Creating Your Candidate Log-In Screen

Welcome! The City of West Des Moines requires all applicants to apply using our online application process. If you need an
ADA accommodation to complete the online application please contact the Human Resources Department at 515-222-3616.

To apply online for a position with the City of West Des Moines, please create a Candidate Profile. Internet Explorer 7 or higher
is highly recommended, however the site is also compatible with Chrome and Firefox. If you have any difficulties with this
online process please contact Human Resources at 515-222-3616.

Need access to a computer? Computers are available
in the Human Resources Office located at City Hall and
in the West Des Moines Public Library.

Candidate Login Screen

Already registered?

Piease enter your Last Name, Candidate Code, and Password below.

Last Name: |

| continue B
Are you a new candidate?

Forgot your password?

New Candidate Verification

Please enter your First Mame, Last Mame, and Email Address below:

First | |
Name

Last | |
Name

Email
Address

CONTINUE

Return to Candidate Login?

MAINTAINING your Name and Password L EE]E] E] E I E]

The fellowsng screens will walk you theough ereating a "Profila” with the City of West Des Mares

Once you have complated your profile, you wall need to apply for the positionis) you are mtecested in and may be required to complete an anline assessmant
Plaase refer tn the inatrsction shest or FAQ ssetion on our City website for more details. You will onky need to complate this profle ance, and update as nesded, 1o
apply for posilicns within the Cay.

® Lot Nama

= Confirm Puveword ©
Tagree to ihe following Statement of Understanding and Autherization to Release Information: Sialement

" ldgres -~

CONTINUE B




My Personal Information lIl El
Candidate Details If applicable, have you had any vehicular moving
10 years?
* Candidate # 1
First Nai 4 f: E:g
Have you worked for the City of West Des Moines before?
w1 7
vesorna: [ g
Have you ever been of a mi or felony? [D
Yesorfai[ 5]
If Yes, List M"—‘
Are you a US Veteran? [[Definition]]
Are you a US Veteran? ¢
71 Back | [+ FORWARD ) HELP HOME EXIT
gl L=
My Address and Phone Number |I| E E
~
Address Phone =

* Address 1 ;

Address I : Other

City :

@ E-mail : [joel.cox@wdm-ia.com |-

State {Abbrev) =|m

State, Country : Towa , USA

COMPLETE %‘
Clicking Complete or Home will take you back to the Main Menu. Make sure to complete each section of your profile completely to be considered for employment.
*Please Note: The application process involves three parts:
1. You must complete your candidate profile
2. You must apply for a position after your profile is complete (You will receive an email from the City of West Des Moines after you have applied for a position)
3. For some positions. an online assessment may be required. Refer to the My Assessments section after you apply for a position to see if an assessment is

required. You may also refer to the Job Posting to see if an online assessment is required.

Thank you for your interest in employment with our City!

Information
page.




Candidate Self Service

1 My Profile Section - All Secti

My Personal Information

My Address and Phone Number
My Work History

My Education History

My Qualifications

My References

My Attachments

EEO/AA Information

My Candidate Profile {Read Only - Overview)
Maintain My Profile Status
Change My Candidate Password




My Work History:

My Work History e
~

List all employment, starting with your most recent job. Account for any time period that you were unemployed by stating the nature of your activities. You must fill
out this section completely. You will be allowed to upload a resume with this profile. however it cannot be used to replace this section.

May we contact your current employer?

Yes or No: —v—l

If No, pleass sxplsin =

Please use the
DD/MM/YYYY format
when entering dates.

omplete “My Wor

completed click “Save”, then “Home”.

I FORWARD

? HELP

‘ q BACK ﬂ HOME

My Work History

Employer Yrs{Mths

HhAdd 1-1aft

Employer Address Employer Contact

= Employer : Name 1 | |
Address 1 : Title <[ |
Address 2 :

Phone # ;|
Phone Extn : |

City :

tate, Country :

Zip Code :

Job Info

* Title z Resson for Leaving :

Starting Position :

|

| Ending Pesition : | |
T
|

Star{ing Salary : Ending Salary :

Summarize WMajor Work Duties

Details :

\

The ‘ button allows you to
add additional information to your
profile. In “My Work History”

clicking the ‘ allows you to
expand on your employment
history as shown.




e WD

button allows
you to add
additional
information to
your profile. In
“My Education
History” clicking

the

allows you to
expand on your
education
history as
shown.

g

My Education History:

My Education History

‘ BACK ';FORWARD ") HELP ﬁ HOME % EXIT

ECcQ

Please list all levels of education beginning with High School or GED (Omit start date of High School or GED only). You must fill out this section completely. You
will be allowed to upload a resume with this profile. however it cannot be used to replace this section.

Certification Status

| 5l S | el

t-1oft

Education Details

Additional Info

School Name :
* Type:
City

State; Country :

Degree/Diploma Details
Certification :

* Gtatus :

| Major : | |

| @ Minor :| |

Description :

Datzils @




My Qualifications:

‘ BACK L\ FORWARD ':) HELF ﬂ HOME % EXIT

My Qualifications Ech
The Qualifications section allows you to add any certification. professional organization, licenses, or any additional information that does not fit into the work or
education history. You will be allowed to upload a resume with this profile. however it cannot be used to replace this section.

1 | i |
ghAdd T-t1ofi

Quyalification Details Validity {e.g. for Licenses, Certifications, etc.}

e —
Expires : l:l ﬁ

* Qualification :

Description :

Acquired via :

SHill

Years of Experienca : l:l
Adflitional Info {(Where is it valid or recognized, etc.)

Datsils ¢

Again, the ‘ button allows you to add additional information
to your profile.




My References:

My References

4 BACK

T
Lz

FORWARD

") HELP

‘ HOME

% EXIT

@ACA

Reference Name

A

vailable to Contact

State, Country :

Zip Code :

Additional Info

Detsils 5

dhAdd 0-Gofd
4
dress Phone
Company : Fhane # :
Address 1 : Phone Extn :
Address 2 : Alt. Phone # :
City : Alt. Phone Extn :

Fax # 1

E-maii 2

|

Clicking the ‘ button allows you to add additional References

to your profile.

Once complete click Save then Home. Your next screen is

“My Attachments”.




My Attachments:

4 BACK D FORWARD '.) HELP ‘ HOME % EXIT

My Artachments E &

Use this screen to attach any supplemental information such as: Resume, Cover Letter Letters of Recommendation, References, and any other
supplemental documentation required for the recruitment.

Attachments are required in a Text, Microsoft Word or PDF format.

Attachment Details

/| Comments Revised Attachment File Name

dhAdd 0 -00of0

Click the ‘ button allows you to add a resume, cover letter, or other required documents. Once
opened, click on the file icon to access your electronic documents.

‘ BACK rl}'FORWARD 'p HELF ‘ HOME % EXIT

My Attachments Fe WG HE |

Use this screen to attach any supplemental informatio\such as: Resume, Cover Letter, Letters of Recommendation, References,; and any other
supplemental documentation required for the recruitmen

Attachments are required in a Text, Microsoft Word or PDRN{ormat.

Attachment Details

Added Location /| Comments

1-10f1

Once complete click Save then Home. Your next screen is
“EEO/AA Information”.




EEO/AA Information

4 BACK :/ FORWARD '; HELP ﬁ\ HOME % EXIT

EEO/AA Information o MGE |
THIS PAGE MAY BE COMPLETED BY THE APPLICANT ON A VOLUNTARY BASIS. THE INFORMATION PROVIDED WILL MOT BE USED FOR MAKING AMY
EMPLOYMENT DECISION AND KEPT CONFIDENTIAL IN ACCORDANCE WITH APPLICABLE LAWS AND REGULATIONS.

The City of West Des Moines is an EEO/AA Employer. We will consider all applicants for positions without regard to race, creed, religion, color, sex, gender identity,
age, national origin. or disability. We comply with all applicable laws governing employment practices and do not discriminate based on any unlawful criteria

In an effort to comply with requirements regarding government reporting and to monitor our Affirmative Action Program we request that you complete this page. Your
cooperation in providing the data is appreciated.

Voluntary Equal Employment Opportunity/Affirmative Action Data

Gender : P
Ethnicity 4 vl

Date of Birth : | E

Equal Opportunity Employment Information...
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¢ HELP
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Candidate Self Service

My Personal Information

My Address and Phone Number Pricrity
My Work History i
My Education Histoery

My Qualifications }» CLICK HERE TO VIEW ALL OPEN POSTINGS & APPLY \

My References =

Intern Undergraduate 1TS

My Attachments

EEO/AA Information
My Candidare Profile (Read Only - Overview) My Assessments

Maintain My Profile Status
Change My Candidate Password

On or After Status

ij My Application History - What

> CLICK HERE TO VIEW ALL MY ASSESSMENTS

Recently Applied Far Applisd On

> CLICK HERE TO VIEW ALL MY APPLICATIONS

[
|
—

% %k %k ok k k k kK
Once you have completed your Candidate
Profile, please refer to “How to Apply”

instructions to apply for a position!
L. 8. 0. 0.0 006 8.8 9




