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To View Current Job Opportunities 
 
To view current Mobile County Merit System job opportunities, visit the Mobile County Personnel 
Board website at www.personnelboard.org.  Click on the Employment tab. 
 
 

 
 
 
 
 
 
 
 
 
 

http://www.personnelboard.org/


 Mobile County Personnel Board JobOpps Online Application System 
Applicant Guide 

(As of February 3, 2014) 

 

Updated:  February 3, 2014  Page 3 of 19 
 

 
Scroll down the page for quick links to: 
 
ü The Applicant Guide 
ü Additional Sites 
ü FAQs 
ü Search Job Postings 
ü Create an Account 
ü Login 

 
 

 
 
 
Click on Search Job Postings to view current Job Opportunities. 
 
Or 
 
Roll the cursor over the Employment tab.   A list of options will be shown.  Select Job Opportunities. 
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To Apply for a Job 
 
Click on the job title to view detailed information about the job and the job posting.  If, after reviewing 
the job posting, you wish to submit an application, click on the Apply link. 
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Click on άCreate an account,έ or enter your Username and Password if you already have a JobOpps 
account. 
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To create a New Account (if you have not previously created a Username and 
Password) 
 
Enter the required information (Email, Username, Password and the answer to general question).  All 
fields marked wiǘƘ άϝέ ŀǊŜ ǊŜǉǳƛǊŜŘΦ  {ŜƭŜŎǘ ά/ǊŜŀǘŜ.έ 
 
Note:   
ü Be sure to record your Username and Password.  You will need these to access your 

account each time you wish to apply for additional positions or to update your 
account. 

ü Each applicant must have a unique JobOpps account, with a unique username, 
password and email.   

ü 5ƻ ƴƻǘ ǳǎŜ ŀƴƻǘƘŜǊ ǇŜǊǎƻƴΩǎ ǳǎŜǊƴŀƳŜΣ ǇŀǎǎǿƻǊŘ ŀƴŘ ŜƳŀƛƭ ǘƻ ŀǇǇƭȅ ŦƻǊ ŀ Ƨƻō ŀǎ ǘƘƛǎ 
could result in your application being rejected or an inability to score a test. 

ü Do not create more than one JobOpps account.  Exam scores will be associated to only 
one account.  

ü If you have forgotten your username and/or passwƻǊŘΣ ŎƭƛŎƪ ƻƴ ǘƘŜ άCƻǊƎƻǘ 
Usernameέ ŀƴŘκƻǊ άwŜǎŜǘ tŀǎǎǿƻǊŘέ links located on the applicant login screen (on 
the Apply tab). 
 

 
 
 
 
Click CREATE to begin creation of your JobOpps account. 
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Enter the requested information (Info button on left side/ General Information listed at the top): 
 
 

 
 
Note:  If you have previously created an account (or profile), your General Information will be 
populated based on your login information.  The Agency Questions and Supplemental Questions are 
not populated based on previous applications.  Review the information to ensure accuracy; update 
sections as needed, then click on NEXT to proceed to the next page of your profile. 
 
In the Work Experience ǎǘŜǇΣ ŎƭƛŎƪ ƻƴ άAdd Work ExperienceΦέ 
 
/ƻƳǇƭŜǘŜ ǘƘŜ ²ƻǊƪ 9ȄǇŜǊƛŜƴŎŜ ǎǘŜǇ ǿƛǘƘ ŀƭƭ ǊŜǉǳŜǎǘŜŘ ƛƴŦƻǊƳŀǘƛƻƴ ŀƴŘ ŎƭƛŎƪ ǘƘŜ ά{ŀǾŜέ ōǳǘǘƻƴΦ   
 
¢ƻ ŀŘŘ ŀŘŘƛǘƛƻƴŀƭ ŜƴǘǊƛŜǎ ŦƻǊ ²ƻǊƪ 9ȄǇŜǊƛŜƴŎŜΣ ǎƛƳǇƭȅ ǎŎǊƻƭƭ ǘƻ ǘƘŜ ǘƻǇ ŀƴŘ ŎƭƛŎƪ ƻƴ άWorkΣέ ǘƘŜƴ ŎƭƛŎƪ 
ƻƴ άAdd Work Experienceέ ƛƴ ǘƘŜ Work section. 
 
²ƘŜƴ ȅƻǳǊ ²ƻǊƪ 9ȄǇŜǊƛŜƴŎŜ ƛǎ ŎƻƳǇƭŜǘŜ ǿƛǘƘ ŀƭƭ ŎǳǊǊŜƴǘ ŀƴŘ ǇǊŜǾƛƻǳǎ ŜƳǇƭƻȅŜǊǎΣ ŎƭƛŎƪ ƻƴ ǘƘŜ άbŜȄǘέ 
button located at the bottom area of the step.  You may also click on the step itself on the left side of 
the screen at any time when completing your application.  
 
Note:  Although your work will be saved approximately every 30 seconds, it is a good practice to click 
ǘƘŜ ά{ŀǾŜέ ōǳǘǘƻƴ ŀǘ ǘƘŜ ōƻǘǘƻƳ ƻŦ ŜŀŎƘ ǎŎǊŜŜƴ ŀǎ ȅƻǳ ǿƻǊƪΦ   
 
 


