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Topics

How to prepare
The new applicant tracking system

Tips for completing the exam

Exam scoring

Interview preparation and tips




Review minimum
qualifications

Talk to hiring
managers

Check out the
careers page for
resources

Sign up for job
notifications

Training
Opportunities

* Do you meet?
¢ What do you need to qualify?

e What skills and experience would the ideal
candidate have?

* Display those skills each day.

* Tips on interviewing
* Fine tuning your exam

» Use your personal email address

* Leadership series
¢ Instructor development
¢ Position specific

What
positions
are you
inferested
in?




= Menu >

State of Idaho

tpsi//www.govermmentjobs.com/

Q Search

Job Title +

Adjudication Legal
Associate

Administrative Assistant 1-
McCall

Administrative Assistant 1-
Rehabilitation

Administrative Asslstant 1-
The Advising Center

Administrative Assistant 1,
Idaho State University ail
campus locations

Administrative Assistant 2

Job Type

Full Time

Full Time

Full Time

Full Time

Full Time

Full Time

Salary

$31,200.00
Annually

$14.61-
$15.25
Hourly

$14.00
Hourly

$26,582.40 -
$30,388.80
Annually

$13.70 Hourly

$16.00
Hourly

JOB OPPORTUNITIES

Closing

07/2119

o7/19119

o7ran9

0712119

08/3119

07/2119

Posted

07/03/19

06/28/19

06/28/19

06/25/19

0513119

07/03/19

204 jobs found sort ~
Category Department  Location
Clerical & Data Entry/  Idaho Boise, ID
Legal Industrial

Commission

Administration / Department  McCall, ID
Administrative of Lands
Assistant / Clerical &
Data Entry / Customer
service
office and Idaho Twin Falls, ID
Administrative Industrial
Support Commission
Administrative Lewis-Clark  Lewiston, ID
Assistant State College
Administrative Idaho State  Multiple
Assistant / Higher University Locations, ID
Education
Administration / BoiseState  Boise, ID
Administrative University

Assistant / Higher

Y Filter ~

Job Number

6098, 6011

02189

6382

02179

01878

1904932

3] signin

powered by
NEOGOVH

NEOGOV

- New applicant
tracking system

- Differences and
similarities
- Methods to locate
postings
- Email
- Website

- Careers/Current
Openings




Sign in to apply Create an account

Al fields are required

f— New User

Password

I
Forgot Username? | Reset Password . New to the system?

or sign in with

= Create an account

/& Linkedin Sign In has been disabled.

To access your account, choose the Reset Password link
above and enter your Linkedin login email address on

= Uploading your resumes
= Pros and cons

Import Your Résumé = Getfting and error message

Save time by importing your information into our system automatically

S
+

Upload from Computer

Supported file types: .pdf, .doc, .docx, .txt

To manually fill In your Iinformation, you can Skip this step




@ work

M Education
«++ Additional
® References
& Attachments
@ Questions
& Review

Certify

General Information

Fields marked with an asterisk (%) are required

Contact Information

Creating your
Profile

™ Please fix the errors in the following section.

Name

Address

Phone

Emall
shonafelt@hotmail.com

Notification Preference
Email

= The areas that must be
completed are identified
with an asterisk

Edit #

= Entering information into
this portion does not
qualify for the exam.

Personal Information

™ Please fix the errors in the following section

Have proof of your legal right to work In the US?

What Is your highest level of education?
No level specified

Edit #

L
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Probation & Parole Officer, Senior - Pocatello The

salary © $20.00 Hourly Location(®)  Pocatello, ID A n n o U n C e m e nI!.

Job Type Full Time Department Department of Correction

Job Number 02335 & Ex q m

Closing 7/23/2019 11:59 PM Mountain

¥

DESCRIPTION BENEFITS QUESTIONS

Description

IDAHO /|
DEPARTMENT QF =
CORRECTION " {

.

Y

The Misslon of the Idaho Department of Correction Is to protect the public, our staff, and those within our
custody and supervision through safety, accountabllity, partnerships and providing opportunities for offender
change

Probation and Parole Officer, Seniors employ a balance of principles related to counseling, case management, and
law enforcement to ensure the safety of our communities and offenders who are on adult felony probation and
parole. Trained in the principles of evidence-based practices, Probation and Parole Officers build rapport with
offenders and utilize community resources to assist offenders in moving toward long-term behavioral change.

The Idaho Department of Correction has an opening for a Probation & Parole Officer, Senior at District 6 Probation
and Parole in Pocatello, Idaho. This announcement will be used to fill PO, Senior vacancies within the next six (6)
months for the District 6 Probation and Parole Office in Pocatello and surrounding areas. If you wish to be
considered for the current vacancy you must apply under this announcement. Previous scores will not be used.
Hiring lists for full-time or pari-time positions may be created from open competitive, IDOC Department Promotional
and/or Statewide promotional applicants.

Selected candidates must complete Idaho POST Academy and will be required to qualify and carry a firearm. Work
may require daily travel within a geographic area of the state and irregular work schedules including evenings,
weekends, and holidays.

Same information different
look.

Click apply to start your
application.




@ nfo

W Work

BB Education 9
=+ Additional

® References
& Attachments
R Review

Certify

*13

"4

IDOC.PO Please describe how you have gained some knowledge of managing a caseload with
conflicting priorities. Typically gained by at least one year of experience managing a social
service or investigative caseload OR at least 6 college-level credits in social work, psychology or
sociology that covered the basic principles of case management. Case management is defined
as brokering services on behalf of clients and/or conducting extensive investigative research
using a variety modes and contacts to see a case through different stages of process. Be
complete in your responses. Additional education, training and/or experience may increase
score. Providing incomplete, inaccurate or unclear information may result in exam failure. When
referencing education include all relevant course numbers, titles and credits awarded. For
experience, include all relevant position titles, dates of employment {mm/yyyy-mm/yyyy or -pres),
and description of work performed. For trainings, reference hours trained. Your resume must
support your response.

Answer

IDOC.PC - This position requires some knowledge of writing detailed reports. You must
have the level of education or experience described In selection B or C to be considered
for this position. If you have higher levels of education or experience, as described in D
and E, it may increase your score. Select the option that best describes your experience
and/or education regarding writing detailed reports. Be sure to include experience and/or
education relevant to this question In all areas that it applies. * Incident/Information
Reports and Disciplinary Offense Reports are non-qualifying*

No relevant education, training or experience in this area or your experience does not
meet the standards below.

Completion of two college level courses specific to report writing which required the
applicant to write detailed reports; OR completed an internship (at least 150 hours)
related to this task.

At least six months of full-time experience in social services, law enforcement, or
business setting preparing written reports.

One year, full time experience in a social service, law enforcement, or business setting
preparing written reports.

Two years full time experience in social service, law enforcement, or business setting

Ready to Apply

= Read the exam instructions

= |[dentify which questions
are requirements and
which are extra credit

= Review the information
required
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Read the question and the typically

1. Please describe how you have gained some kKnowledge of management practices to include

g a | N ed by STG Te me nT the following essential elements of management:
Make sure yoOu are inC| U dln g the - Planning: determining organizational objectives and deciding how best to achieve them
. . H - Organizing: determining how to use resources, defining responsibilities and authority
IﬂfOrmCITIOh N The same formo’r fOf’ - Leading: influencing and motivating staff, delegating work and resolving conflict
the Opﬂon you meet the MQ 's - Controlling: establishing standards and evaluating performance, taking corrective action and

measuring results

This is typically gained by completion of two three credit or equivalent upper division college-level
course or approximately 40 hours or equivalent of management training that included all the essential
elements of management (Planning, Organizing, Leading, and Controlling - describe each);

OR the State/BSU sponsored Center for Management Development Supervision -1V or IDOC
Leadership 100 or equivalent,

OR six months of experience performing all management elements described above.

For education, include all relevant college course titles, number and credits/hours awarded. For
experience, include all relevant position titles, dates of employment, and a description of work
performed.

Any additional experience or training may increase your score.




Typically Gained by Statement

* Decide which qualifications you meet, how and
address each one.

Respond in the same format

* Education = Credits
* Internships & Training = Hours
* Experience = Dates

Separate education, fraining &
experience

Don’t assume the person reviewing your
application knows you or what you do.




Exam Recommendations

I T

e Copy/Paste your resume for e Contact HR with any exam or
each response scoring questions
» Copy/Paste your job description » Check formatting of your
as your answer responses and all information
e Provide the same response for was included
each question * Include relevant and concise
e Leave any questions blank information

e Ask for feedback




Applications

Human Resource Specialist,
Senior
Sste of idano, Idaho

Applied on 02/27/2019 02:47 PM
Mountain
History,

Selection Complete

#2

Applications & Status

Inbox

Account Settings

Profile

Sign Out

Application History

Human Resource Specialist, Senior

-#3

03/14/2019 12:35 PM
Selection Complete
Pass - 94.00%

02/27/2019 02:47 PM

Application Received




Scores may be
different

It may take 2
weeks or more for
scoring and the
quality assurance

process

/

Exam Scoring

Contact HR if you
have any
questions

regarding your
score




aration

If contacted for an interview

Confirm date, time and location Ask for a contact person

Know the job you applying for

Talk with hiring managers  Read the announcement Ask current incumbents

Questions for the panel




Competencies

Decision Making

Problem Solving

Change Management
Performance Management
Leadership

Time Management

Project Management

Communication

Detail Oriented




What competencies might be
important for...

Correctional Lieutenant

* Decision

* Problem Solving

* Change Management

* Performance Management

Administrative Assistant

» Decision Making
* Problem Solving
* Change Management

* Performance Management :
e Leadership

* Time Management

* Project Management
» Communication

* Detail Oriented

* Leadership

* Time Management

* Project Management
» Communication

* Detail Oriented

What knowledge, skills and experience do you have in these areas?
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Behavioral and Situational

Behavioral guestions use past experience as future
indicators.

“Tell me about a time when...”
Looking for a specific example

Situational questions ask how you would react when
presented with a certain situation

Present yourself as if you are in the position

Follow up with an example about when you did what
they are asking about.




STAR Interview Model

e Provide context and background

Situation

e Describe the problem & challenges
Task 2 £

g e Explain WHAT YOU DID & how
Action s

» State the benefits, savings, rewards,
recognitions, etc

Results




Ask for feedback
regardless of how Growth

you think you did opportunity
in the interview




Recap

Why is it so important to read the exam instructions and
typically gained by statements?

What are some examples of things not to do on your
examse

What does the STAR stand for in the STAR interview
model?




