BS&A Online: Applicant Profile/Online Application

To apply for jobs with the City of Alexandria, an applicant must use our online application system. We do
not accept hard copy paper resumes or resumes submitted via email or fax. Public access computers are
available at all County Libraries. Appended below are instructions on how to apply online.

Before starting your application, please review the application packet requirements on the job
announcement to determine what documents need to be included with your application. You must
submit/upload a completed application packet in order to be considered for the position.

NOTE: ALL POSITIONS REQUIRE ADDITIONAL DOCUMENTS SUCH AS AN APPLICATION (AT MINIMUM) OR
COVER LETTER AND RESUME. SOME POSITIONS REQUIRE VERIFICATION OF LICENSES/CERTIFICATES AND
SUPPLEMENTAL DOCUMENTS/QUESTIONNAIRE. ALL DOCUMENTS MUST BE SUBMITTED ONLINE. IF
TRANSCRIPTS ARE REQUESTED, THESE CAN EITHER BE OFFICIAL OR UNOFFICIAL TRANSCRIPTS.

If this is the first time you are applying using our online job application (through BS&A Online), you will
need to create an account and select a Username and Password.
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If you have previously created an account through BS&A Online (or through our previous portal, Intemet Services), please enter your user name and password.
Inveice Approvals Please note that passwords are case-sensitive.
EMPLOYMENT OPPORTUNITIES N
W User Name: ||
All Employment Opportunities & Paseand
(ool 7 Password:

Search for Employment [ Keep me signed in.

Opportunities {Clear this check box if you're on a shared computer.)
MUNICIPALITIES Signin
Select a Municipality
Sign In Help
Forgot your User Name/Password? Click here for help.

Sign In Please note: These credentials grant access to the municipal searches on BS&A Online. As an additional convenience, BS&A and participating municipalities have provided a link to an online payment processor.

Register These processars pravide services independent from BS&A and may require additional credentials.
Why Register?
' Reg

Remote Assistance

Create a New Account

Yes, | would like to create a new BS&A Online account. Click Here to create an account.

STEP 1: Create an Account

Click on "Click Here to create an account". Your user name should be your email address. Your password
should either be your last name and last four digits of your SSN (all lowercase, no spaces), or one you
created yourself. It is very important to keep your username and password in order to apply for other
positions and to edit or add to your resume.

For the purpose of applying for jobs, our application system requires a unique email address for each user
- do not use another person's email account. If you do not have an email address, there are websites you
can go to, e.g. Yahoo, Google and Hotmail, where you can sign up for a free email account.
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Check the box below to verify you are 3 human. This security feature helps prevent automated programs from registering for accounts.

associated with your BS&A account.
o

I'm not a robot
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Thank you myemailaddress, your account has been activated and you may now log into the site.

Click here to use your User Name and Password to log_in.

ew BS&A Online account
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STEP 2: Create an Applicant Profile

Click the button below to confirm and activate your new account.

Activate Account
Employment Services

Required fields are marked with &

@ Personal Information

1 First Name:
Middle Initial
£ Last Name:
W Email:
1 Street Address:
& City:

o State: -

¥ Zip Code

v *These sections are optional*

License State: -

—_— This information will be captured in the

_;mlhgm‘u required application related to the
() 1 will submit to a drug screen.
sl il / position, which will be uploaded in the

next step.

License Number:

@ Relocation Preferences

Employment History
@ Military Experience

@ Personal History

Save



STEP 3: Upload Documents

The Documents and Attachments Tab is where you will attach and upload all of your attachments.

Pesition Summary

| Performs rink resurfacing. maigftenance, physical effort and custodial tasks at the Runestone Community Center (ROC), Werk schedules are part-time and primarily evenings and weelends.

Contact Information
This i5 the contact information fee have on file. Click bere 1o update it
e myef
smaiaddressemad.com

123here
Aleandia, MN 34308

Select a Resume:

| Select 3 resume from the dropdown above fo vew, edil, or delede iL

- Douments & Attachrments

& Asinched: Paliok OHRCET APREStoN «
RECUIRED-. pdf
Ectension: paf

Type: Uphoaded File
e

NOTE: DO NOT MAIL OR BRING COPIES OF YOUR APPLICATION, RESUME, TRANSCRIPTS, LETTERS OF
RECOMMENDATION OR ADDITIONAL SUPPORT DOCUMENTS UNLESS REQUESTED.

Upload Documents & Attachments

Select Document Type \

Select a way to attach this document: | Upload a File - |

| Continue

Upload Documents & Aftathments

Select... drop files here to upload

| Back

Save Resume



Editing Resume: test application

Edit your resume below, then click Save to save your changes.

Fesume Mame

This will MOT be sent in with your applications. It's simply a way -

W Mame: |test application l

*These sections are optional*

(+ Education Histor T’/, This information will be captured in the
ucation History required application related to the

Add, Edit, or Delete your Education History below. position, which are uploaded using the
Documents & Attachments Tab.

+ Work Expeniences

Add, Edit, or Delete your W i weCheck the bas

+ Skills

Add, Edit, or Delete youg

+ References

Add, Edit, or Delete yo ferences below, Check the boxes nex

+ Certifications

Add, Edit, or Delete your Certifications below. Check the boxes n

|- Documents & Attachments

Add, Edit, or Delete your Documents & Attachments below. Chel

*This section is required*

STEP 4: Acknowledgments & Submit

Click on Apply Now.

Read any Acknowledgments and Questions. You must check applicable the boxes: i.e. “Yes”, "OK”, "I
Agree", then click on "Apply Now".

Thank you for your interest in employment opportunities with the City of Alexandria. If you have any
questions about this online application or have problems, please contact the Human Resources Department
at (320) 759-3647.



