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How to Apply to a Posting

Applicant Tutorial

This lesson will guide applicants through the application process. It will include instructions on how to search job postings, create a username and password, create a profile, and attaching documents

Procedure
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	1.  
	Click the Posting Title link.
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Job Description

Job Title: Mail Clerk

Job ID: 10124

Location: Poltechnic (Mesa)
FullPart Time: FullTime

Regular Temporary:  Regular

Emailto Friend | saveob | Apply Now Retum to Previous Page

College Division

Folytechnic Campus

Department Statement/Gen Info

Worklocation: Brickyard on Mil Avenue in Tempe, AZ. ASU offers applicants an opportunityto
voluntarily self disclose information for the University's afiirmative action plan; applicants may
complste an EEO survey for the position(s) to which the applicant is applying at

hitpiwaw. 2033, 35U duiaa_EEO_Sunvey.asp.

Scope of Search

Open to Public

Grant Funded Position

“This i not a grant funded position and is not contingent on future grant funding,

Posted Rate of Pay
520,000

Duties and Responsibilities

Evening supenisor for the Depariment of Mathematics and Statistics Testing Center.
Responsiiliies include: Coordinate wark actities of student staff,interpret testing policies and
procedures and provide related infarmation to students, staff and faculty, assist in providing testing
center securit, distribute and administer tests and check student ID; assistin maintenance of arge
Access database; Sortand process exams through the accountabilty process; Proctor sxams.

ESSENTIAL FUNCTIONS:

Supenviss Testing Center during evening hours. Coordinats the administration oftesting for
mathemaics courses. Coardinate work activies of student staf, assist in maintenance of Access
Database; use computer. Provide test securty. Proctor exams. Interprettest policies and
procedures. Communicate orally and in writing,

DAYS AND SCHEDULE: Monday-Friday 8:00AM-5:00PM
Minimum Qualifications.

No arinr exmerience recuirectPassassion af a ciient Artzona Tune D drivars licansa is remirer inan
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	2.  
	Scroll the object with the mouse wheel.
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Grant Funded Position

“This i not a grant funded position and is not contingent on future grant funding,

Posted Rate of Pay
520,000

Duties and Responsibilities

Evening supenisor for the Depariment of Mathematics and Statistics Testing Center.
Responsiiliies include: Coordinate wark actities of student staff,interpret testing policies and
procedures and provide related infarmation to students, staff and faculty, assist in providing testing
center securit, distribute and administer tests and check student ID; assistin maintenance of arge
Access database; Sortand process exams through the accountabilty process; Proctor sxams.

ESSENTIAL FUNCTIONS:
Supenviss Testing Center during evening hours. Coordinats the administration oftesting for
mathemaics courses. Coardinate work activies of student staf, assist in maintenance of Access
Database; use computer. Provide test securty. Proctor exams. Interprettest policies and
procedures. Communicate orally and in writing,

DAYS AND SCHEDULE: Monday-Friday 8:00AM-5:00PM
Minimum Qualifications.

N priar experience required;Possession of a current Arizona Type D driver’s license is required upon
employment

Desired Qualifications

One year experience intesting administration. Demanstrated experience with database (M5 Access
preferred). Demonstrated experience with spreadshests (M3 Excel preferred). Demonsirated
experience with mainframe database systems (SIi0asis preferred)

Background Check Statement

48U conduets pre-employment screening for all positions which includes a criminal background
check, verification of work history, academic credentials, licenses, and certfcations

Standard Statement

A comprehensive public metropolitan research university enralling more than 60,000 undergraduate,
graduate, and professional students on four campuses, ASU is a federation of unique colleges,
sehools, departments, and research insttutes that comprise close-knit but diverse academic
communities that are international n scope. ASU champions intellectual and culural diversity, and
welcomes students from all fify states and more than one hundred nations across the giobe.

Arizona State University is an Equal OpportunityiAfirmative Action employer.
Instructions to Apply.

Complete short application and attach cover leter, resume, and names, addresses and phane
numbers ofthree professional references. Cover lster, resume, and reference list must be attached
as three separate documents. Application deadiine is 11:5pm Arizona time on the day indicated
Only slectronic applications are accepted for this position. fyou need assistance applying for this job,
please contact our customer senvice center at 430-955-2701

Emailto Friend | Savedob | Apply Now Retum to Previous Page
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	3.  
	Click the Apply Now button.
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Login

ou must login or register in order to continue. fyou have not yet registered, click here to Renister

User Name:

Password:
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	4.  
	Click the click here to Register. link.
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	5.  
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Register

Enter your new user name and password.

Enter Registration Information

“User Name testt 234

“Password

“Confirm Password
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	6.  
	Click the object.
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	7.  
	Click the object.
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Register

Enter your new user name and password.

Enter Registration Information

“User Name testt 234

“Password

“Confirm Password

_Resiser | reum o Previus Pane




 

	Step
	Action

	8.  
	Click the Register button.
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	9.  
	Click the Continue button.
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	10.  
	Click the Open button.
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	or 
Press [Alt+O].

	11.  
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Preferred Method of contact: | Not Specified v,
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“LastName:  [Test

Country: United States v
1234

“Address

Address

Address 3:
“city: Tempe *State: Arizona v

85201

Postal:
County:

[Email Addresses

Primary Email Type: | Personal v

“Email Address: ftest@yanoo.com Rernove

g Another Email Address

Celluar v

Primary Phone Type
“Phone Number: 1234567 Extension: Remove

dd Another Phone Number
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	12.  
	Click the object.

Complete all sections highlighted below
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	13.  
	Click the list.
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	14.  
	Click an entry in the list.
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	15.  
	Click the SubSource list.
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	16.  
	Click an entry in the list.
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	17.  
	Click the Next link.
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	18.  
	Click the Date of Birth object.

Date of Birth is not a required field
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	19.  
	Click the Gender list.

[image: image25.png]Unknown






	20.  
	Click an entry in the list.
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	21.  
	Click the Next link.
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	22.  
	Click the Submit button.
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Submit Online Application

Itis the policy of ASU 1o provide equal opportunity through afirmative action in employment.
Discrimination is prohiited on the basis of race, color, religion, national origin, clzenship, sex,
sexual orientation, gender identiy, age, disabiliy, special disabled veteran, other protected
veteran, or Vistnarn-era veteran status. Any complaint of discrimination may be filsd with the Office
of Equal OpportunityiAfimative Action for investigation and resolution. Any employee may visitwith
the director, or an assistant director, 0 discuss, In confidence, any concern without fear of
jeopardizing job standing within the university. The Office s located in Wilson Hall 122 Mail: PO
Box 872903 Tempe, Arizona 85267-2903 (480) 965-5057, TTY (480) 965-0471

“Gender:

Ethnic Group: | Not Reported v
Notindicated v Effective Date: |12/10/2006 [

Military Statu

i decline to provide my sef identification details.

Terms and Agreemens

1 hereby certiy that il information in my application is true and complete o the best ofmy
knowledge. | understand that Arizona State University may perform a background investigation to
make inquiries regarding my education, work experience, criminal history, and references to
determine my suiabiliy for employment. | authorize Arizona State University o secure any
information necessary o make a decision. | understand that Arizona State University will adhere to
the provisions ofthe Fair Credit Reporting Act, if applicable, and other applicable state and federal
statutes concering the securing of infarmation, handiing, tiization, and release of infarmation
Gbtained in the pre-employment investigation. | agree to abids by all applicable University and
Arizona Board of Regents rules, regulations and policies upon my acceptance of employment with
the University. The overtime policy of Arizona State University for nonexempt staff emplayees is to
provide, at s discrefion, either one and one half hours compensatory time off or additional pay at
ane and one halftimes the emplayee’s regular rate of pay for each hour worked over forty hours in a
‘workweek. The compensatory ime off may be presenved, used and cashed out as provided by the
Fair Labor Standards Act | understand and agree to acceptthe above overtime policy as a condition
of employment with Arizona State University. Wy decision to accept the overtime policy is made
knowingly, voluntarily and without coercion by the University, or any smployee, director, adminisrator
or agent of any of ther acting within the course and scape of histher emplayment. | understand that
any material misrepresentation or omission on this application may be grounds for rejection ofmy
application or termination of any Subsequent employment with the University. Arizona State
University s an Equal OpportunityiAfirmative Action employer.

Olagreetothese terms Ol do not agree to these terms

N Cancel | Retum to Previous Page

Sion out

New Window | Customize Page |

Blows

8 @ Trusted sites




 

	Step
	Action

	23.  
	Click the Ethnic Group list.

Not a required field
[image: image30.png]Not Reported






	24.  
	Click the Ethnic Group list.

Not a required field
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Submit Online Application

Itis the policy of ASU 1o provide equal opportunity through afirmative action in employment.
Discrimination is prohiited on the basis of race, color, religion, national origin, clzenship, sex,
sexual orientation, gender identiy, age, disabiliy, special disabled veteran, other protected
veteran, or Vistnarn-era veteran status. Any complaint of discrimination may be filsd with the Office
of Equal OpportunityiAfimative Action for investigation and resolution. Any employee may visitwith
the director, or an assistant director, 0 discuss, In confidence, any concern without fear of
jeopardizing job standing within the university. The Office s located in Wilson Hall 122 Mail: PO
Box 872903 Tempe, Arizona 85267-2903 (480) 965-5057, TTY (480) 965-0471

“Gender: Female v

Ethnic Group: | Not Reported v
Military Status: | Not indicated v|  Effective Date: [12110/2006 |5
Not indicated ation details.

Other Protected Veteran
Special Disable Veteran
|Vietnarn-Era veteran

1 hereby certiy that all information in my application is true and complete o the best ofmy
knowledge. | understand that Arizona State University may perform a background investigation to
make inquiries regarding my education, work experience, criminal history, and references to
determine my suiabiliy for employment. | authorize Arizona State University o secure any
information necessary o make a decision. | understand that Arizona State University will adhere to
the provisions ofthe Fair Credit Reporting Act, if applicable, and other applicable state and federal
statutes concering the securing of infarmation, handiing, tiization, and release of infarmation
Gbtained in the pre-employment investigation. | agree to abids by all applicable University and
Arizona Board of Regents rules, regulations and policies upon my acceptance of employment with
the University. The overtime policy of Arizona State University for nonexempt staff emplayees is to
provide, at s discrefion, either one and one half hours compensatory time off or additional pay at
ane and one halftimes the emplayee’s regular rate of pay for each hour worked over forty hours in a
‘workweek. The compensatory ime off may be presenved, used and cashed out as provided by the
Fair Labor Standards Act | understand and agree to acceptthe above overtime policy as a condition
of employment with Arizona State University. Wy decision to accept the overtime policy is made
knowingly, voluntarily and without coercion by the University, or any smployee, director, adminisrator
or agent of any of ther acting within the course and scape of histher emplayment. | understand that
any material misrepresentation or omission on this application may be grounds for rejection ofmy
application or termination of any Subsequent employment with the University. Arizona State
University s an Equal OpportunityiAfirmative Action employer.

Olagreetothese terms Ol do not agree to these terms

Cancel | Retum to Previous Page

Sion out

New Window | Customize Page |
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	25.  
	Click the Military Status dropdown button to activate the menu.
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Submit Online Application

Itis the policy of ASU 1o provide equal opportunity through afirmative action in employment.
Discrimination is prohiited on the basis of race, color, religion, national origin, clzenship, sex,
sexual orientation, gender identiy, age, disabiliy, special disabled veteran, other protected
veteran, or Vistnarn-era veteran status. Any complaint of discrimination may be filsd with the Office
of Equal OpportunityiAfimative Action for investigation and resolution. Any employee may visitwith
the director, or an assistant director, 0 discuss, In confidence, any concern without fear of
jeopardizing job standing within the university. The Office s located in Wilson Hall 122 Mail: PO
Box 872903 Tempe, Arizona 85267-2903 (480) 965-5057, TTY (480) 965-0471

“Gender: Female v

Ethnic Groups | Not Reparted 9
Witary status: (I | Efective Date: [1271 072008 |59

i decline to provide my sef identification details.

Terms and Agreemens

1 hereby certiy that il information in my application is true and complete o the best ofmy
knowledge. | understand that Arizona State University may perform a background investigation to
make inquiries regarding my education, work experience, criminal history, and references to
determine my suiabiliy for employment. | authorize Arizona State University o secure any
information necessary o make a decision. | understand that Arizona State University will adhere to
the provisions ofthe Fair Credit Reporting Act, if applicable, and other applicable state and federal
statutes concering the securing of infarmation, handiing, tiization, and release of infarmation
Gbtained in the pre-employment investigation. | agree to abids by all applicable University and
Arizona Board of Regents rules, regulations and policies upon my acceptance of employment with
the University. The overtime policy of Arizona State University for nonexempt staff emplayees is to
provide, at s discrefion, either one and one half hours compensatory time off or additional pay at
ane and one halftimes the emplayee’s regular rate of pay for each hour worked over forty hours in a
‘workweek. The compensatory ime off may be presenved, used and cashed out as provided by the
Fair Labor Standards Act | understand and agree to acceptthe above overtime policy as a condition
of employment with Arizona State University. Wy decision to accept the overtime policy is made
knowingly, voluntarily and without coercion by the University, or any smployee, director, adminisrator
or agent of any of ther acting within the course and scape of histher emplayment. | understand that
any material misrepresentation or omission on this application may be grounds for rejection ofmy
application or termination of any Subsequent employment with the University. Arizona State
University s an Equal OpportunityiAfirmative Action employer.

Olagreetothese terms Ol do not agree to these terms

N Cancel | Retum to Previous Page
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	26.  
	Click the I decline to provide my self identification details. option.

Click here is you do not wish to self identify
[image: image34.png][J1 decline to provide my self identification details.





	27.  
	Click the I agree to these terms option.

Applicants must agree to Terms and Agreements in order to submit application.
[image: image35.png]‘Olagree to these terms





	28.  
	Click the Submit button.
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	29.  
	Click the Careers Home link.
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	30.  
	

	31.  
	End of Procedure.
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