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Step 1: Application Upload (Optional)Step 1: Application Upload (Optional)Step 1: Application Upload (Optional)   

You can upload a resume or use your LinkedIn profile to pre-populate the employment application.   

IntroductionIntroductionIntroduction   

Thank you for your interest in the City of Arcadia! This User Guide will assist 

you with submitting your employment application online. Please follow the 

instructions below to apply for one of our current openings. For further 

assistance, please contact the Human Resources Office at (626) 574-5405. 

Step 2: Account RegistrationStep 2: Account RegistrationStep 2: Account Registration   

To begin completing your application, you will need to create an account login to use every time 
you login to apply for openings or to check status on your application. 

 Please review your application to ensure that all fields populate correctly.   

 Register with your email address. 

 Passwords must be at least six (6) characters long. 



Step 3: Personal InformationStep 3: Personal InformationStep 3: Personal Information   

In the Personal Information section, please provide your contact information. Fields marked with 

a red asterisk (*) are required.   

 Please note, it is important that the Human Resources Office has your most recent 
information on file. You may login to the careers website at any time to update this 
information. 

Step 4: Additional InformationStep 4: Additional InformationStep 4: Additional Information   

In the Additional Information section, you will be asked to respond to questions using the drop- 
down box.     
 
 Some of your answers may require an explanation. If this is required, please provide an 

explanation in the box provided. 



Step 5: EducationStep 5: EducationStep 5: Education 

The Education section allows you to provide the Human Resources Office with your educational 

information.   

 

Step 6: ExperienceStep 6: ExperienceStep 6: Experience 

The Experience section allows you to list any certifications that you may possess and/or to list any 

equipment operating experience that is relevant to the position that you are applying for. 

 To upload your certificate(s), please refer to step 9. 

Step 7: Employment HistoryStep 7: Employment HistoryStep 7: Employment History 

The Employment History section allows you to provide your work experience.   

 

 To add additional education please click the “add another education” link. 

 To add additional work experience click the “add another work history” link. 



Step 8: Questions (If Applicable)Step 8: Questions (If Applicable)Step 8: Questions (If Applicable) 

Some job openings may require you to answer additional questions to assist staff in evaluating 

your qualifications for the position. If this applies to the position you are applying for, you will find 

the Questions under this section. A response is required.   

Step 9: Resume, Certifications, and Other AttachmentsStep 9: Resume, Certifications, and Other AttachmentsStep 9: Resume, Certifications, and Other Attachments 

In this section you will have the opportunity to upload your resume and/or any other documents 

relevant to the position that you are applying for. Some examples are: a typing certificate, 

license, and/or diploma, etc. 

Step 10: Voluntary Applicant QuestionnaireStep 10: Voluntary Applicant QuestionnaireStep 10: Voluntary Applicant Questionnaire 

The Applicant Questionnaire is voluntary and the information collected will be used to assist 

the Human Resources Office in maintaining the City’s commitment to providing Equal 

Employment Opportunities. 

 To upload additional documents, please click the “add resume & attachments” link. 



Step 11: Certificate of ApplicationStep 11: Certificate of ApplicationStep 11: Certificate of Application 

Please carefully read the Certificate of Application section before signing.   

After reviewing the above, please date and sign the application.   

Before clicking submit, please review your application carefully to ensure that all the information 

is accurate.   

 Once you have reviewed your application and have determined that all the information is    

correct, please click the submit button. 

 Once the Human Resources Office receives your application, you will receive an email      

confirming that the application has been received. Staff will carefully review and consider your 

qualifications for the position. You will be notified via email of your status in the recruitment 

process. As a reminder, you can always access your account by logging into the careers  

website to view your application or update your contact information.   

   

Thank you for your interest in the City of Arcadia!Thank you for your interest in the City of Arcadia!Thank you for your interest in the City of Arcadia! 

Step 12: Application SubmittalStep 12: Application SubmittalStep 12: Application Submittal 

 Enter the date in the exact format shown. 

 Type in your full first and last name in the Candidate eSignature box provided. 


