
Registering On-line with 
Montana Job Service





Terms and 
Conditions

Read the terms 
and conditions of 
use and click on 
your acceptance 
or decline of the 
terms.



Create Your Username and Password

Use a
combination
of letters and
numbers in both
user name and
password.

Passwords
should
be at least 8
characters in
length.



Contact
Information

Complete all areas.

This information
allows us to contact
you for job referrals.  

If you have an email
address, please
indicate it as this is
the preferred way of
contacting you.  

You may get a free 
e-mail account through
a variety of Internet
Providers.



The objective statement would
be the same as you would put
on a resume.  An example is
listed at the right.

The information in the other
fields is important for getting
more referrals to jobs you are
matched with.

When completing these fields,
having the least amount of
restrictions (such as willing to
work all shifts, weekends, full
time, part-time, lower wage,
etc… will gain you more job
referrals.

A position as a Support Specialist allowing me 
to use my skills in the fields of computer 
science and management information 
systems.

Availability 
Information



Employment
History

• Enter at least one 
work history with 
Employer Name, Job 
Title and Employment 
Dates.

• Select the Job 
Category by clicking 
the link provided.

• In the job description 
section, put your 
previous job tasks.



Desired Employment

Let us know what types of 
work you are interested in.
Choose from a drop down list
of titles and subtitles.

For each chosen field, enter
the number of months of
experience that you have in
that occupation. If you do not
have any prior experience,
leave this field blank.

Note : The maximum number
of months that can be
entered is 99.



Education

Enter any degrees you have
received:
• Associates 
• Bachelors 
• GED 
• High School Diploma 
• Masters 
• Doctorate 
• Juris Doctorate 
• PHD 

• Note: If you currently attend 
school and have not yet 
received a degree, enter 
what degree you are 
working on and leave the 
completion date blank. 



Alternate/Additional
Education History

Enter the Name of the school
attended. This can include the
name of a company where
you received training, etc…

Description may be the
name of a degree,
certification, license, training
course, etc. or describe
courses you have taken. 

Completion Date
Input the date in mm/yyyy
format. This cannot be a
future date.



Licenses &
Certifications

If you have received
any type of certificate
or license such as
CPR, CNA, Real
Estate License, etc…
enter it here.



Accomplishments

Enter Accomplishments that
may not have been
Mentioned elsewhere in
Your registration that would
help you qualify for
Positions.

Examples may be: 
– volunteer work
– Special awards not 

previously listed



Skills

• Pick up to 60 skills that you 
are experienced in

• Choose which skills  you 
have training or experience 
in and would like to utilize in 
your employment. Check to 
box beside them.

• Do not choose a skill if you 
are not interested in doing 
that type of job, i.e., child 
care.  You may have this 
skill, but don’t want to do 
childcare related 
employment.



Veteran’s Information

• This information is necessary to 
receive Veteran’s preference on 
referrals to jobs and enhanced 
services through Montana Job 
Service.  

• If you are a Veteran or prior 
Military Veteran, you will be 
notified of jobs before non-
veterans.

• Please note that Veterans may be 
contacted by a Veteran’s 
Employment Representative and 
may need to provide a copy of 
their DD-214 discharge document.



Congratulations -You’re Done!!
Click the Home button to begin using your new 

Montana Job Service Registration.


