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Instructions for the Returning User of How to Apply for 

State of Ohio Government Jobs 
 
*Important Notes for Applicants:   

 When applying online, each applicant must have their own, unique email 
account.  Many Web sites such as, mail.yahoo.com, mail.AOL.com and 
mail.google.com allow you to establish free email accounts. 
 

 If you forget your username or password, an email will be sent to the email 
address listed in your profile allowing you to retrieve your username or reset your 
password. 
 

  If you acquire a different email address, make sure you change it in your profile 
or you will not be able to receive your forgot username/password emails. 

 

 In order to work for the State of Ohio, you must be a U.S. citizen or a legal 
resident of this country.  Those in the U.S. on student visas can be considered 
for temporary, interim or intermittent positions.  

 

 
1. Go to careers.Ohio.gov 

 
2. Click on “My Profile” 

 

            
 

3. Enter your username and password and click the “Login” button 
 

http://mail.yahoo.com/
http://mail.aol.com/
http://mail.google.com/
http://careers.ohio.gov/
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4. Click on Search for State of Ohio Government Jobs 
 

              
 

5. Select your Search Criteria by clicking the checkbox next to the Category, 
Location OR Agency of your choice.  Limit your selections to just one of the 
Search Criteria boxes.  Selections made within the search criteria will appear 
under each search box.  The number next to each criterion indicates the number 
of postings that fall within that particular search criterion.   
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6. Make your Search Criteria selection(s) and click Apply Search.  You may also 
enter keywords to further narrow your search.  You do not need to enter 
information in the “My Minimum Desired Annual Salary” box.  (NOTE: To search 
for all postings, click Apply Search without making any selections or “Select All” 
in any of the search criteria boxes {i.e. category, location or agency}.) 

 
            

             
 

7. Click on the job or civil service examination title of interest.  (NOTE: If your 
search did not bring the results you were seeking, click Return to Search 
Criteria and try again.  Make sure you click Clear Search to erase your previous 
selections.) 
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8. Review the job/examination posting closely, noting Closing Date/Time, duties, 
minimum qualifications, other requirements and any additional information.   
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9. Make sure you review the supplemental questions tab.  You will have an 
opportunity to respond to these later in the application process.  It may be helpful 
to prepare your responses to these questions in advance to make the application 
process easier.  (NOTE: Some postings may not include supplemental 
questions.)   
 

         
 
10. If you meet or exceed the required qualifications listed on the posting and would 

like to apply for the position/examination, click Apply to begin the application 
process for the position/examination.  
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11. You will be taken directly to the Agency-wide Questions section of the 
application.  NOTE: If you’ve created more than one application, you will be 
asked to choose which application you would like to use to apply for this position, 
before you are taken to the Agency-wide Questions.  NOTE: If you are taken to 
your Main Menu instead of the Agency-wide questions, there is a problem with 
your Internet Explorer browser settings.  Click on the link below for instructions 
on how to change the browser settings for Internet Explorer.   

 
            Instructions to change Internet Explorer browser settings 
 

             
 

12. Read the instructions and answer the Agency-wide Questions.  You MUST 
answer questions marked with (*), type N/A if no answer applies.  The EEO and 
demographic questions are voluntary.  If you need more than 30 minutes, make 
sure you click Save Work in Progress to save your work.  After completing the 
questions, click Save Work in Progress to save your answers and return to your 
application at a later time, or Save & Proceed to continue applying for the 
position.  NOTE: Click the “Populate” button to populate the answers you entered 
for the last position for which you applied and edit as necessary.  This will only be 
an option if you’ve previously used this application to apply for a posting. 

 

 
 

 
 
 

http://www.careers.ohio.gov/Portals/0/pdfs/Internet%20Explorer%20Browser%20Settings.pdf
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13. Read the instructions and answer the Supplemental Questions, if applicable.  
Questions marked with (*) require an answer.  After completing the questions, 
click Save Work in Progress to save your answers and return to your 
application at a later time, or Save & Proceed to continue applying for the 
position. 

 

           
 

14. You will see your entire, completed application.  Review the information for typos 
and the current attachments; make any necessary edits.  When you are satisfied 
with your application and ready to submit it, click Confirm Application at the 
bottom of the page.  (NOTE:  This is your last chance to make any edits to your 
application before the process is completed.  Any attachments you don’t want 
forwarded with your application will need to be deleted now.  If you want to 
forward the attachment(s) with a future application, you will need to upload them 
again.) 

 

             
 

15. Read the statement that follows and click Accept if you understand and agree 
with the statement. 
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16. A confirmation will appear thanking you for applying and verifying that your 
application has been received.  You will also receive an email confirmation.  To 
print your application, select: Click here for a printable version of the 
application you just submitted. 

 

           
 

17. To apply for another position or examination, follow steps 4-9 to search for the 
position/examination and begin the application process again.   

 
18. You will be taken directly to the Agency-wide Questions.  Follow steps 10-15 to 

finish applying for the position.   

 
19. Remember to Logout when you are finished with your account. 

 

 


