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First Time Applicant Job Search 

Step 1: Accessing the City of Cincinnati’s Jobs Page 

 Go to http://agency.governmentjobs.com/cincinnati/default.cfm 

 Scroll down the page to view the current job openings 

 Select the position that you wish to apply for by clicking on the job title 

 
 

 Select the position to review the Job Description and to APPLY for the position 

 

Step 2: Creating a Username and Password 

 As a FIRST time applicant, you will need to register and create an account by 

clicking on the “create an account” link 

 

Do you think you have already registered on www.GovernmentJobs.com 
in the past?  

Many governmental and higher education institutions are using NEOGOV for their 
online application process.  If you have applied for a position with an agency and 

the agency uses www.GovernmentJobs.com, then you do not need to create 

another Username and Password. 

http://agency.governmentjobs.com/cincinnati/default.cfm
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 Complete ALL account information fields and click “Save”. 
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Step 3: Creating an Application 

 On the Employment Main Menu page, click on the “Create Application” 

button. 

 

 
 

 On the Build New Application page, enter a name for your application, then click 

the “Create Application” button.  
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 Verify and enter your contact information, then click on the “Save & View 

Application” button 
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 Update the Personal Information Section by clicking on the “Edit Personal 

Information” link. 

 

 
 

 Enter the additional personal information that’s required and click on the “Save 

& View Application” button 
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 Complete the additional sections (i.e. Education, Work Experience, Certificates 

and Licenses, etc.) by clicking on the title for the specific item. Once complete 

click on the “Go to Confirm Application” button  
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 Complete the Agency-wide Questions, scroll down the page and click on the 

“Save & Proceed” button 

 

 
 

 

Complete all Supplemental Questions for the selected position and click on the 

“Save & Proceed” button 
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 Review your entire Job Application (update any information as necessary) 

and click on the “Confirm Application” button. 

 

 

 

 To submit your application, you will need to certify it by clicking on the 

“Accept” button  
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Dear Sally Smile 

Cincinnati. We have received your application. You will 

receive instructions by email as to the next step in the 

process. 

The examination process may include one or more of the 

following: application review and evaluation, performance 

test, written test, and/or oral interview examination. 

Questions asked during the examination process are based 

on the knowledge, skills, and abilities required to 

successfully perform the job. 

 

 

 You will receive the following confirmation message 
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FORGOT USERNAME AND/OR PASSWORD 

 Go to the City’s website at: 

http://agency.governmentjobs.com/cincinnati/default.cfm 

 

 
 

 

 Click on the “I Forgot My Username and/or Password” link 

 
 Fill out the information and click on the “Reset Password” button and an 

email will be sent to you with instructions to reset your password.  

 

  

http://agency.governmentjobs.com/cincinnati/default.cfm
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CHECK THE STATUS OF YOUR APPLICATION 

To view the status for the position(s) that you have applied for:  

 Go to the City’s website at: 

http://agency.governmentjobs.com/cincinnati/default.cfm 

 Click on “Applicant Login” 

 Login with your Username and Password 

 Click on the “Application Status” button 

 

 
 

 In the status column you will see the status of the application(s) you have 

submitted 

  

Sally Smile 

http://agency.governmentjobs.com/cincinnati/default.cfm
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SUBMIT A JOB INTEREST CARD 

If you are interested in a position that is not currently posted and would like to be 

informed when the position is posted, you can register for a Job Interest Card.  To 

register, please follow the listed steps below:  

 Go to the City’s website at: 

http://agency.governmentjobs.com/cincinnati/default.cfm  

 Click on the Job Interest Card link under the Quick Links menu 

 

 
 

http://agency.governmentjobs.com/cincinnati/default.cfm
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 Select each job category by clicking on the check box next to the job category 

for which you would like to receive email notifications for

 
 Scroll down the page and fill out the Job Interest Card 

 
 Click on “Submit Request” button 
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ENSURING YOU RECEIVE EMAILS 

Please see the information below to ensure you receive emails that may be sent to 

you by: 

 The Analyst from the job(s) you have applied for 

 The Online Recruiting System, if you have signed up for the Job 

interest Card 
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QUICK TIPS 

 Each applicant MUST have his/her own email account. Email accounts should 

NEVER be shared with another applicant.  

 

 You do not need to create a separate application for EVERY job you apply for.  

 

 If you already have an account, login using your Username and Password.  You 

will not be able to create another account using the same email address.  

 

 If the position you are applying for has Supplemental Questions that require 

descriptive answers, it is suggested that you prepare your answers using a 

word processing tool such as, Microsoft Word.  Then you may simply copy and 

paste your answers into your application. 

  

 Make sure you SAVE your application throughout each step of the application 

process. Failure to do so could result in the loss of all the information you 

entered in the event of power outages, etc.  

 

 


