How to apply on-line for a City of Philadelphia Exam

1 | Go to www.phila.gov/personnel

2 | Find “Job Opportunities”, on the right hand side of your screen and click on any of the
Following links “Open-Competitive », Concurrent », Promotional », Department-Only »”

3 | Click on the “title, exam #” link of the exam you are interested in applying for.

4 | Review the job requirements and click on the “Apply” button if you believe you meet the requirements. You will
be taken to governmentjobs.com to create an account.

5 | Follow the on-screen prompts to register and record your username and password.

You will need this information to access your on-line job account and to apply for future City of Philadelphia jobs on-line
when they become available.

Note: If you have already created a user account, login using your previously created username and password.

6 | Follow the on-screen prompts to complete and submit your application.

If you provided an email address, you will receive confirmation via email. If you did not provide an email address, you can log
back into your account at www.governmentjobs.com to check the receipt status of your application.

FAQ'S (Frequently Asked Questions)

Can | submit a paper application?

For some exams only an on-line application will be accepted. If the announcement indicates that only an on-line applica-
tion will be accepted your paper application will be returned to you and you will be instructed to apply on line. Please
check each exam announcement for specifics and make sure you are submitting your application in the correct format.
Not doing so, may cause you to miss an examination deadline.

What if | don’t have internet access or a computer?

Computers are available at the Employment Application Center as well your local Philadelphia Free Library branch. The
Employment Application Center is open from Monday through Friday, 12:00 PM (Noon) to 4:00 PM and is located on the
Concourse Level of the Municipal Services Building, 1401 J. F. K. Boulevard in Center City Philadelphia.

Will it expedite the application process if | apply in person?

No. The application process is the same whether you apply online in our application center or from an off site computer.
Your application must first be screened to determine whether the minimum requirements are met before it can be
accepted.

Is a separate application required for each position in which | am interested?

Yes. A separate, complete online application is required for each position. Once your initial application is created, the
information will duplicate into subsequent applications. You may update and revise information as necessary prior to
submission.

How do | access the log in screen to check my application status or to apply for another City of Philadelphia job?

To check the status of your application go to www.governmentjobs.com, then select "Career Seekers", to access the
log in screen.

To apply for another City of Philadelphia job follow steps 1-6 above using your previously created username and
password.



