
Tips and Tricks for a Successful 
Application



Suggestion for completing applications

Frequently asked questions

Common errors made by applicants



IDOC Internal or External Website 
www.idoc.idaho.gov

Interested in certain positions?

Automatic email notification visit 
https://www2.labor.idaho.gov/dhr/ats/statejobs
/JobNotifications.aspx

IDOC email notification for all positions to include 
laterals and transfers

http://www.idoc.idaho.gov/
https://www2.labor.idaho.gov/dhr/ats/statejobs/JobNotifications.aspx
https://www2.labor.idaho.gov/dhr/ats/statejobs/JobNotifications.aspx


Position Overview
Job Responsibilities 
Minimum Qualifications
Specialty Qualifications
Desirable Qualifications
Exam Details 
How to Apply
Preview Exam

Presenter
Presentation Notes
Position overview -  Where the position will be located specifically and the general nature of the position
Desirable Qualifications – Experience or education that is not required but may identify you as a top candidate
Exam details -  What score you must receive to pass “Typically gained by….” statement after each question
Exam preview – Click to view the exam or just click on the exam to start




Update general information to include 

agencies, cities, shifts

Select apply online

Black check marks indicate when a section has been 

successfully completed

Unless there is an oral exam you will want to 

complete each section to be considered

Separate applications by location

Presenter
Presentation Notes
If you do not indicate the correct agencies, cities or shifts you may preclude yourself from appearing on a hiring list.
Location – Pay attention to location that the announcement is for.  You must reapply under each announcement for which you are interested in a location.  
 If Regional announcement such as Corporal ,Sergeant and DARS – Do not apply for jobs in the cities that you are not interested and willing to interview in. If there is not a current opening – do not miss an opportunity to apply for the next opening that may occur within the next 6 months in the same city or area. (CPRL & Sgt Regional exam example).



LXR – Multiple choice exam that is auto-
graded

TRAEX – Exams graded by a subject matter 
expert, typically paragraph responses but can 
include true/false and multiple choice

Oral Exam – Situational questions used to 
identify how you react in a situation

Presenter
Presentation Notes
LXR – Used on Correctional Officer exams
TRAEX – Most commonly used 
Oral Exam – Corporal and Sergeant positions



Read the entire exam instructions

Minimum requirement questions

Specialty questions

Extra Credit questions

Set expectations for responses 

Presenter
Presentation Notes
Instructions – Identify which questions you must meet the minimums on in order to qualify for the position and which are extra credit and are not required – Any experience or certifications will or may increase your score.

Expectations for responses – identifies what information should be included in each response – “Typically gained by”….statement identifies the minimum, may say list of course work, training, certifications and experience above this will increase your score.
 



Relevant and concise information
Required Information for Responses

Education
Include course number and title, brief synopsis of class, 
credits received

Internship
Location, responsibilities/tasks and number of hours 
completed

Training 
Title, brief explanation and number of hours

Experience
Dates of employment , employer, position title, 
responsibilities

Presenter
Presentation Notes
Relevant and concise information – Do not make the SME sift through information to find what really applies (boxing – you don’t want to leave it to the judges).  If you are unsure if it may increase your score then include it but be mindful of what you are including.



Typically gained by statement

Minimum qualifications to qualify for question

Respond in the same format

Hours vs. Dates

Separate out education, training and 
experience

Presenter
Presentation Notes
Typically gained by statement provides the minimums to meet on the question.  Make sure that you address each section of the typically gained by statement
 If they state experience using hours respond using hours, that is how they will equate which score to give you
 Separating the information makes it easier for SME’s to locate it and identify a score



Don’t assume that the person reviewing your 
exam knows anything about you

Be detailed in your response as to how your 
experience is related to the qualification and or topic 
that each question is asking for
Do  not put a SME in a position to make assumptions

Not Recommended in responses
Copy and paste your resume for each response
Provide the same response for each question



Do I need to complete a resume question if I 
filled out my work history under general 
information?

Yes. If a resume question is attached then a resume is 
required.

The work history includes all positions and 
does not require much detail
The resume question should include relevant 
work history and detail job responsibilities, 
education and training

Presenter
Presentation Notes
Resume should support the information that was provided in your responses.  It does not need to verbatim but if you are referencing 3 years work experience in an area in your response then your resume should support that.  

Microsoft Word templates are a great resource
Chronological resumes work best for scoring purposes






Exams are scored by subject matter experts 

Questions can be worth a higher percentage 
than others based on importance

Passing with a score below 70

Extra credit questions

HR reviews a portion of the exams for quality 
assurance

Presenter
Presentation Notes
- They determine, based on your experience, education and training where you meet for scores zero, 70, 85 or 100
 A total of 100 and have to identify a portion for extra credit so it can result in a passing score below 70
 HR reviews for consistency in scoring and to identify any issues with the system



Scoring does not begin until 24 hours after 

announcement has closed

Time factors

# of exams to score

# of SME

Typically 2 weeks is sufficient

Presenter
Presentation Notes
- Exceptions to scoring are announcements that are “open until further notice” and if there is a Second exam such as Sergeant and Corporal Oral and Policy Exams to follow passing the written LXR. 



Placement on hiring list

# ranking

Eligible for consideration

Areas identified for improvement

Not sufficient information

Increased score with additional education or 

experience



Top 25 on hiring list to be eligible for 
consideration

Selected for interview based on hiring list, 
performance documentation, supervisor 
feedback

If not scheduled for interview request feedback 
from Human Resources / Hiring Manager



Research the position
Questions are typically behavioral or 
situational

Behavioral questions use past responses as future 
indicators “Tell me about a time when…”

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

Presenter
Presentation Notes
Even if the position is promotional, do not assume that you know everything about it.  
	- Job description on DHR 
	- Discuss with the hiring manager
	- Discuss with someone who holds that classification
Think about past situations that you have dealt with which demonstrate the qualities or experience necessary for the position you are interviewing for.




Respond as if you hold the position for which 
you are interviewing

Request feedback from Human 
Resources/Hiring Manager

Presenter
Presentation Notes
 Do not respond as you would in the position that you currently hold, the intent of the questions are do you possess the competencies to move to the next level
 If you are not offered the position ask the interview panel for feedback, any suggestions on how to improve for future opportunities



	How to apply for a job with IDOC
	Overview
	How do I find out about job opportunities?
	What information is included on the announcement?
	How do I begin the application process?
	What types of exams are used?
	Exam Instructions
	What information should I include in my response?
	How should I structure my response?
	How should I structure my response? Cont’d
	General Work History vs. Resume
	Slide Number 12
	How are exams scored?
	How long until I receive my score?
	What information can you provide me?
	Considered for Position
	Interviews
	Interviews Cont’d

