i W) City of Dallas

How to Apply Online with the City of Dallas

This is a “How To” for the first-time online application system user. (Note: You will need an
email address. If you do not have an email address, you can get one free from AOL, Excite,
Gmail, Hotmalil, or Yahoo.)

Step 1: Go to www.dallascityhall.com and select “Find” and then “Jobs”. You can also go
directly to the City of Dallas’ career site by clicking here.

Step 2: On the Employment Opportunities page, scroll down and select “Employment
Opportunities”.

Welcome to the City of Dallas!
The City of Dallas is one of the largest employers in the DFW Metroplex.
We offer growth opportunities and a chance to make a difference in our community.
What do we offer?

A competitive salary, five-year vested pension plan, great benefits package that includes
health, vision and dental insurance, pet insurance, tuition reimbursement, qualifying

childcare assistance, paid time off and more.

Join our diverse workforce and help us in providing excellent service to the residents of

Dallas while building a rewarding career.

s Employment Opportunities

Step 3: You will be directed to the External Career site where you can view posted positions and
filter based on your search preferences. You can filter on Location, Time Type. Job Category, and
Job Type. You can also use the search bar to find jobs based on keywords.
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http://www.dallascityhall.com/
https://dallascityhall.wd5.myworkdayjobs.com/CODCareers

Q) Search for jobs or keywords

Distance or Location

v TimeType v

Job Category

v

More

v

13 JOBS FOUND

Senior Inspector - Plumbing

©® southwest Dallas

@ Posted 2 Days Ago
24-15046

Police Officer

© Downtown Dallas
@ Posted 7 Days Ago
24-15045

—

Welcome

Our growth is creating great
opportunities!

Our team is expanding, and we want to
hire the most talented people we can.
Continued success depends on it! So
once you've had a chance to explore our
current open positions, apply to the ones
you feel suit you best and keep track of
both your progress in the selection
process, and new postings that might
interest you!

Thanks for your interest in working on
our teaml!

Step 4: Select the Job that you are interested in applying for by clicking on the Job Posting Title. You
will now be able to see the full details of the Job, including summary, Job description, experience,
skills, and salary range. Review the job posting and click Apply.

Job Summary

Job Descripticn
Overview

Essential Functions

Senior Inspector - Plumbing &

leadership for subcrdinate inspectors.

Inspect difficult and complex construction sites to enforce building, plumbing,
mechanical, electrical, and development codes within the City of Dallas.

The Senior Inspector- Plumbing assists, leads, and directs field inspectors performing
plumbing, irrigation, gas, and related mechanical inspection and code enforcement.
Performs inspecticn on complex construction sites and provides supervision and

1 Leads, supervises, and directs inspection staff performing plumbing, irrigation, gas,
and other mechanical inspections for the City; establishes work schedules and
effectively delegates work to suberdinate staff; ensures all inspecticons are performed
accurately and professionally.

2 Inspects and performs complex evaluations for all plumbing equipment; inspects
new and existing buildings; Investigates alleged violations of federal, state, and local
codes, ordinances, and regulaticns; determines viclations and appropriate correction
measures; determines and communicates methods to achieve conformance and
approves alternate methods for compliance.

3 Issues and drafts notices of violation, citations or closures, conducts fellow-up
inspections to ensure corrections are made; provides project research and
information to foster the success of inspectors.

4 Provides information to customers regarding codes and other regulatory
requirements; answers telephones and emails while establishing strong
communication with other staff and coentractors performing work throughout the City
buildings; serves as a subject matter expert on related requlatory codes and assists

inspectors providing advice and expertise.
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Step 5: After clicking apply, you will be directed to the Start Your Application pop-up dialog box.
Choose Autofill with Resume to upload your resume and have the system Parse the details from
your resume. If you have a previous Workday account with the City of Dallas, you can choose “Use

My Last Application” to sign in and use your previous application details. In this example, we will
choose “Apply Manually”.

Start Your Application

Senior Inspector - Plumbing

Aurtofill with Resume

| Apply Manually |

Use My Last Application

Step 6: On the sign in screen, you can sign into your existing account or create an account. If you have
never created an account, please click Create Account.

Sign In

mail Address

Dor't have an account ye'[’l Create Account I

Forgot your password?
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Step 7: On the Create Account screen, enter a valid email address and a password that meets the
password rules and click “Create Account”. If you already have account, click “Sign-in”. You must
select the “I consent” checkbox to move forward.

Create Account

Welcome to the City of Dallas Careers

Password Reguirements:
A special character

b Alowercase character

.  An alphabetic character
kA minirurn of & characters
An uppercase character
kA numeric character

Email Address

Password

Verify MNew Password

For details on how we processes your personzl data, please s2e our

Privacy Statement.

Already have an account? Sign In

Step 8: After creating an account and signing in, you will be prompted to the My Information Tab. On
this tab you will need to enter how you heard about the job, your Legal Name, Preferred Name (if
applicable), Address, and Phone number. When complete, click Save and Continue to move to the
My Experience tab. Anything with a red asterisk is a required field.

My Information My Experience Application Questions Voluntary Disciosures Self Idertify Review

My Information

*Indicates 2 required field

How Did You Hear About Us? *

Have you previously warked for City of Dallas?™
) Yes
O ne

Country *

United States of America -

Legal Name
First Name *

Last Name *

[ 1 heve a preferred name
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Step 9: On the My Experience tab, you will enter your Work Experience and Education. You can also
enter any Languages, SKills or Certifications that you may have. If you have a Resume/CV or
Social Network URL, you can also add that information, but it is not required. When complete, click

Save and Continue to move to the Application Questions tab.

My Information

My Experkince Aopcation Quastons Voluntary Disclosus Saif icentity

My Experience
TIndicatas & reguirad ek
Waork Experience

Work Experience 1
Job Tiia*

Company*

Location

T curmently work hars

[m]

From® To*

Feod Description

Agd Engther

Education

Education 1
School or University

Raviaw

You can attach your resume/CV by clicking “Select Files” and choosing the appropriate document from

your computer or cloud.

Certifications

Add

Languages

Add

skills

Search for a skill.

Resume/CV
Upload a file (SMB max)

Drop files here
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Step 10: On the Application Questions tab, you will be required to answer relevant questions to
move forward with the Job application.

Note: Question vary based on the Job that you are applying for. When complete, click Save and
Continue to move to the Voluntary Disclosures tab.

< - O

Wty Information Wty Evpartiancs Appilcation Questions olustary Disciesunes Saif ittty Ravaw

Application Questions
* Indicates & reguirad fakd

Arz you & currend CRy of Dalks employes?

SESTL LD g B S
Dalas Employas, please

L

Do youw have relatives wivo work for our company? =

aslaztane L

What k= your highsst lkvel of completed edusation? ™

salect ang w

Do youw have @ vald drivers llcensa?

Inths past 24 months, have you recehed Baree (2] or more convictions for meving traffie viclatlons? =

salect ang w

In the past 24 months, hava Yo kad @ Diving Whils Inbodested (W) ar Driving Under Influgnee {DUT) citat]
an®=

salect ang w

Bank Bave and Confinss:
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Step 11: On the Voluntary Disclosures tab, you will be asked to answer questions regarding
Veteran Status, Ethnicity, and Gender. None of these items are required, but you are required to
check the Terms and Agreement checkbox to Accept and Submit in order to proceed. When
complete, click Save and Continue to move to the Self Identify tab.

My Information

@ 9 0

My Expenience Application Questions Woluntary Disclosures Self kdentify

Voluntary Disclosures
*Indicates & required field

Section Title Voluntary Personal Information

Campletion of the farm s entinely voluntary.

Disabiity Informartion:

City of Dallas is an equal apporturity emgloyer. We value diversity and are committed to providing equal emplayment opparturities
2l qualifind individusals, inzluding thess with disabilites. If you requirs 2 mas: i eat
cess dusto 2y, please et s knov. We will wark with you to ensure
application and intervima procass. Your reguest

Farticipate fuly i
Vieteran Information:

City of Dallas is provd to suppert veterans and is an equal apperiunity employer I you are 2 veteran ard would i t velumtary
discloss your veteran stxtus, please do 52 by indiatng your veteran siatus imthe desigrated sectar of the appicetion. Broviding
this infarmasion is entirely valurtary and ffect your application process or sligibility for employment. Your vateren status will
e kept canfidential and used solely for affrmative action reparting pupsses as recuired by .

Please select your Veterans Status.

select one v

Please select the ethnicity which most accurately describes how you identify yourself.

|:| American Indizn or Alaska Mative {United
Statez of America)

|:| Asian (Not Hispanic or Lating) (United States
of America))

[[] Black or African American (Not Hispanic or
Latino} {United States of America)

|:| Hizspanic or Latine {United States of
America)

[] Native Hawaiizn or Other Pacific slander

ed States of

{Not Hispanic or Latino) (Un
America)

Rewview

Please select your gender.

select one

dis

o

Accept & Submit *

Terms and Conditions

Motice to Applicant: Once you accept this cerification you cannot change the informeation in your appication. You may dick on the
‘Review’ link 1o verify yourinfarmaticn. If necessary, you may click on any of the application sections 1o edt or add 1o your
infiarmaticn before you centify this application.

Certification Statement
By checking the ‘Aocept & Submit’ box below, | represent and warrant that the answers | kave given are full and true to the best of my
kncewledpe and belief. | further acknowiedge that | have nead and understood the questions regarding education, experience,
certifications andfor criminal reconds and that | have answered all questions tnethfully. And further, | expressly reguest former
employers and any persons who may have pertinent information conceming me to fumish such information 1o the City of Dallas
officials. | agn== to hold such persons karmiess, and | do hensby neleaze them from any and all Rzbiity for damage of any nature

whatsocever for fumishing swch information. | understand tha failure to answer 2ll questions fully and truthfully may resulz in
alification or dismi

al.
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Step 12: On the Self Identify tab, you can voluntarily self-identify with a Disability. This page is not
required and does not have to be completed. When complete or to bypass, click Save and Continue

to move to the Review tab.

My Information My Experience Application Questions

Voluntary Self-ldentification of Disability

Form
CC-305

OME Control Mumber
1250-0005

Expires
04/30/2026

Mame

Emplayee ID (if applicable)

Woluntary Dischosures

L o

Self Identify

Self Identify
* Indicates & required field
Language *
English L4

Revvigw

i

Step 13: On the Review tab, you can review the details of your Job Application by scrolling down.
To edit any section of the application, click back. When complete, click Submit.

My Information My Expenence Application Questions

How Did You Hear About Us?

Fire Recruiter

Have you previously worked for City of Dallas?
Ne

Legal Name
Test Candidatel

I have a preferred name
No

Address

123 South Sweet

Dalles, TX 75208

United States of Amarica

Email
Testcand@nosmail.com

Phone
+1 (214) TEO6608 (Mobile)

Voluntary Disclosures Self identify

Review

My Information

Back

Review
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Step 14: Once you click submit, you will receive a pop-up dialog box Congratulating you on your

application. The confirms that your application was submitted.

©

Congratulations!

Thank you for your application to the City of Dalias.

Step 15: To check the Status of your application, click on Candidate Home in the upper right

corner.

4, Testcand@noemail.com

Search for Jobs Candidate Home Job Alerts

Step 16: When in the Candidate Home, you can access the My Application section to check the

status of all Job Applications.

My Applications

As we are evaluating your gualifications, we may contact you to provide additional information. In this case, you will
receive a notification with instructions. Thank you for your interest in joining our team!

Inactive ()

Job Title Job Req Wy Application Status Date Submitted Action

Senior Inspector - Plumbing 24-13046 Application Received February 7, 2024
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