Applying for Jobs
Step 1:
1.Enter the email address associated with your ERA account.

2.Enter the password associated with your ERA account.
3.Click the “Login” button.

Login

[><] |Emai| I 1

Don't have an account yet?

~ I Password I 2

CREATE ACCOUNT
Forgot Password?

==

TERMS AND CONDITIONS

By creating an account (login and password), I understand and expressly consent to
the following:

* The information that I provide while filling out this online employment
application form and completing the application process, including possibly
sensitive data, will be transferred online, stored, and processed on a server in
the United States of America. This information may or may not be provided the
same level of data protection as provided in my home country.

« The information that I provide will be retained and destroyed in accordance
with U.S. Department of State record retention policies and procedures.
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Step 2:

1.Enter search terms (e.g., job title) on the Open Vacancies page.
2.Press the “magnifying glass” symbol to begin your search.
o Optionally, click on one of the “Filter Results By” dropdowns to narrow your search (i.e., Series, Grade,
Location, Salary, and Agency). Then click on any hyperlinked information within each option.
3. Click on the hyperlinked Job Title that you’re interested in applying (e.g., Protocol

Assistant).

Open Vacancies

Showing 1 of 1 items found.

Filter Results By

Series

v

Grades

v

Location

v

Salary

v

Agency

Protocol Assistant

Sort By: Close Date (Ascending) ﬂ

Announcement #: Nov2017

The U.S. Mission in (insert post and/or country name) is seeking eligible and qualified applicants for the position of (insert official

position title andfor post s working title). Supervisory Position: Yes/No

Salary: (KWD) KD11,500 - (KWD) KD11,500/Per Position Info: Public Non-Status Full-Time
Year
Location: Bogota, CO
Series/Grade: LE-D120-5
Close Date: 11/30/2017
Agency: Embassy Bogota (MM/DD/YYYY)

Show results per page = GO

FIRST PREVIOUS NEXT LAST
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Step 3:
Click “Apply to this Vacancy” button after reviewing information on the Vacancy Details Page
(e.g., Duties, Qualifications and Evaluations).
o Optionally, click “View Eligibility Questions” and “View Vacancy Questions” to see what
questions will be asked during the application.

13 Dashboard Logout

®  Retum to Job Search

Vacancy Details

APPLY TO THIS VACANCY VIEW ELIGIBILITY QUESTIONS VIEW VACANCY QUESTIONS EMAIL TO A FRIEND

PRINT VACANCY

Qverview Duties Qualifications & Evaluations Benefits & Other Info How to Apply
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Step 4:

1. Respond to the first page of Eligibility questions including Personal Information and
Citizenship sections. Or review your previous responses if you have already applied for a
job using ERA.

o Your responses to Eligibility questions will be saved by the system and will be retrieved once you
apply for other vacancies using ERA.
o All items marked with a red asterisk (*) are mandatory and require a response.
2. Click the “Next” button.

Eligibility Questions

PERSONAL INFORMATION
L
* 1  Does your relative work in this Embassy or Consulate?
) Yes
() Mo

NOTE: Relative is a husband, wife, domestic partner, member of household, father, father-in-law, stepfather, mother, mother-in-law, stdpmother, son, son-in-law, stepson,
daughter, daughter-in-law, stepdaughter, brother, brother-in-law, half-brother, sister, sister-in-law, half-sister, uncle, aunt, first cousin, jiephew, or niece.

* 2 Are you able to legally work in this country?

) Yes
) Mo

NOTE: U.S. Government does not sponsor work visas unless specified on the Vacancy Announcement.

* 3 If this job includes driving a U.S. Government vehicle, do you have a current and valid driver's license?
) Yes
) Mo
CITIZENSHIP

Select all that apply and include the required documents (as stated) with the application. Additional documents may be requested by HR} at the interview phase.

* 4 | Are you a U.S. citizen listed on the travel orders or approved OF-126 (or other agency equivalent) of a direct hiI FS, CS, or uniformed service
member assigned (not TDY) to this U.S. Mission and under Chief of Mission authority, or to an office of the Amgrican Institute in Taiwan?
) Yes
() Mo

Important: All the information you provide may be verified by a review of the work experience and/or education as shown on your application form, by checking references
and through other means, such as the interview process. Any exaggeration of your experience, false statements, or attempts to conceal information may be grounds for not
hiring you, or for firing you after you begin work.
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Step 5:

1. Respond to the second page of Eligibility questions including Education, Work Experience,
and Languages. Or review your previous responses if you have already applied for a job
using ERA.

o Note that the system will not allow you to save incomplete response to the Eligibility Questions.

o If you are required to provide a typed response to a mandatory question that is not applicable to
your situation, enter “Does not apply” or “Not applicable.”

o Utilize the “Add Additional Education/Work Experience/Languages” hyperlinks to include all of the
information.

o Note that applicants must complete the entire set of the Eligibility Questions in order to press
“Next” or “Save.”
= Clicking the “Save” button does not submit the application.

o Note that you may only stay on this page for up to sixty minutes without saving.

2. Click the “Next” button.

Education

Enter all that apply. You may be asked to provide a copy of your diploma or certification at the interview phase, or if asked by HR.

* Do you have any education you @ Yeas O No
would like to include?

1

1. Education

* Education Level —- Please Select —

* School Name

* Attended From Month: Year:
* Attended To Month: Year: [ current

* Location

Degree / Diploma /
Certification

* Major Subject 9

* Did you Graduate? ) Yes O No

@ ADD ADDITIONAL EDUCATION (MAX 10)

Work Experience

Include all work experience, paid and voluntary. Please begin by listing your most current work experience and go back 30 years (or longer, if relevant for the job)

2

* Do you have any work experience @ Yes O o

ld lika toincludal /

/
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Step 6:
1. Provide/review information under Series, Grade, and Location sections.
o Select “Yes” for the grade(s) that you’d like to apply in the Grade section. If not a single grade is

selected, ERA will not allow you to proceed.
o Check the box next to the location where you’d like to apply.
2. Click “Next.”

Series

This position is offerad for a single saries. 1

* Please confirm you wish to be considered for these series (Check all that apply.)

[¥] 0120-Secretary, Office Management, And Protecol Series

Grade

Select the gradz level(s) for which you wish to be considered. You will only be considered for the grade level(s) vou szlect.

# Do you wish to be considered for Grade 57 ) Yes O Mo

Location

* Please indicate the locations for which you want to be considered. (Check all that apply.)

[ Bogota, CO

Notifications

Are we allowed to send you email reminders about completing this vacancy before it closes?
(# Yes, pleass send me email reminders about completing this vacancy,

() Ma, I de not wish to receive email remindars about completing this vacancy.

PREVIOUS
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Step 7:
1. Respond to Vacancy Questions by selecting the responses that match your previous
experiences.
2. Click “Next.”

Vacancy Questions

Ikerns markad with #* are required.

All Grades Questions 1

* 1  Pleass indicate the typss of activities you have parformed in organizing high level events? (Check all that apply}

[ M=znage written cormmunications through official channels

[ Offer adwice and suggestion for types of events and sites hostad by the organization

[ Develep dose relationships of mutual trust with the administrative staff and assistants of senicr leadars with whom the crganization regularly engages
[ Lead the administration of the contact database of the arganization

[ Mane of the abowva,

* 2  Please sslect the responses that describe your experience following official procedures for government or diplomatic events? (Chadk all that apply)
[] Develop close relationships of mutual trest with the administrabive staff and assistants of s=nicr leadars with whom the crganization regularly engages
[ Lead the zdministration of the contact database of the organization
[ Adwise staff of an organization on formzlitizs and courtesies they should chserve whan associating with foreign visitors
[] ©rganize events that involve international relations
[] Mznage written cornmunications through official channels
[ Mone of the abova,

* 3 Which BEST describes your experience interacting with office visitors?
{73 1 have had no interaction with office visitors
{73 1 have had limited or occasionz| interadion with office visitors
() I have interactad with office visitors on a regular and frequent basis

* 4 select from the list below the type of requasts for information that vou have recaived: (Check zll that apply)

[ Procurement requests

[ Infermation on the office programs
[ Appointment availzbility dates

[ Relzy massages

[0 Vender reguests

Important: All the information you provide may be verified by a review of the work experience and/or educstion as shewn on your application form, by chedking references 9
and throwgh other means, such as the intervizw process. Any exaggeration of your experience, false statemnents, or attempts to conceal information may be grounds for naot
hiring you, or for firing you after you begin work.

PREVIOUS
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Step 8:

1. Click “Upload from your computer” to attach documents to your application.
2. Select Document Type by using the dropdown.

3. Enter Document Description.

4. Click “Browse” and find the right file.

5. Click “Upload.”

O Repeat 1 through 5 for every requested document, specified in the vacancy announcement.

o Note that only one file may be uploaded per document type.
o Uploading multiple documents to the same document type will result in previously uploaded

versions to be replaced by the most recently uploaded file.

6. Click “Save and Continue.”
O If one or more requested documents types do not have an attachment, you will receive a “Missing

Document?” pop-up window.

® Click “Continue” if there are no additional documents to upload or click “Cancel” if you’d like

to upload additional documents.

® After uploading a document you may use it to apply to other vacancies by clicking “Reuse a

Document.”

Upload a Document

Pleas= browss to attach a document to your applicaticn.

* Only these types of the documents can be uploaded: gif image(.gif). jpeg image
(.ipg), png image{.png), rich text format{.rf ), Microsoft word(.doc, .docx), adobe
pdf{.pdf), word perfect(.wpd), text(.t<t)

* 3MB is the maximum size allowed for a document

Items marked with * are raquired.

*Document Type: | Pleass Select

* Document Description: |

UPLOAD

SAVE AND CONTINUE
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Step 9:
1. Review/Edit information on the Application Review and Submit Page.

o Scroll all the way down the page to review all of the information provided by you.
o Click “Edit” and update any section as necessary (i.e., Personal Information,

Series/Grade/Location, Eligibility Questions, Vacancy Questions, and/or Documents).

= Click “Save” after updating Personal Information and Series/Grade/Location Sections and
you will return to the Application Review and Submit Page.

= Click “Save” after updating Eligibility Questions and you will return to the Vacancy
Questions Section (Step 8). Then click “Next” at the bottom of each section until you return
to the Application Review and Submit Page.

= Click “Next” after updating the Vacancy Questions section and you will return to the

Application Review and Submit Page.

2. Click “Submit Application.”

= 2.
@ Yes

©  Not Answered

Does your relative work in this Embassy or Consulate?

2
Application Review and Submit
Pleasa review your information below and nobe that you have attached 0 document{s) to your application. Your application status will remain SUEMIT APPLICATION
incomplete until you click SUBMIT APPLICATION.
Personal Information Series/Grade/Lomtion Eligibility Questions Vamancoy Quastions Decumeants Resume
1

Personal Information 7 Edit

Mame: JOHN DOE

Email: =rtyom.ivakh@monster.com

Vacancy Announcement: 274123
Position Title:  Protocol Assizzant [Prosacal Assistant)
Back to tog

Series/Grade/Location Z Edit

Series: 0120

Grade: &

Location(s): Bogots, CO
Back to tog
Eligibility Questions # Edit
PERSOMAL INFORMATION
1. PFleaselist any other names used:

MOTE: Relative is a husband, wife, domestic partner, member of housshold, father, father-in-law, stepfather, mather, mother-in-law, stepmother, son, son-in-lzw, stepson,
daughter, daughter-in-lzw, stepdaughter, brother, brother-in-law, half-brather, sister, sister-in-law, half-sistzr, uncle, aunt, first cousin, nephew, or nizce.
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Step 10:

1. Check the box signifying that you all of the application information provided by you is
accurate.

2. Click the “Submit” button.

1 Declaration

I certify that, to the best of my knowledge and belief, all of the information on
and attached to this application is true, correct, complete, and made in good
faith. I understand that false or fraudulent information on or attached to this
application may be grounds for not hiring me, or for separation/dismissal after I
begin work, and may be punishable by fine or imprisonment according to this
country's law or U.S. law. I understand that any information I veluntarily provide
on or attached to this application may be investigated.

2

CANCEL

Step 11:

1. Review Receive confirmation that you have successfully submitted your application.

o A confirmation window will appear automatically after clicking “Submit Application” in the
previous step.

2. Click “View your Dashboard” to review your application status or “Return to Vacancy
Listing” to continue applying for other vacancies.

<@You! You have successfully submitted your applicati) 1

Note: You can medify your application at any time before the vacanoy closs date. Simply return to your dashboard, select the vacancy, and updata your application.

What's Next?

» Download & copy of this applicatio
» izw the status of this applicabdn in your da
= Return to the vacancy lishj

page to search for job opportunitias.

VIEW Y OUR DASHECARD RETURN TO VACAMNCY LISTING
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