
  

     
         

 

 
     

Applicant Guide 

Follow these simple steps to apply for a State job at California State University, San
 
Bernardino. For your convenience, this guide can be used for new and returning
 
employee/external applicants. 


Note:
 
Please be advised that your log-in will expire after 20 minutes of inactivity.
 



  

 
 

 

Welcome to CSUSB
 

To access the 
employment page 
please select the 
Employment link 



   
      
   

Welcome to the Employment Page 
If you already have a NEOGOV account please select the applicant login, 
otherwise feel free to look through our current openings 



 

     
       

     

    
    

Applicant Login Page
 

If you have a current username and password feel free to login, a username will usually
 
be different from the email address provided to create an account. 


An account can also be created from the link on the right. 


If you have forgotten your username or password, you can reset 
them from the links below Sign In. 



   
  

 

You can also create an 
account or sign in from the 
Apply link on a Job Posting. 



  
  

 
 

To create an account 
simply provide your email, 
username, password and 
answer a question. 



    
    

   

            
      

You can choose to Import your Resume. 
Either transfer your resume from LinkedIn 
or upload from your computer. 

If you chose to skip this step, this option will not be provided again. You will be able to 
upload your resume as an attachment before you submit the application. 



   
 

   
 

  
 

 

 
 

  
  

  

If you choose to upload your 
resume, your information will 
be automatically included in 
your profile. 

Please be sure to add any 
information that was not 
automatically entered. 

All required fields will be 
flagged. 

Once you have completed a 
section, a check mark will 
appear next to it. 



   
  

 
 

  
  

  
 

 
 

 
  

 

If you have uploaded 
a resume, your work 
experience will 
automatically fill. 

You can still edit and 
add any information 
or additional work 
experience. 

Work Experience 
information is 
required. You must 
complete the Work 
Experience section. 



       
     

Start Date 

Month • Year ' 

Select Month 
.. 

Select Year 
.. . . 

Comp11ny/Agency N11me • End Date 

Month • Year ' 

Select Month Select Year 

Address 

Reason for Leaving 

City • 

State · 

Select a state • • Supervisor 

Zip Code Country 
Name Title 

Select a country • • 

Phone Website 

Dutlff Summary • 

May we contact this employer? 

r Yes ,.. No 

Position Title • Hours/Week • 

Monthly Salary Employees Supervised 

Fields marked wtth an asterisk n are required 

If you chose to skip the upload a Resume or would like to add 
additional work experience, enter all the information as shown. 



 
 

 

 
 

 

 
  

  
 

 
 

  

Add Education 
Information, 
please include 
most recent 
and complete 
education 
information. 

This can 
contain, but is 
not limited to: 
High School 
Diploma, 
Bachelor’s and 
Master’s Level 
Degrees. 



  
 

 

Please include any 
additional information 
that is relevant to you. 



  

Job Details Apply l 

• References (1) 

References 

Reference Type 

Professional 

Name 

Jane Doe 
Executive Director 

Address 

5500 University Pkwy 
San Bernardino, CA 92407 
us 

Phone 

(909)537-5138 

Email 

hrdept@csusb.edu 

0 Add Reference 

Edit " 

-

Please include no less then 3 Professional References.
 



         
 

      

If you were not able to submit your Resume upon creating your account, you can add it
 
as an attachment. 


You can also attach your cover letter and any additional documents. 




   
 

Agency Questions 

The purpose of the followfng questions is to obtain additional job related information to evaluate you for 

the position you are applying for or to provide us with statistics needed to evaluate our recruitment 

program as well as to prepare statistical reports required by Federal, State and local agencies. 

*01 Are you et least 18 years of age and able to submit proof at the time of 

employment? 

'i'Yes ,,,.No 

*02 If an offer of employment is made can you provide proof of your legal right to 

work in tile U. S.? 

r. yes rNo 

*03 Are you currently employee or have you ever been employed by CSUSB or 

any other CSU Campus? 

r.ves ,,,.No 

*04 If yes, please list the campus, dates of employment and positions held. 

Administrative Suppo rt Assistant 11, Records, Registration & Eva! uat ions June 

2013-Present 

Student Assistant, Recreational Sports September 2011-May 2013 

*05 Have you worked under any name other than what's stated above? 

*06 If yes, please list. 

NIA 

*O 7 Are you related to any current/former CSUSB employee? 

4 Yes ,.No 

*08 If yes, please list their name, relationship, depanment, dates of employment, 

and position held_ 

Sam Coyote, Brother, Center for International Studies & Programs, 

September 2003-Present, International Academic Program Officer 

*09 If a Cf:1lifomia Driver's License is a specified requirement for the position in 

which you are apptying, do you have a valid California Driver's License? 

r.ves ,.No 

*1 O ~yes. indicate type. 

*11 

*12 

r Class A 

,. Class B 

11 ClassC 

If you replied 'Yes' to the above question, upon hire you will be enrolled in the 

CA OMV Employer Pull Notification program. If No, is there anything which 

would prohibit you from obtBining B California Driver's License? 

N/A 

Have you ever been dismissed from employment? 

ryes 4 No 

*13 If yes, please explain why. 

N/A 

*14 Are you currently a student at CSUSB? If yes, please indicate your starus_ 

N/A 

Proceed to review 

Please be sure to answer all agency questions 
as shown below. 



     
    

       

  

In addition to the Agency Questions, some positions will require Supplemental 
Questions. If a position requires Supplemental Questions, please carefully read through 
and answer with a detailed response. Example 1 is not an acceptable response. 

Example 1 Example 2 



         
       

 
  
  

 

You will have a chance to Review all Application information before proceeding to Certify
 
and Submit. Please take your time to make sure all information is correct and complete.
 

Once finished 
simply click the 
Certify and Submit 
button. 



           
       

     

On the page, be sure to Certify & Submit by clicking the Accept & Submit 
button. This will Submit your application for review. You will receive a confirmation email 
that CSUSB Human Resources has received your application.  



    

Application Submitted! 
Successfully submitted on 5/06/2014 at 11:20 AM Pacific Time 

You can check the status of this application by visiting "Appl ications" in the main menu bar. 

Thank your applying for employment with California State University, San Bernardino. We have received your application. You will receive 

instructions by email and/or mail as to the next step in the process. 

The review process may include one or more of the following: application review and evaluation, performance test, wrinen test, and/or oral 

interview examination. 

Questions asked during the interview process are based on the knowledge and abilities required to successfully perform the job. 

Congratulations! You have successfully submitted your application!
 



   
       

 

Once your application is submitted, your profile will be saved for future 
applications. You will still have access to edit your profile for future 
applications. 
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