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Start your registration as a
new Job Seeker and create
a User Name and Password
for yourself on our secure
website.
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The next page gives you N
information on what is available

on this website as well as the
policies employers must adhere

to. Review the information and if
you agree, click the “l Accept”
button at the bottom of the page
to continue.
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Enter your information (the
ftems with a red asterisk
are required) and click on
the “NEXT” button to
continue your registration.
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may not be able to effectively infarm you of job opportunities. If you do not have any Employment or
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You will need to create a User Name
and Password (no more than 11
numbers and/or letters). After
signing up with a User Name and
Password, it is vital that you finish
the registration process by
completing the Registration
Wizard including Seeker Info,
Employment, Education, Skills
and Vet./Misc. sections. Without
this information, Job Service cannot
match you to desired jobs, employers
cannot find and view your
information, and your registration will
NOT be complete. Again, all fields
with a red asterisk are required. Be
sure to click the NEXT button at the
bottom if each section after you
enter your information.
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After you complete the
Registration Wizard, you can
verify your information and if
you need to edit anything, you
need to click on the EDIT
INFORMATION link for

that particular section.
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| EMPLOYMENT RECORD. If

To enter a new employment
record (work history) click on
the button for NEW

you have multiple work
histories, you will click on this
button each time to enter your
next work history.

DESIRED EMPLOYMENT is
where you list what type of
work you are looking for.
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Enter your work history information

(items with a red asterisk are
required). The Job Title is what the

employer called your position. \
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Desired Employment
Oecupatiznal Catagary
Accourking, and Audiing Cherks 005

ammars

Year Lost Months
Worked  Fxperience OPHOnS
2 52 265

On the section where you list your
DESIRED EMPLOYMENT, you will
need to click on the Select Job
Category, and it will bring up a list
of categories. If you click on the
category, it will bring up additional
options. Be sure to click the SAVE
button.
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: L et ]
MODIFY SKILLS, you will get a . . : "
list of skills and tools. You may
select up to 30 skills/tools that
apply to you. Be sure to click the
SAVE button.
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Once you finish your registration, you
can click on the link to perform a
“Job Search”.

There are many options to choose
from to view job listings and find out
how to apply for jobs you are
qualified for.

If you know the Job Order Number
you are interested, you may enter it
here and click the Search button.

On the REFERRALS tab, you can
look to see the job listings you |
either referred yourself to, or the
Job Service office referred you to.
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GENERAL OFFICE CLERK

Miail Saop

EFICH CLEE { ACCOUNTING
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Employer Mame Jub Listed  Salary
ASPOCIATED MANAGEMENT SE8& INC 100

SIHERION L5005 $9.00 Hourly
KING TRANSFER & STORAGH ILEO0E  $12.00 Houry
HRE.C. BISTRIET VI 111872008
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Burect Care Staff for fAss)
BILLINGS, YELLOWSTONE, MT, 10z
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BILLINGS, YELLOWSTONE, MT, 59105
Miew Requree "
PROCUCT DEMONSTRATORS
editoeafile

BILLINGS, YELLOWSTONE, MT, 591

SEASONAL FACTORY WORKERS
£8.00 Hourly. BILLINGS, YELLOWSTONE, MT,

ADYVERTING SALES REPRESENTATIVE 121712005
BILLINGS, YELLOWSTONE, MT, 59102
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If you click on the VIEW RESUME
link, you will see your information
in a resume format. If you
selected the option for employers’
to view your information, this
shows you what they will see if
they are performing a search for
qualified applicants for an
opening. You may also print a
copy of your resume if you need
to have one.

Happy Job Hunting!!




