How to Apply for

vouri YEP

Handout to assist applicants in applying for YEP summer positions

Applying for the summer Youth Employment in Parks positions is done through the Municipality

of Anchorage web site at WWw.muni.org Applying online may be a new process to many of the youth
applicants. This handout is intended to assist you in understanding the online system
and working through the application process to accurately apply for these positions.

There are some things that you may want to prepare for before beginning the process. You will
want to collect any school or work experience together such as dates and addresses. You will
also want to have all of your personal information together such as social security number and
mailing addresses, both current and previous.

Ready?
Let’s do this!
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STE P 1 : Visit muni.org, click on the Government tab, and scroll

down to Job Opportunities
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STEP 2: Click on current job openings
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Residents ePay

Muni.org > Departments > Human Resources > Jobs

Menu ~

Employment Information

The Municipality of Anchorage is an Equal Opportunity and Affirmative Action Employer. We comply with Title 1 of the Americans with Disability Act
and are committed to diversity in the workplace.

Related Links

Job Descriptions

Driving Convictions Guidelines
Benefit Summaries by Union/Group

Job Opportunities
Current Job Openings

.

o TermagesgpEnings

(Current MOA Employees Only)
Union Job Openings
(Referral/Dispatch only)

Fire Department

Police Department

Anchorage Water & Wastewater Utility
EasyPark

Municipal Internships

Labor Organizations
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STEP 3: search for YEP
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STEP 4: ook for the YEP CREW MEMBER

(Public Service Student Aide 1) — Range 3 and click
on the link
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YEP CREW LEADER ( Recreation Specialist Il) - Range 8 / AMEA (4 Vacancies) [EZ3

Anchorage, AK

Seasonal / Full Time - $33,654.40 - $43,035.20 Annually
Category: Recreation / Parks and Recreation / Parks
Department: Parks and Recreation

Open to the general public and any current Municipal employee. These positions are represented by the Anchorage Municipal Employee Association (AMEA) and are subject
to the provisions of the current agreement between the Municipality of Anchorage and the AMEA. DEPARTMENT: Parks and Recreation HOURS OF WORK : Monday throug...

in v B & Posted today | Closes in 1 month

YEP CREW MEMBER (Public Service Student Aide ) - Range 3 / NON (Multiple Vacancies) 3

Jochorage, AK

Temporary / Part 1ime - 22,2702 Annual the
Category: Recreation / Parks and Recreation / Parks
Department: Parks and Recreation

Open to the general public and any current Municipal employee. These are non-represented positions (no union affiliation) and are subject to the provisions of the Personnel
Rules of the Municipality of Anchorage. DEPARTMENT: Parks and Recreation HOURS OF WORK: Monday through Friday; between the hours of 8:45 a.m. to 4:45 p.m. LOCA...

in v 6 & Posted today | Closes in 1 month
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STEP 5: click the apply button
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YEP CREW MEMBER (Public Service Student Aide |) -
Range 3/ NON (Multiple Vacancies)

Salary () $23,878.40 Annually Location (i) Anchorage, AK
Job Type Temporary / Part Time Department  Parks and Recreation
Job Number 2021-07177

Closing 3/13/2022 11:00 PM Alaska

DESCRIPTION BENEFITS QUESTIONS

Job Information
Open to the general public and any current Municipal employee.

These are non-represented positions (no union affiliation) and are subject to the provisions of the Personnel
Rules of the Municipality of Anchorage.

DEPARTMENT: Parks and Recreation
HOURS OF WORK: Monday through Friday; between the hours of 8:45 a.m. to 4:45 p.m.
LOCATION: Municipal Greenhouses, 1600 Lidia Selkregg Lane

These are temporary, part-time (326 hours per week) positions and will begin on approximately May 31,
2022 and end on approximately August 4, 2022,

Example of Duties
Provide youth ages 16 through 19 years with a first time job employment opportunity that includes on the job

B



Step 6: Click on create an account
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YEP CREW MEMBER (Public Service Student Aide |) - Range 3/ NON (Multiple Vac... © Job Details Support

SIGN IN TO APLY Create an account

All fields are required

Username or Email

Password

Forgot Username? | Reset Password

or sign in with



Step 7: Create an account

On this log-in screen you can log in if you have previously used the system or create a new
account. You'll create a log-in name and password so be sure and keep track of those for the
future.

Create a new account Sign In
The password may be
difficult to think of so make
sure it has a number, letter,

|__and special character.

Pt
1)

*Email

in unkedin | ¥ Facebook

You'll create a log-in name and password so be sure and keep track of those for the future
(Hint: write it down). Click CREATE!
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Step 8: Import your resume if you have one.

Anchorage Import Your Résumé

Job Opportunities
http://www.muni.o...

Save time by importing your information into our system automatically

Transfer from LinkedIn Upload from Computer

Skip this step

If you have resume that includes your school and work history, you can upload it here.
Or you can skip this step and input that information manually in the upcoming steps.



Step 9: Enter some general information about yourself.

General Information

AN Tields are reguired unless they are marked {Opliona
Contact Information
Mame
First M Last
Jane Doe

Former Last {Optional

Address
Address Ling 1

1234 Park Rd.

Address Line 2 [Optional}

ciy

Anchorage

Siate

Alaska
Zip Code Courtry (O ptional)

SO501 Select a country

Ehone
Primary

907-555-1234

Afernate (Optional)

Email Address

info@anchorageparkfcundation.org

Primary Ext

Afternate Ext

Personal Information

Click YES if you're a U.S.
citizen or legal permanent
resident.

Do you hawe a Driver's Licgnse? {Optional)

®ves Tng

Drivers License
State (Optionan

Alaska

Date of Birn (Pptional
Month

June

Number [Optional) Chazs (Tptional)

Select

Select Day

Do youfnave proof of your legal right to work in the US?

® vez 7 Ho

Whnat is your highest kevel of education?

Some High School

Save

Fill in all the basic information and click SAVE for each section. Click NEXT when you’re done.



Step 10: Input your work experience.

Work Experience

© Add work experience

CompanyAgency Name ©

City
Swate
Select a state
Zip Code CDlI!'I'J'}'
Select acountry
Fhone Website

Supervisor
¥e! No
Mame Title
Pocition Title HoursWeek
Monthly Salary Employees Supernvised Daties Summal ¥
Start Date
Month Year*
Select Month *  Scolect Year v
End Date
Morth Year*
Fie
Select Month *  Select Year
Reason for Leaving

If you’ve had a job before, fill out this information to describe the position. Remember to SAVE and
click NEXT when you’re done. If you’ve had more than one work experience, do this for each job. If
this will be your first job ever, skip this step.



Step 1 1: Fill in your education experience.

Education

© Add Education

High School -

Mame

Senvice High Schoal

ciy State *
Anchorage Alaska .
Country *
us
Website
Degree
Mo Degree
Start Date
Morth vear
Select Month +  SelectYear 5
End Date
Month Year
Select Month *  ‘Salect Year *

D you graduate?
Yes '@ No

Did you receive a GED?

T ves @ o

What is your highest education level?

M7 Me Mo Mo Wn @12 @ cter

Fill out the education section with your current high school information. Click SAVE and NEXT.



Step 12: Keep hitting next.

You can fill out the Additional Information, References, or Attachment sections if you want to,
but feel free to skip them! When we call you to set up an interview, we’ll ask you to provide
three references then.



Step 13:

Answer the agency questions.

Agency Questions

01

02

‘03

Are you 1 Ty
answered "Yes", piease list Department and Di

nehora
Hon.

It you

Mo

Heve you been previ

Municipality of Anchorage?

vee W o

i you have re

= employed by the Municipality of &
fist name, relationship, and department. {if no rel
iR

chorage, please
plea:

mA

05

*06

My DWI1/DUI
are required to disclose and document any convictions that you
received where you were granted a suspended imposition of
sentence (515), an uncenditional pardon, or any other conviction set
aside by court order.

MA

The answer is YES if you're
a U.S. citizen or legal
permanent resident.




If you don’t know, the
answer is probably NO.

‘08

09

10

1

12

13

Do you have a DO Form 212 that shows an nonczable discharge to
recelve inteniew preference consideration? (DD Form 214 must be
attached to your electronic applicstion 1o receive veteran's preference.|

1es W Ne

Gendsr
L ] Femzle

Malz

Undeclzred

White

Blackiatrican American

Hizpanic/Lating

T Hawaiian/Pacific lslander
@ Amsrican IngiznlAK Naive
-~

Twe or Mors Recss

Wistaran status
@ Mone

Dizzbisd (30% or morg]

Vietnam-zrs [at
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1and SEcurity E-Venty Program. By cacking the
"yE5' DULton, if sefected you will be required to provide your Social
Secufity NUMBbET and & pRoto identification in ordsr for s Mo 1o
WEriTy your empioyment Sligiility.

Mo

14
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18

Almost there!

When wolld you be avaiable 1o start work if you were offered
Emplaymi e Municipality of Anchorage?

did you hear sbowt this job opportunity?

Municipal Website

Municipal Employee

Walk-In

ALEXsys Job Bank

Monster

Ino=ed

Union

TransitTalent.com.

US.Jobs {National Labor Exchangs)

&  oOther Soun

Socizl Security Number

A R

Date of Birth

June 17, 1999

The experience referenced in the below questions must be
in order to be cans :{Eg.
riain field. that exper

=

e 10 filling out the appication in its entirety. Noting "see
"ESUME" OF aNy Smilar CoMMent on any ion of your application may
ead 10 you being disqualified Tor the pesition

L | agree to those 1erms

| do mot agree to those terms



Step 14: Complete the Supplemental Questions

Supplemental Questions

The purpose of this Supplemental Questionnaire is to obtain additional job relaied information in order fo
evaluaie your education, training and experience relatve fo the position you are applhying for.

()1 woragerto be considered, applicants must provide accurate
education and work history information in its entirety. The referenced
information listed on the online application will be used 10 determine
thie applicant’s qualifications toward meeting the minimum
requirements Tor the position. (E.g.. If you Iist that you have & years
experience in a certain field, that experience must be easily
igentifiable on the "Work Experience’ section of your application.)

Attaching a resume is not an efternative to filing out the application in .
s entirety. Noting "see resume” or any simiar comment on any portion 05
of your application may i=ad 10 you Deing disqualified Tor e position

in thie outdoors and

Describe your Dackground, exp:
the environment

. . . 1 like 1o go hiking o the weekends.
Do you understand that in order to be considersd fof this position,

education and work history Information must be

accurate and comp

provided?
T Mo
& veo *(OB  Describe now you nave nelped OMErs and/or Now you have been

AVOIVED IN YOUr CWMN COMMUNRY. THis COUld inCiude wWork with Temily
and friends or any clubs/organizations you belong to.
*()2 W&l you be atiesst 6 and no more than 19 years of age on Juns St

20167 I volunteer at school to tutor the students in the fower meth classes.
L -
™ Mo
*(3  wnicn of the foliowing DEst GesCriDes your Ievel of education? "(J7  Describe one environmental sudject you are interested in.

Mone Water conservation,

Mot in Hign School

®  Curently Enrolled in a High School or SED Program, or the

equivalent
Completed High School Dipioma / GED or equivalent *(08  Asstated on the notice section of this Job Announcement, you must
zubmittnree {3) refer DIME 3E part of e interview process. Do

™ Associate’s Degree you understand that, if selected for inferview, you must hand-carry
- three reference forms 1o the interview, and faiure to do so may

Ezchslor's Degres disqualify you from the position?
71 Masters Degree ®  ves

= No

*(J4 Do you have the 20ility to perform physically semanding work such s
park and trail maint = Of recreation outdoors in ail westher

Condit:ons?

Procead to Ry

Answer all of the supplemental questions and then click PROCEED TO REVIEW.



Step 15: Check for errors.

Proceed to Certify and Submit

Check your application for mistakes. Now is the time to fix them! When you’re done, click PROCEED
TO CERTIFY AND SUBMIT.

Step 16: Submit!

Certify & Submit

acknowledge that you have skipped the following section(s):

By clicking on the "Accepf bution, | hereby cerfify fhat every siaiement | have
isfrue and complete 1o the bestof ny knowiedge. |
undersznd that to answer all questions fully and wuthfully may resultin
my disqualiication for the posifion or Erminaficn of employment upon
discovery. | undersiand the Municipality of Anchorage may contact pricr
ences, andior ofher agenciss o e my application. And
wpresshy request former employers, references, andlor o

it may have perfinentinformation conceming me to furnish such
information io Municipality of Anchorage officials. 1 agree to hobd such
persons harmiess, and | do hereby release them from any and all lizbility for
g such information. This

damage, of any natwre whatsoever, for fis
application is the property of fhe Municipality of Anchorage and will not b=

refummed.

Accept & Submit

Sign with you initials and then click ACCEPT AND SUBMIT.



Application Submitted!
Successfully submitted on 2/05/2016 at 4:51 PM Alaska

You can check the status of this application by visiting "Applications" in the main menu bar.

Thank you for applying for employment wath the Menicipality of Anchorage. We have recenved your application. You wall receie instrichons by
email a5 io the next sisp in the process.
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