Frequently Asked Questions

Where do | begin?

Can | get help with completing the online application?

How do | find out what jobs are available?

What if | do not have a computer or access to the web?

What information will | be asked to provide?

An email addressisrequired. What if | don’t have an email address?
What if | am interested in a position thatisnot currently on the City job list?
How do | check thestatus of my application?

How do | save my application?

What if | want to submit aresume?

Who will see my applicationif | use the online SOAR-ing process?
Can | apply for more than one job at atime?

How do | print my application?

| missed the deadline - can I still apply?

Dol have tofill out an application?

Can | apply by sending my resume via e-mail ?

Will I automaticaly be considered for other positionsif | previously
submitted an application?

What if | am not ready tofill out the application at thistime?

How and when can | update my application?

How do | know that the City has successfully rece ved my online application?
How much employment history should | includein my application?

| was filling out my application and | lost dl myinformation. What
happened?

What isthesdection process?

How can | add additional employment or education entries?

How do | change my address, phone, or email information?

How can | edit or delete the information on my *already submitted’ online
job application?

Do | have to submit a separate application for each open job?

How long does it take to compl ete an online application?

Isthisa scuresite?

I’m not receiving job email derts?



Where do | begin?

Everything starts & our SOAR (Surprise Online Applicant Recruiting) web site,

www. surpriseaz.com/soar. There you will find links ta: Current Jobs FAQs, Online Application
Guide, a Sample Online Application, How Do | Check My Application Status Abovedl,
remember to keep arecord of your username and password once you have set up an
account. You will need your username and password to gpply for other positions or to check the
status of your applicaion and when you re-enter the system, youwill need to input this
information exactly as it was originaly entered.

Can | get help with completing the online application?
Human Resources is committed to ensuring that this process isessy and user-friendly. To hdp
applicants, the following resources are avalabl e
Online Online Application Guide
Sample Online Application
Phone 623.875.4272
In-person: Live help from Human Resources during business hours: Monday - Friday, 8:00-5:00,
located a 12425 W. Bdl Road, Suite A-103, Surprise, AZ 85374

How do | find out what jobs are avail able?

A list of available positions can be viewed 24 hours aday; 7 daysaweek from any computer with
Internet access. Visit the SOAR web site a www. surprisesz.com/soar and dick on ether the link
for Current jobs opento the public or Current jobs open to City empl oyees.

What if | do not have a computer or access to the web?
T here are a number of ways to access SOAR:

0 One SOAR designated computer is available in the Human Resources Department,
Monday through Friday, 800 am. -4:30 pm. HRislocated a 12425 W. Bel Road,
Suite A-103. There may be awaiting list and time limit if customer demand is high.

0 One SOAR designated computer is avalable in the Community and Recregtion Services
Depatment, Monday through Friday, 8:00am. - 430 pm. CRSislocaed & the
Surprise Recreation Campus on Bullard Avenue. T here may be awaiting list and time
[imitif customer demand is high.

0 You may dso usethe pubic computers located & any public library. Be prepared to sign
up to use a computer and there may be atime limit.

o0 Family and friends may aso have Internet access avalable for you to use

What information will | be asked to provide?

You will be asked to provide persond information such as name, address, phone number, SSN,
etc. You will dso be asked to provideinformation about your education, employment history, and
references. An email address will dso be required. See the FAQ, “ An email address is required.
Wha if | don’t have an email address?" for more information. You will shorten the time it takes to
complete your application if you gather this information before beginning the online process. See
the "Online Sample Application” for details.

An email addressisrequired. What if | don’t have an email address?

If you do not dready have an email address, free email is avail able through a number of providers.
T hough we cannot endorse any particular vendor, you may want to dick on these links for more
information:

MSN Hotmail (http://oin.msn.com/?page=hotmail/plans& pgmarket=en-us)

Yahoo Mail (http://billing mail.yahoo.com/bm/MailReg?.v=_8)

AOL AIM Mall

(https://my.screenname.aol.com/ _cgr/login/login. psp?mcState=initidi zed& seaml ess=novl & sitedo
mai n=sns.webmail.aol.com&lang=en& | oca e=us& authL ev=2& siteState=ver%3al %252 c0%26 ac
%3aW S%261 d%3awebmail. 2ol .com%26uv%3aA OL %6261 c%63aen-

usY26ud¥%e3aaol . com%626b r%e3aWV ebSuite-Prod).




You can not share email addresses with anyone dse. Each individud applicant must havea
uniqueuser 1D and password and email address.

What if | am interested in a position thatisnot currently on the City job list?
I f you wish toreceive ajob dert when ajob you are interested in becomes avalable, go to

www. surpriseaz.com/soa and go to the Current Jobs link. Click on‘Request job alert by
category’ and follow the online directions. By completing the* Job Interest Card’, you will
receive emall notifications for the next 12 months every time a pasition opens whose category
matches what you sdected. Well dso send you areminder emal in 11 monthsto give you an
opportunity to extend your notifications for another year.

How do | check thestatus of my application?
1. Logn to www.governmentjobs.com and dick onthe ‘Career Seekers' tab.

2. Or, youmay loginto www.suprisesz.com/soar and click on the Current Jobs link. Click on any
job, and dick on‘Apply.’

3. Onceyou arelogged into either site, dick on ‘Application Status'.

In order to apply for a position you need to create an application first. Click on the *Create
Application’ button and we'll guide you through the process.

Create Application |

Applications You've Created:
Name Date Created Modify

How do | save my application?

You must dick ‘SAVE’ to retain theinformation you have entered. If you dose your browser

prior to dicking ‘ SAVE,” you will lose any information you entered after the last time you dicked
‘SAVE. If & any time you need to exit out of the gpplication form, dick the* SAVE' button & the
bottom of the form. Y ou can return to your application later by logging into your account with
your Username and Password.

What if | want to submit aresume?

You have 3 options for submitting a resume:

1. Youmay atach one document tothe gpplication. It must beinatext (itxt file extension), rich
text (.rtf file extension), PDF (.pdf file extension), or Microsoft Word (.doc extension) and is
limited to IMB. If afileis larger than 1IMB, you will receive an error message.

Attention: Please correct the following errors:
e File size must not exceed 1 MB

2. Youmay copy and paste your resume intothe‘ Resume fidd provided.
3. Youmay typetext intothe' Resume fi ed of the gpplication.

Who will see my applicationif I use the online SOAR-ing process?

All information is on asecure web server. Only the Human Resources Depatment and other
designated City department users authorized to review speci fic job openings will have access. The
City of Surprise does not share its database with other companies or locdlities.

Can | apply for more than one job at atime?
Yes. Once you have completed your online gpplication in SOAR, you can goply for multiple
positionsthat are currently open.

How do | print my application?



After you have submitted your gpplication, youwill seealinkto‘ Click herefor aprintable
version of the application you just submitted.’

| missed the deadline - can | still apply?

As with any position, once adosing dae has passed, no gpplication will be accepted or
considered. Please continue to visit the SOAR ste and gpply for new jobs as they become
avalable. You may dso want to complete a Job Alet to automaticdly be notified when a position
you areinterested in becomes avalable To doso, seethe FAQ, ‘What if | am interested in a
position tha isnot currently on theCity job list?

Do | have tofill out an application?

Everyone who agpplies for aposition isrequired to creste an gpplication, which indudes certan
informaion. Required information is denoted with an asterisk (*). The more information you
provide, the essier it will be to effectivey evduate your skills, abilities and qudifications.
Incompl ete gpplications may be reected so please be thorough.

Can | apply by sending my resume via e-mail ?
Paper goplications and resumes will not be accepted by fax, email or postd service. Please gpply
online using the SOAR site, www. surpriseaz.com/soa.

Will | automatically be considered for other positionsif | previously
submitted an application?

No, you must submit a separate gpplication for dl positions you are interested in. T o ensure you
will be considered for other positions, watch our Careers SOAR site or complete a Job Interest
Cad.

What if | am not ready tofill out the application at this time?

You will have until the dosing date to complete and submit your gpplication. You can save you
goplication and complete it when you are ready, but it mug be submitted prior tothe dosing date

How and when can | update my application?

Changes can be made to your application a anytime before it is submitted. Once you submit an
goplication for a particular position, you cannot go back and make changes to the submitted
application. If you make changes and submit another application before the position doses we
will only consider your most recent application. You may dso make changes before submitting
your gpplication for any new positions

How do | know that the City has successfully recei ved my online application?
After you have submitted your online gpplication, you will receive an email confirmation. You
can aso check the status of your gpplication to seeif it says * Application Recaived' ; to do this
reference the FAQ ‘ How do | check the status of my goplication’ ?

How much employment history should | includein my application?

List your complete employment history for the past TEN years stating with your most recent
employer. List dl positions hdd, induding military experience, part-time, summer, and/or
volunteer work; do not omit any employers. Explan any gapsin employment. You must indude
job reated duties on your application even if you haveinduded a resume.

| wasfilling out my application and | lost dl myinformation. What
happened?

You may have used the Back Button (located on your toolbar) which when used removes dl daa
To avoidlosing your information save your information periodicaly.

What isthesdection process?
T he sdection process and timdinesmay vary by position. Only applicants that meet theminimum
qudifi cations will be forwarded to the hiring depatment for evauation. Other areas of screening



may indude preferred qudifications and examinations. Sdected candidates will be invited to
paticipatein an ord pand interview. All candidates participating in the irterview process will be
notified viaemail of the outcome. All offers of employment are conditiond upon an applicant’ s
successful completion of pre-employment testing.

How can | add additional employment or education entries?

Click on*Add Education’ or‘ Add Work Experience after each entry to add additiond
education/work experience. You must list education/work experi encein chronologicd order,
starting with mast recent. After each entry, dick ‘ Save and View Application’

How do | change my address, phone, or email information?

If the positionis currently open, logn to www.governmentjobs.com and find your application to
edit or find the job you are interested in on www. surpriseaz.com/soar and hit * Apply’ and then
log-in and find your application; then proceed to * Edit’ any changes to your persond profile and
then ‘ Resubmit’ your gpplication. If the position has dosed, for persond information data
changes only, contact HR a 623.875.4272

How can | edit or delete the information on my ‘already submitted’ online
job application?

If the positionis currently open, logn to www.governmentjobs.com and find your gpplication to
edit/ddete or find the job you are interested in on the www. surpri sesz.com/soar and hit * Apply’
and then log-in and find your gpplication; then proceed to make any changes to the goplication and
‘Resubmit’ your gpplication. You must wait 24 hours before resubmitting an application for the
same job opening. Only the most recent application submitted will be considered and any
submitted prior will be inactivated for that recruitment.

Do | have to submit a separate application for each open job?

Yes. However, once you cregte an account, you may build an gpplication and submit that
goplication for multiple jobsby dicking on the* Populate buttonto automaticdly popu ae the
new agpplication with information from your previously created applicaion. Review and updae
your applicaion as necessary. Once your account is created, gpplying for open job openingsis
quick and essy. However, we recommend you tailor your gpplication and/or resume with re evant
experience to the position you are applying for.

How long does it take to compl ete an online application?
It will take gpproximatdy 30-45 minutes to complete dl sections of the gpplication.

Isthisa securesite?

Yes. All information is stored on asecure server using Verisign’ sSSL 128 bit encryption. Only
authorized employees in the Human Resources Department and other City department users
designated to review spedi fic job openings will have access. T he City of Surprise does not share
its database with other companies or locdities.

I’m not receiving job email derts?
I f you have spam filters ether on your persona computer or with your Internet service provider,

be sure they dlow email from info @governmentjobs.com. Otherwise, you will not receive email
regarding your application status or job dert notifications.




