenses

Provide any information regarding licenses, certifications or registrations that you possess.

-

If you do not have anything to enter in
this section, click “Next” to advance to
the Attachments page.

Please be sure to click “Add License” to save your information and advance to the License
Summary grid.



Creating your Profile
Licenses (cont.)

After saving your license information, you will see the following grid which allows you to:

 Add more * Modify or Delete
Licenses your Licenses

S

After completing the information on this page, click “Next” to advance to the Attachments page.



Creating your Profile
Submitting Supporting Documentation (Online)
You can upload supporting documentation during the application or profile process by selecting

the "Attachments"” page. There are 2 options for submitting supporting documentation: Online
and regular mail. To submit by regular mail, please see page 20 of this guide.

Note: You may upload as many documents as you would like, however, each document must be
uploaded separately.

You must select a file content type for each attachment and click on "Click to choose file..."

Some content types require additional information. If an additional drop down box appears, please
make the appropriate selection to further define your attachment.

Once the required information is selected and you have chosen your file (attachment), click the
"Upload File" button.

If your document successfully uploads, a message will confirm this information and the Attachment
Summary grid will be populated. As you upload additional documents, they will appear on the grid.
You will be able to print a copy of the grid for your records. You cannot edit or delete documents once
they are uploaded. If your document does not upload, you will receive an error message.

Please ensure that your file (attachment) conforms to the limits indicated: File should be in PDF/
DOC/DOCX/TIF format, and should be less than 4MB.

Once you upload a document, it will become part of your record. If you submit future applications, you
will not have to upload the same document again unless you wish to provide updated information.



Creating your Profile
Submitting Supporting Documentation (By Mail)

Select the appropriate Content Type and Document Type and select "Download & Print Cover Page".

+ The downloaded cover page must be e —

printed and mailed with each document AT T

type. It will also appearinyour e N

Attachments Summary grid. (AT R R AT AT AT
« Each content and document type is W e e
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scanned by the Civil Service Commission, -

connects your documents to your e S

application. This is the reason you need f—

to print a separate cover page for each e

document.
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* You can mail multiple documents together
however, each document must have a
cover page.



File Your Application

When you have completed your profile, to file an application, you must click on the announcement
option at the top of your profile. Selection "Open Competitive" or "Promotional”. You can then search
for the announcement for which you would like to apply.

For "Open Competitive" announcements, scroll to the bottom of the announcement for the link
"Click here to apply via the Online Application System" (click here to refer back to page 2)

For "Promotional" announcements, use the "Click here to file online" link at the top of the
announcement (click here to refer to page 27)

The "click here" link will start you in the application process. You can now review and print your
application and submit your payment. The following pages will guide you through finalizing and
submitting your application.



Review Your Application

When you have chosen an announcement to submit an application, a "Review" section appears.
Select the "Review" section if you would like to review the information you have provided to
determine if you need to make any changes/updates/additions.

If you do have to make changes,
click on the "Edit" button for that
area.

Note: Any changes that you
make to your application will also
change your profile.

Once you submit your online
application you will not be able to
go back to the application to add
or modify any information.

You can go into your profile and
add or modify information for
future applications.



Print Your Application

If you have completed your review and have no additional changes, you can print a copy of your
application for your records by selecting the "Print" button.

Before you proceed to the payment process and submit your application, did you carefully review:

» the residency requirement of the announcement to make sure you meet this requirement
as of the closing date? (Note: residency requirements only appear on Open Competitive
Announcements.)

« the announcement to make sure you meet all requirements (education, experience,license/
certification, etc.) as of the closing date?

« that any supporting documentation (i.e., transcripts, license/certification etc) is attached or you
have generated a cover page to send your attachments by regular mail?

» each section of your application to make sure all of your information is complete and accurate?

TIP

If you do not have access to a printer, you can copy and paste your application into
a Word document and then save it for your records.



Processing Fee

Once you have reviewed and printed your application, you must select "Proceed to Payment" in
order to submit your application.

>

Upon selecting "Proceed to Payment", please review the warning message. After reviewing, if you
click “Pay Application” you will be able to select your payment type and submit your application. If
you click “Back”, you will be returned to your profile and your application will not be submitted.

Note: If your application is missing information in required fields, you will not be able to pay your
application fee, rather you will sent back to the review page. Click the "Edit" button and follow the
prompts to add the required information.



Processing Fee (cont.)

Please select one of the payment methods indicated. Please note each payment type provides
additional information. Please read it carefully before finalizing your payment method.

For open competitive announcements only,
you may qualify for a fee exemption.

Once you submit your application, you cannot
change your payment method.



Confirmation

Once you complete the payment process and successfully submit your application, you will receive a
confirmation page which you should print for your records. This confirmation page will also be sent to
the email address you provided in your User Account.

The confirmation email will include specific information regarding your application for this
announcement. In your profile, the status for this announcement will show that your application
has been submitted. Please regularly check your profile to ensure that your application has been
submitted if you are interested in participating in the examination process.



This Section is for Current Government
Employees with Permanent Status

To be eligible for a promotional announcement, you must meet all requirements listed on the
announcement. Promotional announcements are issued on the first of the month.

To search for promotional announcements,

» For State government employees, click on your State Department/Commission
« For County government employees, click on your County

« For Municipal government employees, either search or enter your Municipality



Current Government Employees with
Permanent Status (cont.)

O

\

Please click the “ to view the entire announcement which lists all requirements.

Please double check that you meet the requirements of the announcement before proceeding with
your application.

If you have any questions regarding your eligibility, please contact your Human Resource office.



Current Government Employees with
Permanent Status (cont.)

When you select an announcement you will receive a warning message. For Promotional
Announcements, you must work in the Department and Unit indicated. If you do not, you will be found
ineligible. If you are not sure of your Department and Unit, please contact your Human Resource Office.

If you meet the requirement, please proceed by clicking "Continue."

TIP

If you file an application and are not permanently employed by the state, department,
county or municipality to which you apply, you will be found ineligible and your
application fee will not be refunded.




Current Government Employees with
Permanent Status (cont.)

If you are interested in, and satisfy the requirements listed on the announcement, click this link to
begin the application process. Please refer back to page 21 of this guide for more information.

Note: For information on creating a User Account, please go back to Page 4 in this guide.




Frequently Asked Questions

Logging In

1. | forgot my user ID. What should | do?
Email OAS.support@csc.nj.gov and request this information. Be sure to include the last 4 digits
of your Social Security Number (SSN) in your email.

2. | forgot my password. What should | do?
Go to https://info.csc.nj.gov/OAS/Account/ForgotPassword and follow the prompts to reset your
password. Be sure to use the email address used to create your account.

3. I haven’t filed an application within 5 years from December 2023. What should | do?
You need to register and create a new account.

4. The system says | already have an account. What should | do?
This means you have filed an application within 5 years from December 2023. If you do
not remember your user name or email address used when you created your account,
email OAS.Support@csc.nj.gov

5. My email address has changed since | created my account. What should | do?
If you have created an account within the last 5 years (prior to December 2023), you can log in
using your old email address or user name. In the top right corner, select user ID and Account
Settings and update your email address. You will have to confirm your new email address in order
to file an application.

6. I’'m having a problem logging in. What should | do?
Email OAS.Support@csc.nj.gov to confirm or retrieve your user ID or email address.

Application/Profile

7. What’s the difference between an account profile and an application?
The profile allows you to enter all relevant information about yourself and your work history.
Creating a profile allows you to import your information and not retype your information for
each application.

8. How do | view my application?
Log in to your profile and you will be able to view your submitted and pending applications.

9. Can | edit or delete my application?
You can edit any applications that are pending and not submitted. Once an application is
submitted, you cannot edit or delete. However, you can edit your profile for future applications.

10. Can | correct my Social Security Number on my application and/or profile?
No, you will need to email OAS.Support@csc.nj.gov.

11. What do | do if my name has changed?
You can update your first and last name in your profile. Please note that this change will be
effective for any future applications, it will not change applications already submitted.


mailto:OAS.support@csc.nj.gov 
https://info.csc.nj.gov/OAS/Account/ForgotPassword
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12.

13.

14.

15.

16.

17.

18.

19.

20.

21.

22,

To submit a name or contact change for previous applications, please complete
the Change of Candidate Information Form (https://info.csc.nj.gov/OAS/Account/
Login?returnUrl=%2FOAS%2F ChangeRequest%2FChngFrm)

I won’t have my diploma/degree until after the closing date, am | eligible?
All requirements must be met as of the closing date.

Should | list my newest position first and the prior ones after?
We recommend that you list your experience in date order, current to previous. You can enter your
experience and sort it in your profile by date.

What happens if my documents are received after 5 days?
If documents are uploaded or postmarked after 5 days from the date that you filed your application,
they will become part of your account however, they may not be considered.

Is there a way that | can submit my documents via email?
Yes, you can send your documents to OAS.Support@csc.nj.gov and indicate “OAS Documents” in
the subject line of your email.

How can | see which applications | have submitted?
You can go into your profile to view the status of your applications.

What happens if my session expires? Will the system save the information | entered?
Yes, the system will auto-save your information. If your session expires, please log back into your
account.

What can | do if | do not receive a confirmation email?

If your application was successfully submitted, you should have received a confirmation email.
Please check your spam or junk folder for the email. You can also check your profile and you
should be able to see your confirmation email.

How do | set up alerts for a position?
We currently do not have this functionality; you will have to visit the Civil Service Commission
website on a regular basis to see what is currently posted.

Do | have to be a New Jersey resident to file an application?

Refer to the residency requirement on the announcement. Please note that residency only pertains
to Open Competitive announcements. If you would like information regarding the New Jersey 1%
Act, visit https://www.nj.gov/labor/research-info/njfirst.shtml.

Fee Related

Can my application fee be refunded?
Per NJAC 4A:4-2.17(e) application processing fees can only be refunded if the examination is
canceled.

Why can’t | proceed to payment?
If information is missing in required fields, you will be sent back to the review tab. Please review all
sections to ensure all required fields are completed.


https://info.csc.nj.gov/OAS/Account/Login?returnUrl=%2FOAS%2FChangeRequest%2FChngFrm
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Filing Deadline

23.

24,

25.

26.

27.

28.

What if | am on deployed or on active military duty?

If you are unable to complete an application due to your current military status, you can request to
file an application when you are released from active duty. Contact the Civil Service Commission
at CSClInformation.Support@csc.nj.gov. If you are currently unable appear for the examination,
information on how to request a make-up examination is on your Notice to Appear.

How long will it take before | hear back from the Civil Service Commission? What is the
timeframe between when | file an application and when | will be notified of my placement on
the list?

There are a lot of factors that are taken into consideration when reviewing for eligibility. You will

be notified of your status for the examination. Please be sure to keep your mailing address and

email address current with the Civil Service Commission.

How do | withdraw from the examination process?
Please email CSClInformation.Support@csc.nj.gov.

What if | miss the filing deadline?
All applications must be filed by 4pm as of the closing date or application deadline if one is
indicated.

What happens if | filed for the wrong announcement?
Hopefully, the correct announcement has not closed, and you can still file for the correct
announcement. If the announcement has closed, you will have to file an appeal.

How do I file a formal appeal?
Appeals should be addressed to the NJCSC- Division of Appeals and Regulatory Affairs, PO Box
312, Trenton, NJ 08625.

THANK YOU FOR YOUR
INTEREST IN APPLYING
FOR A CIVIL SERVICE
EXAMINATION.
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