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	Slide text:
How to Apply for a Job at CDOT

	Welcome to the How to Apply for a Job at CDOT course.  This course is designed to help you understand how to apply for a job at CDOT.
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	Learning Logistics
	Slide text:
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	This course is broken out into six different sections.  The first section is an introduction that provides the details of what you need to know about applying for a job at CDOT.  In the second section, you will learn about how to search for a job in NEOGOV, the State of Colorado’s Job Application Software.  In section three, you will learn how to create an account in NEOGOV.  In section four we cover how to read the job announcement and what is important to you as an applicant.  In the fifth section you will learn how to use you NEOGOV account to apply for a job at CDOT.  In the final section covers what happens to your application, the types of communication and where to go for help.  But before you can begin let’s learn how to navigate the course.  By the way, if you only want to learn about a specific topic click on the tile of the section you want to review to go directly to that section.  
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	Navigation, Resources and Glossary
	Slide graphic:
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	As you go through the course there are a couple of items you can use to help you learn.  The first is the Resources link as indicated by the red arrow.  This contains copies of all of the documents referenced in this course.  
The Glossary tab displays an alphabetical list of terms that are used throughout the course.  Anytime you are uncertain about a term, this is the best place to look.  Unlike the resources link clicking on the glossary does not pause the course.  
If you want to navigate within the course use the previous or next buttons or click on the slide you want to navigate to under the menu tab.  There is also a search field located at the bottom of the Menu tab that brings up all of the slides related to your search.
The progress bar displays your progress within a slide.
If for any reason, you need to close the course before you have completed it, you will be returned to the page you were on once you log back into the course. Now let’s get started by going to the Course Overview.
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	Course Objectives
	Slide Text:
At the end of this course you should be able to:
· Navigate to the State of Colorado job page
· Describe how to search for a job 
· Create a NEOGOV account 
· Identify sections of the job announcement and how they relate to your application
· Apply for a job using your NEOGOV account
· Describe the post application process 
	Upon completing this course you should have an understanding of the objectives on this slide.  Please take a minute to review these before you continue.  When you are done click the next button.


	
	Navigation
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	Button 1 Getting Started – This section provides you with an overview of what you need to know prior to applying for a job at CDOT.  Let’s look at what you will learn in detail.  Upon completing this section you should be able to:
· Describe what positions exist at CDOT 
· How to locate the SOC job page
· Describe Jobs you are able to apply for  
· Identify what you need to prepare prior to applying
· Describe what is used to determine residency
· Identify when new Jobs are posted


	Section 1 – Course Overview
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	Section 1 - Overview
	Slide graphic:
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	This section provides you with an overview of what you need to know prior to applying for a job at CDOT.  Let’s look at what you will learn in detail.  
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	Section Objectives
	Upon completing this section you should be able to:
· Describe why you should work for the State of Colorado 
· Locating the SOC job page
· Describe what Jobs are  open for all job applicants 
· Identify what you need to prepare prior to applying
· Describe what is used to determine residency
· Identify when new Jobs are posted

	Take a moment to the objectives for this section of the course.  Upon completing this section you should be able to perform each of the listed objectives.  When you are done reviewing the section objective click the Next button.  

HOVER TEXT:

At the end of this section, you should be able to: Describe what jobs are available at CDOT.  Locate the State job page.  Describe what jobs are open for all applicants.  Identify what you need to prepare prior to applying.  Describe what is used to determine residency.  Identify when new jobs are posted

This section covers: How to search for job using the search for a job field.  Using the filter feature to refine your search by Location, Department, Job Category, and Salary.  Identifying what to do if you do not find a Job that matches your skills.
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	Why you should work for CDOT
	Accordion Interaction
· Introduction 
· Maintenance
· Engineering 
· Technical and Professional 
	CDOT employs 3,100 employees in a variety of technical and professional to oversee the state’s highways, bridges, and other transportation and aviation programs.  CDOT offers job opportunities that match virtually anyone’s background, education and experience.
CDOT also offers meaningful careers, promotional opportunities, professional development, competitive pay, great benefits, and statewide locations.  Jobs at CDOT fall into three different categories.  Click on the tabs that most closely match your experience to learn more.  


	7A
	Maintenance
	Positions in Maintenance include:
· Transportation Maintenance Workers that plow snow and perform roadway maintenance, 
· Heavy Equipment Mechanics
· Electrical Tradespeople
· Welders
· Storeroom Workers
· Building Crew Members
· General Laborers
[image: ]
	CDOT offers many opportunities in the field of Maintenance is responsible for maintaining the State’s transportation infrastructure.  
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	Engineering

	Positions in Engineering are from entry level to licensed professionals for the following positions:
· Engineering Assistant
· Engineering Technician
· Civil Engineering Project Manager
· Engineer-in-Training
· Licensed Professional Engineer
[image: ]
	Engineering activities include design of roadways, runways and bridges; construction project management; hydraulic and geological investigations; materials design and testing; traffic analysis and Intelligent Transportation System integration, among others.
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	Technical and Professional
	Jobs in the Technical and Professional areas include:
· Accounting
· Administrative Support
· Appraisal
· Audit
· Budget
· Business / Management
· Human Resources
· Purchasing/Contracting
· Risk Management and Safety
· And many others
[image: ]
	There are also a variety of positions at CDOT other than Maintenance and Engineering.  These positions provide services in support of both internal and external customers.  
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	Locating the SOC Job Page
	The State of Colorado can be found at www.colorado.gov/dhr/jobs from her you can:
· See all job opportunities for the State, including jobs at CDOT
· Create a Job Interest card to be notified when a position matching you skills becomes available 
· Connect with help resources 
If you do not know how to create a bookmark click HERE for instructions.  
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	The State of Colorado job page can be found at www.colorado.gov/dhr/jobs  and can be accessed from the link on this page.  To make it easy to find create a bookmark open the page and press the Control + D keys.  Click on the “here” link if you need help with creating a bookmark.  

	9
	Jobs open to all applicants
	Open Competitive jobs are open to all applicants.   
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	Open Competitive jobs can be found on the job page under the Apply for State of Colorado Job Opportunities heading as indicated by the red arrow.  Once you click on this link you are able to search for job.  Promotional and Transfer Job Opportunities are only open to internal applicants.  Now let’s look at the residency requirement.

	10
	Residency Requirement
	The State of Colorado requires all applicants to be a resident of the state of Colorado with the following exceptions:
· Work is primarily performed within 30 miles of the border
· It has been waived by the State Personnel Director of State Personnel Board. 
The residency requirement is listed under the job title 
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	The Colorado Constitution, Article XII, Section 13 requires that applicants for state classified government jobs be residents of Colorado, unless this requirement is either performing work primarily 30 miles within the state border or waived by the State Personnel Director or the State Personnel Board. 
The residency requirements of the position are listed under the job title of the printed job announcement.  As shown below.  

	11
	What to prepare before applying
	Checklist interaction
Prior to applying for a position you should prepare the following:
1. A resume of you work history
2. Your contact details
3. Work history
4. Education
5. Optional Information
6. References


	To make the most of your time, prepare the following:
Once you create your account, you will be presented the opportunity to import your resume.  If you do not have one you will need to create it in the system
Your contact details include your address, phone number, email address and optionally your driver’s license and employment preferences
For work history you need the name, contact details and dates worked 
In this section you will need to the name and contact details and dates attended
Depending on the position you are applying for you may be required to enter Certificates and Licenses, skills languages and answers to supplemental questions 
You will also be asked to provide the name and contact details for your references  
If you do not have the information you need for any of the sections you can always log back into your account. Click on the Resources link for a checklist you can print out of what you may need to apply.

	12
	When are New Positions Posted?
	Positions may be posted anytime and duration.   To increase your chance of finding a position:
· Check the jobs page frequently 
· Fill in a Job Interest Card
· Complete the NEOGOV profile 
[image: ]
	Positons may be posted at any time there is vacancy and may be posted for anywhere from three days to a couple of weeks.  
To increase your chances of finding a position that matches your skills check jobs page frequently, submit a Job Interest card and be prepared to apply by completing your NEOGOV profile.

	Section 2 – Search for a Job

	
	Section 2 – Search for a Job
	Slide graphic:
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	Now let’s get started with the first section.  This section explains how to use NEOGOV to search for a position.  
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	Section Objectives
	Upon completing this section you should be able to:
· Describe how to search for job using the search for a job field
· Describe how to use the filter feature to refine your search (location, Department, Job Category, and Salary
· Identify what to do if you do not find a Job that matches your skills
	Take a moment to review the objectives for this section of the course.  When you are done reviewing them, click the Next button.  
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	Searching for a Job
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	Click on the video below to learn how to search for a job


	Now’s let’s get started by searching for a job.  You have already seen the main job page so we are going to start here.  Click on the Open Competitive Job Opportunities link.  This takes you to the Job Opportunities page. Scroll down to the bottom of the page and you will see the search field.  Left click on this field and enter the type of work you do, in this example, maintenance.  Notice as you type the system makes suggestions about jobs matching your search criteria.  Click on the word maintenance and all open maintenance positions in the State display.  It looks like there are 55 as shown here.  Now let’s filter this to make it more relevant.  
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	Filter a Job Search
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	Click on the video below to learn how to filter a job search

	Now let’s look at filter option to narrow down the job search.  Filtering allows you to search for a job by location, a department, job category and even salary.  First we want to clear the search.  Click on the “X” next to the word maintenance in the search field.  Now let’s set up filter by clicking on the Filter button.  In this example, we are going to search for Maintenance positions within the Department of Transportation.  Click on the filter link and then select department and then Department of Transportation.  Note that the grey screen to the left updates and shows XX postings.  Now let’s select the job category link and then maintenance.  Great!  It looks like we are down to nine jobs.  Click anywhere to the left, the grey area to display the results of your search.  You can combine any of the search criteria to find the right job in the best location.  If no jobs display try widening your search.  
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	Create a Job Interest Card
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	Click on the video to display the process for creating a job interest card.  

	Now let’s learn how to create a job interest card.  This allows you to be notified when a position you want becomes available.  Click on arrow to the right of the menu and then Job Categories/Job Interest Cards link.  Now, select the categories that match your skills in this example the Building & Grounds Cleaning Maintenance and Maintenance.  Now all you need to do now is click the green subscribe button and step is to enter your contact details.   Be sure to double check your email address as this is how you will be contacted and click submit.  You will now be sent emails about these type of jobs for the next 12 months.  
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	Section 3 – Create a NEOGOV Account
	Slide graphic:
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	Once you have found a position you will need to be able to apply for it.  This section covers the creation of the NEOGOV account which is the first step in the application process.     
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	Section Objectives
	Upon completing this section you should be able to:
· Create a NEOGOV account
· Log into an existing NEOGOV account 

	Take a moment to review the objectives for this section of the course.  When you are done reviewing them, click the Next button.  

	19
	What you need to create a NEOGOV account
	To create a NEOGOV account you will need the following:
· An email address
· A unique user name
· Password

If you do not have an email address click HERE to create one.

	To create your NEOGOV account you need an email address and a unique user name.  You must also have a unique password that is 8 characters in length that contains upper and lower case, symbols, and a number.  If you do not have an email address click the word here to create one.  Now let’s watch a brief video that shows you how to create your account.Must be at least 8 characters in length and contain upper and lower case letters, numbers and symbols

	20
	Create a NEOGOV account
	Engage Process Interaction Arrows
Introduction
Enter https://www.colorado.gov/pacific/dhr/job-opportunities-2 in the taskbar as shown below.

[image: ]

Step 1
Now click on the Sign in link. This displays the Sign in page.
[image: ]

Step 2 
Click on the Create an account link.
[image: ]
	Introduction 1124 x 844
The process to create a NEOGOV account is simple.  Let’s start from an open browser.  Start by entering https://www.colorado.gov/pacific/dhr/job-opportunities-2 in the address bar of your browser and press enter.  This takes you to the 
Step 1
Even though you do not have an account you need to click on the Sign in link to create your account.  This is indicated by the red arrow.
Step 2
Click on the create account tab as indicated by the red arrow.  You can also sign in with your LinkedIn or Facebook account but it is not covered in this section. 
Great!  You are now ready to create the account. Let’s get started by clicking on the email field and entering the email you want to use for the account in this example work503522@gmail.com.  Next we need to enter a username.  In this example, samplejob219 is used to make it easy to remember.   Now enter the password you want to use for the account and the create button.  #Ry90kl0w

Step 6 
Click on the Create button and you have created your NEOGOV account.  Next you come to this page all you have to do is click sign in and enter your user name and password.  
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	Log in
	To log into your account:
1. Go the Job Opportunities page 
2. Click Sign in
3. Enter your user name and password 
[image: ]
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	Let’s start from the Job opportunity page to log into an account, first click on the sign in button.  When the sign in screen displays enter your user name and your password.  If you forgot your user name or password, use link located below the sign in button and enter your email address when prompted.  You will be sent email with the requested information.  Now let’s complete the sign in process by clicking on the sign in button. #Ry90kl0w.  Now enter the text from the picture and the proceed button.  You have successfully logged into your account
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	Section 4 – Create a NEOGOV Account
	Slide graphic:
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	Once you have found a position you will need to be able to apply for it.  This section covers how to read and print a job announcement.       
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	Section Objectives
	Upon completing this section you should be able to:
· Printing an announcement
· Describe the what the different sections of the job announcement mean
	Take a moment to review the objectives for this section of the course.  When you are done reviewing them, click the Next button.  
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	Printing the Job Announcement
	Click on the video below to show you how to print the job announcement.[image: ]






	You are able to print a job announcement by clicking on print icon located at the top of any open job announcement.   This displays a new window with the job announcement in a printable format.  Right click on the window and select print.  This displays your print menu.  From here all you need to do is click print.  Now let’s take a look at what you should be looking at when you read a job announcement.
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	Reading the Job Announcement
	The job announcement is a communication tool.  It provides:
· What we want you to know about the position
· What we want you to tell us about your experience
· What you must do to qualify
Section A
[image: ]
Section B
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Section C
[image: ]Section D
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Section E
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Section F
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Section G
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Section H
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Section I
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Section J
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Section K
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Section L
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Section M
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	Introduction
The Job Announcement is a communication tool.  We are telling you what we need from you to assess your knowledge, skills and abilities.  If you do not tell us in writing how you fit with what we ask then we have no way of knowing your qualifications.   Now let’s go through a sample announcement.
Section A
This is the basic details of the position. Pay attention to the location and when the position is closing.  You don’t want to miss out.  
Section B
This section tells you about who we are as an organization and what we do.  If benefits are provided then you will be given the details of the benefits here.  
Section C
This section is very important to you because it describes the details of what you will be doing.  Take a look at each of the bullets and ask make sure you have the details.   Notice the detail of what we are asking match this in your resume and give the years of experience.  For example, if your resume only stated you repaired trucks.  We wouldn’t have the details we need.  What on the truck did you work on and what skills did you learn in your job?  Do you have any certifications we need to know about?  All of this will help us to understand the skills you bring.
Section D
The details of the position are next.  This lists any special travel requirements, physical activities of the job and exposure to hazardous situations and tools you will need to use.  

Section E
The minimum qualifications of the job you are applying for a listed next.  This section lists the types of equipment.  This will help you determine if you are qualified.  Pay attention to bold and bulleted information when reading this section.  For example the AND between automotive and Heavy Equipment meaning you should have a combination.  
Section F
This is what an exceptional applicant would look like and this is how we evaluate you application.  We are not trying to trick you, this is what we want you to demonstrate to us in your application.  Use this like a checklist when reviewing you application.  
Section G
This is an optional section and may or may not show up for your position.  In this case, it lists conditions you must maintain to be employed and continue to be employed at CDOT.

Section H
The Employment Screening section describes what kind or background check or employment screening that will be performed.  Reading this section will inform you of your rights and the requirements.

Section I

This is another section to pay close attention to when you apply because it lists everything you need to submit to have a complete application.  If your application is not complete you will not be considered for the position.

Section J

This section details your rights and the assessment process.  

Section K

This section contains more information about your rights, who to contact if you have questions, and how to apply.

Section L
In some cases we need additional information that doesn’t fit into an application.  If this is the case, then we will ask supplemental application questions.  There are not optional and must be submitted to complete your application.  

Section M
In the previous section the questions were yes and no.  This section requires more specific answers.  When filling this in read the question carefully and answer each part of the question.  Typically this is how we determine who is an exceptional applicant.  

Conclusion

Although it seems like the announcement is very long it is because we want to give you the information you need to successfully share your knowledge with us.  

Now let’s look at how to apply for a job.
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	Section 5 – How to Apply for a job.
	Slide graphic:
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	Now let’s look at what happens after you apply.  
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	Section Objectives
	Upon completing this section you should be able to:
· Describe the best way to frame your experience (using the job duty worksheet
· Describe how to use your NEOGOV profile to apply for a Job
· Identifying if you have a complete application (responding to Questions)
	Take a moment to review the objectives for this section of the course.  When you are done reviewing them, click the Next button.  
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	Framing your experience
	When preparing your resume
1. Read the announcement thoroughly
2. Change your resume so qualifications can easily be found
3. Don’t be shy
4. Use the Job Duty worksheet to help you state your experience

	Before you are able to frame your experience be sure to read the announcement paying particular attention to the qualifications section and change your resume so each can be easily found.  Also, this is not the time to be shy stating what you so is important to you success as an applicant.  The Job duty work sheet will help you state your experience.  Let’s take a look at that now.
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	Using the Job Duty Worksheet to frame your Experience
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	We have created a Job Duty worksheet to help you describe your experience.  To use the worksheet, go to the section that contains the exceptional applicant list.  Place the bulleted list in each in the minimal job duty description.  Now all you need to do is fill in what you used to perform that task.  The last step is to combine the two columns into narrative for your resume, as shown by the third column.  Placing this in your resume as a bullet point or in your work experience gives us the detail we need to understand your work experience.  A copy of the Job Duty Worksheet can be found by clicking on the resources link.  
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	Describe how to use your NEOGOV account to apply for a Job
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	Click on the video below to learn how to use your NEOGOV account to apply for a job

	Once you are ready to apply you can use your NEOGOV account to apply for a position.  You must have the account set up to apply.  In this example, we are going to apply for a XXXX position.  So let’s open that link.  The job displays.  We have already reviewed and application and are ready to apply.  Let’s start by selecting the Apply button.  The Sign in to Apply screen displays.  From here enter your user name into the first field followed by your password.  Now click the sign in button.
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	Identifying if you have a complete application (responding to Questions)
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	Remember, we want you to be successful.  To help you we describe what you need to submit for a complete application.  In addition to a complete application, we may require answers to supplemental questions and verification of licenses.  If your application is not complete then you will be not be considered.  
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	Section 6 – What happens after I apply?
	Slide graphic:
[image: ]
	Now let’s look at what happens after you apply.  
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	Section Objectives
	Upon completing this section you should be able to:
· Understand what happens after you apply for a Jobs
· Identify the timeline of the application process 
· Describe what the letters from HR mean
	Take a moment to review the objectives for this section of the course.  When you are done reviewing them, click the Next button.  
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	After you apply
	After you apply a comparative analysis of your application occurs.  This includes an
· Application/resume review
· Oral board/structured interview
· Optional - Written narrative

[image: ]
	After you submit your resume, a comparative analysis is conducted.  This is where your application is evaluated against the position requirements.  If successful, you will move on to an Oral Board or structured interview with three to five Subject Matter Experts.  
Optionally, you may be asked to submit a written narrative.  This is where you complete an exercise at home and submit it for review.  This is evaluated by Subject Matter Experts.  You will notified of all evaluation and the results.  Now, let’s take a look at the types of communication you may receive.   
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	The following are emails you may receive by step in the application process:
· Automatic NeoGov email Application Submitted
· Application Received
· Met Minimum Qualifications
· Did Not Minimum Qualifications
· Application Review FYI
· Oral Board Assessment FYI
· Oral Board Scheduling 
· Did not Pass Assessment
· Referral Email
· Eligible List Email (Not Referred)
· Not Selected

[image: ]
	It is our goal to keep you informed about your application.  The first communication you will receive is that you applied.  After that you will receive emails based on whether or not you have passed onto the next stage of the application process.  
Click on the list of letters to display a sample.
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	Conclusion
	Slide graphic:
This concludes the course for help:
· With a specific job contact the HR Analyst listed in the job anncouncement
· With general HR questions contact the CDOT HR at 303-757-9216 
[image: ]

	This concludes the How to Apply for a Job at CDOT course.  If you need help on a specific job then contact the HR Analyst responsible for recruitment.  
Best of luck on your job search and thank you considering CDOT as an employer!
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SECTION A

STATE OF COLORADO
ites applications for the posi

Heavy Equipment Mechanic

This posi

n is open only to Colorado state residents.

CLASS TITLE: EQUIPMENT MECHANIC IIT

LOCATION: XXXX, Colorado

PRIMARY PHYSICAL WORK ADDRESS: XXXX

SALARY: $XXXX - $XXKXX Monthly

SALARY NOTE: Although the full salary range for this position is provided, appointments are typically
made at or near the range minimum.

FLSA STATUS: Non-Exempt; position is eligible for overtime compensation.
OPENING DATE: XX/XX/XX

CLOSING DATE: XX/XX/XX

OB TYPE: Full Time

DEPARTMENT INFORMATION:

COLORADO

Department of Transportation

n is only open to Colorado state residents.
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SECTION B

About CDOT
The Colorado Department of Transportation is a billion dollar multi-modal engineering, planning,
and roadway maintenance business dedicated to a mission to provide the best multi-modal
transportation system for Colorado that most effectively and safely moves people, goods, and
information. CDOT, with more than 3,300 employees assigned throughout the state, is
responsible for a 9,146 mile highway system including 3,447 bridges. Each year this system
handles over 27 bilion vehicle miles of travel. Although the Interstate system accounts for only
about 10% (914 miles) of the total mileage on the state system, 40% of all travel takes place on
our Interstate highways. In addition, CDOT's Aeronautics Division supports Colorado’s general
aviation community through distribution of entitlement funds, an aviation grant program, and
long-range system planning in partnership with Colorado’s general aviation airports. CDOT's
Division of Transit and Rail is responsible for the planning, development, finance, operation, and
integration of transit and rail services into Colorado’s overall transportation system.

CDOT's core values of safety, people, integrity, customer service, excellence and respect make
CDOT a great place to work, making Colorado a great place to live

CDOT offers a variety of benefits for employees including:

Annual leave (accrued based on years of service, starting at 8 hours a month)
Sick leave accrued at 6.66 hours a month
10 paid holidays per year

Medical and dental plans

State paid life insurance policy of $50,000
Choice of 2 retirement plans

401K and 457 plans

State paid Short Term Disability coverage
Credit Union Membership

Work life programs

Tuition reimbursement programs

Training
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SECTION C

DESCRIPTION OF J0B:
This position is located in the Region XX Equipment Shop. As an Equipment Mechanic I1T, you wil
inspect, diagnose, troubleshoot, and repair all equipment, primarily but not limited to heavy and

specialized equipment, to ensure readiness and operational safety on a 24 hour a day, 7 days a

week basis in all weather conditions

Vehicles and equipment include, but are not limited to, 10-ton double axle snowplows, tractor-
trailers, bulldozers, motor graders, paving machines and 15' mower tractors.

Major duties and responsibilities include, but are not limited to:

Diagnose and repair vehicle and equipment malfunctions on all major systems including gas
and diesel engines, transmissions, brake systems, differentials, drivelines, generators,
rear-end assemblies, carburetors, and hydraulic, pneumatic, fuel, ignition, electrical and
cooling systems;

Work on vehicles and equipment such as: 10-ton double axle, snowplows, tractor-trailers,
front end loaders, motor graders, paving machines and 15’ mower tractors;

Diagnose, repair, rebuild and overhaul systems and parts; order parts and

supplies; estimate the extent of repairs and associated costs and labor;

Design, fabricate, machine and weld special-use parts and accessories;

Conduct preventative maintenance inspections and safety checks; instruct operators in the
use and care of vehicles and equipment;

Prepare vehicles for exhaust emissions sampling and testing by performing air pollution
control maintenance, inspection, repair, and diagnosis;

Prioritize assignments and ensure maintenance shop is maintained in a clean, safe, and
organized manner;

Respond to emergencies and travel to remote locations in adverse weather and road
conditions to perform all mechanical repairs on CDOT equipment;

Inspect, diagnose, and repair computer-controlled equipment;

perform record keeping and documentation on all assigned units; prepare and audit work
orders using SAP software; utilize spreadsheets for documentation and tracking;

Use computers with various software applications for data input, records

management, and e-mail in support of job assignment;

Attend industry training to remain current on equipment and repair techniques as well as
various general training sessions for CDOT;

Provide training for field employees in various aspects of equipment maintenance,
inspection, diagnostics and repair, including brake adjustment training;

Other duties as assigned.
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SECTION D

Work Environment:

Expected work schedule is Monday through Friday, from 7 am to 3:30 pm
May be required to respond to emergencies outside regular work hours and work overtime
including weekends and holidays

Some on-call time is required

Must provide the supervisor with a telephone number where he/she can be reached for the
purpose of responding to an emergency

Required to lift up to 70 Ibs

Required to bend, kneel, climb in/out of trucks when maintaining and repairing equipment
Required to use appropriate personal protective equipment

Required to work with chemicals and cleaning products

Required to operate CDOT vehicles

Must be able to read, understand, follow, and give oral and written instructions in English
Frequent travel during work day to perform field repairs, as well as to attend trainings and
meetings

May be required to work in extreme temperatures and weather conditions for long periods
of time - hot and cold

Exposure to loud noises

Exposure to fumes, odors, gases, dusts, etc. that may affect breathing, eyes and skin
Exposure to High Voltage (anything over 600V) and electrical shock

Must be able to hear and communicate via cell phone and state radio to relay information
and respond to field calls

Due to locations of some of the equipment, must be physically able to work at 9-10,000
feet altitude

Required to use computers to accomplish everyday work duties

This position is required to have a Colorado Commercial Driver's License Class A or B with
no restrictions on air brakes within 6 months of hire

New employees are required to attend two weeks of maintenance training in Golden
Veteran CDOT employees are required to attend maintenance training one week out of
each year at Camp George West in Golden. During training, you will be provided with
housing and meals.
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SECTION E

MINIMUM QUALIFICATIONS, SUBSTITUTIONS, CONDITIONS OF EMPLOYMENT & APPEAL
RIGHTS:

This experience must be specifically documented on your application. Additional information
submitted after the closing date of this announcement will not be considered in the review
of your application.

+ Four years of progressively responsible experience in automotive AND heavy equipment repair,
that includes at least ONE year of experience with diagnosis and repair of heavy diesel
equipment such as 10-ton double axle snowplows, tractor-trailers, bulldozers, motor graders,
paving machines and/or 15" mower tractors, with current proficiency at the journey level.

Licensing Requirements: Must obtain a Colorado Commercial Driver's License (CDL) Type A or
B with no restrictions on air brakes within six months of hire.

Substitution: Satisfactory completion of a formalized apprenticeship program, or higher level non-
correspondence coursework from an accredited college or technical school, beyond high school, in
automotive and diesel equipment mechanics or heavy equipment mechanics may be substituted for
the required general experience.

Unofficial transcripts or a copy of your certificate of completion are required if substituting
this education for experience and may be uploaded within your online application.
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SECTION F

Stronger candidates will be those that demonstrate depth and breadth of skill and ability, through
a combination of professional experience and formal training, to successfully perform the duties
and responsibilities of this position.

The Exceptional Applicant will be an experienced Heavy Equipment Mechanic and will possess
the proven ability or accomplishment in the following:

Demonstrated success with the duties as listed in the Description of the Job section;
Highest work/personal ethics and integrity;

Extensive experience with troubleshooting, diagnosis, and repair of automotive and heavy
duty diesel vehicles and equipment, up to 10 tons s highly desirable;

Extensive experience designing and fabricating parts and special tools needed for unique
and emergency situations;

Medium/Heavy truck ASE Certifications in Diesel Engine, Drive Trains, Brakes, Suspension
and Steering, Electrical/Electronic Systems, Heating, Ventilation and A/C is preferred;
Effective interpersonal and relationship building skills;

Effective oral communication and customer service skills;

Strong attention to detail and accuracy;

strong reasoning, analytic thinking, troubleshooting and problem solving skills;

Use of innovative approaches when performing repairs, with consideration for available
resources, budget, time, efficiency, and safety;

Flexibllity in adapting to changing circumstances;

Strong commitment to safety;

strong positive and can-do attitude;

Self-starter and motivated to accomplish assigned tasks;

Conscientious, organized, and reliable in maintaining the shop and completing assigned
duties;

Strong attention to technical detail and accuracy;

Ability to quickly learn with minimal direction;

Ability to adapt to changes in work assignments and environments;

Ability to work effectively in both independent and team situations;

Must have knowledge and know-how to use computers for vehicle diagnosing, data input,
record keeping and email, and have the ability to quickly learn software
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SECTION G

Necessary Special Requirements: The following conditions must be met and maintained in
order to be employed and/or continue employment at CDOT :

« Must pass the Commercial Driver's License (CDL) written exam to obtain CDL permit within

2 months of hire

« Must obtain a Colorado Commercial Driver's License (CDL) class A or B with no restrictions

on air brakes within 6 months of hire

o Must pass a pre-employment medical physical exam and a controlled substance test (i.e.
drug test)

« Must be willng to respond to emergencies outside regular work hours and work overtime
including weekends and holidays

« Must be willng and physically able to work in extreme temperature and weather conditions

for long periods of time.

« Must provide the supervisor with a telephone number where he/she can be reached for the

purpose of responding to an emergency
Must be able to read, understand and follow oral and written instructions in English
Required to lift up to 70 Ibs

Required to bend, kneel, climb in/out of trucks when maintaining and repairing equipment
Must be able to hear and communicate via cell phone and state radio to relay information
and respond to field calls
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SECTION H

Employment Screening
If an applicant reaches the finalist stage of the hiring process, the Colorado Department of
Transportation may procure a consumer report and/or investigative consumer report on the applicant
in connection with his/her application for employment purposes, as defined under the Fair Credit
Reporting Act. These reports may be obtained at any time after receipt of the applicant's
authorization. As part of the employment screening an applicant will be requested to disclose any
differed judgments and convictions as well an explanation of the circumstances around any arrest or
conviction. In the event that a screening returns information that the applicant believes is not accurate,
he or she will have an opportunity to dispute the information with “TC logiQ".

TC logiQ, a consumer reporting agency, will obtain the report for CDOT. Further information regarding
TC logiQ, including its privacy policy, may be found online at www.TClogiQ.com. TC logiQ is located at
629 N. Weber St., Suite 7C, Colorado Springs, and can be reached at 877.825.6447.

The report may contain information bearing on the applicant's character, general reputation, personal
characteristics, and mode of living. The information that may be included in the report includes: social
security number trace, criminal records check, public court records checks, education records, and
driving records checks. CDOT will only request credit reports insofar as they relate to the position for
wihich the applicant is applying. The information contained in the report will be obtained from private
and/or public record sources. The applicant will have the right, upon written request made within a
reasonable time after receipt of a notice, to request disclosure of the nature and scope of any
investigative consumer report.
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SECTION I

SUPPLEMENTAL INFORMATION:
Applicant Checldist: Only complete applications submitted by the closing date for this
announcement will be given consideration. Immediately after you submit your application you
should receive an email that confirms that you successfully submitted an application for this
position. If you do not, try submitting again until you receive the confirmation email. Be sure to
also check your junk folder for email communications from the State of Colorado’s website.

Complete Applications must include the following document:
1) A complete CDOT Application for Announced Vacancy (please submit online using the link in this
announcement)

2) A complete Supplemental Questionnaire (must submit online as part of your application)

3) To verify CDL Licensure: A copy of your current (dated within the last 30 days of the
announcement’s open date) satisfactory Colorado Motor Vehicle Record (MVR) that does
not exceed the CDOT Driver record standards as listed above; **NOTE : YOUR MOTOR VEHICLE
RECORD MUST BE ISSUED BY THE COLORADO DEPARTMENT OF MOTOR VEHICLES**. Also,
all applicants participating in the assessment process do so at their own expense.

The MVR and the HTF release need to be either attached to your on-line application or sent to:

Colorado Department of Transportation

Strategic Workforce Solutions

4201 E. Arkansas Ave. #290

Denver, CO 80222

303-757-9081
manda.Parkhurst-Strout@state.co.us

Only complete applications will be given consideration. Every effort must be made to submit
transcripts by the announcement close date. Where unusual circumstances prevent timely
acquisition of transcripts, they must be submitted within five business days of the announcement
close date.

Resumes will not be accepted in lieu of a completed application, but may be used to supplement
information to the application. Failure to submit properly completed documents by the closing date
of this announcement will result in your application being rejected.

Former employees of the Colorado Department of Transportation System or any other State of
Colorado Department or Agency, who were disciplinarily terminated or resigned in lieu of
termination, must disclose this information on his/her application.
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SECTION 3

Transfer, Non-Disciplinary Demotion or Reinstatement:

If you believe that you are eligible to be considered as a transfer, non-disciplinary demotion or
reinstatement to this vacancy, you must submit a completed application following the directions in
this job announcement and you will be included in the selection process along with other qualified
applicants. If you are the finalist for this position after the selection process, Human Resources
will confirm your eligibility to be appointed as a transfer, non-disciplinary demotion or
reinstatement applicant.

The Assessment Process: Colorado Revised Statutes require that all state employees be hired
and promoted through comparative analysis of merit and fitness. Part or all of the assessment
for this position will include a review of your application material. Applications will be reviewed by
a Human Resource Specialist and/or Subject Matter Experts to determine if you meet the
minimum requirements for the position. They may also use the application material to assess and
rank applicants who meet the minimum requirements, to cut to a top group for additional
assessment, or establish an eligible list for referral to the hiring manager for final consideration.

Be sure your application material specifically addresses your qualifications, experience, work
products, and accomplishments as they relate to the Major Duties, Education and Experience
Requirements, and Exceptional Applicant sections as listed above. Upload additional pages if
necessary to fully explain your experience and accomplishments. Failure to include adequate
information or follow instructions by the deadline for application may result in your application not
being accepted for this position and may affect your inclusion as a qualified candidate in any of
step of the selection process and placement on the eligible list.

Appeal Rights: If you receive notice that you have been eliminated from consideration for the
position, you may protest the action by filing an appeal with the State Personnel Board/State
Personnel Director within 10 days from the date you receive notice of the elimination

Also, if you wish to challenge the selection and comparative analysis process, you may file an
appeal with the State Personnel Board/State Personnel Director within 10 days from the receipt of
notice or knowledge of the action you are challenging.

Refer to Chapters 4 and 8 of the State Personnel Board Rules and Personnel Director's
Administrative Procedures, 4 CCR 801, for more information about the appeals process. The State
Personnel Board Rules and Personnel Director's Administrative Procedures are available at

www. colorado.gov/spb.

A standard appeal form is available at: www.colorado.gov/spb. If you appeal, your appeal must
be submitted in writing on the official appeal form, signed by you or your representative, and
received at the following address within 10 days of your receipt of notice or knowledge of the
action: Colorado State Personnel Board/State Personnel Director, Attn: Appeals Processing, 1525
Sherman Street, 4th Floor, Denver, CO 80203. Fax: 303-866-5038. Phone: 303-866-3300. The
ten-day deadiine and these appeal procedures also apply to all charges of discrimination.
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SECTION K

ADA Accommodations: Any person with a disability as defined by the Americans with Disabilities
Act (ADA) may be provided a reasonable accommodation upon request to enable the person to
complete an employment assessment. To receive the accommodation, the person making the
request must present medical documentation that describes the disability which justifies the
accommodation. Because it requires several days for CDOT to evaluate the request and prepare
for the accommodation, it is essential for the person who believes he/she may need an
accommodation to locate or obtain the documentation that he/she intends to submit well in
advance of the assessment date. Failure to provide the medical documentation several days in
advance of a comparative analysis could make it impossible for CDOT to prepare for and provide
the requested accommodation.

To request a reasonable test accommodation for this assessment, please contact the Center for
Human Resource Management at (303)757-9216 o the ADA Representative, Rose Estrada, at
(303) 757-9211 or at Rose.Estrada@state.co.us, 4201 E. Arkansas Ave., Denver, CO 80222
several days before the assessment date

YOU MUST BE A RESIDENT OF COLORADO TO APPLY. THE STATE OF COLORADO IS AN EQUAL
OPPORTUNITY EMPLOYER.

APS (SAP #50001074/PCR #6213)

HOW TO APPLY: Thank you for your interest. Submit an on-line application by clicking the link
below or submit a State of Colorado Application for Announced Vacancy and all supplemental
questions according to the instructions provided below. Failure to submit a complete and timely
application may result in the rejection of your application. Applicants are responsible for ensuring
that application materials are received by the appropriate Human Resources office before the
closing date and time listed above

IF NOT APPLYING ON-LINE, SUBMIT APPLICATION TO:
4201 E. Arkansas Ave., Human Resources, Denver, CO 80222; Fax 303-757-0081; Email:
DOT_CDOT_Recruiting@state. co.us All application materials must be received by the closing
date/time of this announcement. Please be sure to include the name and location of the position
you are applying for on all application materials

DEPARTMENT CONTACT INFORMATION:
Amanda.Parkhurst-Strout@state.co.us or 303-757-0685

METHODS OF APPOINTMENT: Appointment to the vacancy or vacancies represented by this
announcement is expected to be from the eligible list created. However, at the discretion of the
appointing authority, the position(s) may be filled by another method of appointment for a valid
articulated business reason.
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SECTION L

Heavy Equipment Mechanic: Pueblo Supplemental Questionnaire

= 1. Have you had any disciplinary actions in your work experience during the last 3 years? If so,
please provide details of the action in the space below. If you have not had any disciplinary
actions over the last 3 years, please state "none."

= 2. Please confirm that you have either attached to your on-line application, faxed, emailed,
uploaded, OR hand delivered to CDOT a copy of your current (dated within 30 days of the
announcement's open date) Colorado Motor Vehicle Record (MVR) issued by the State of
Colorado Division of Motor Vehicles as requested in the "Supplemental Information” section of
the announcement.

dves  no
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SECTION M

HEAVY EQUIPMENT MECHANIC EXPERIENCE You must respond to all of the questions listed
below, and your responses will be used to evaluate your application and your work experience.
If you do not have experience in a particular area, write "N/A" in that section. Please include as
much relevant detail as possible in each description of your experience. Read each question
carefully and provide all the requested information. DIESEL ENGINES: Describe the work you
have performed on diesel engines; list the type of vehicles or equipment on which you
performed this work. Also, please list the work location where you performed the above work
and the name of the supervisor who can verify your work experience in this area

GASOLINE ENGINES: Describe the work you have performed on gasoline engines; list the type
of vehicles or equipment on which you performed this work. Also, please list the work location
where you performed the above work and the name of the supervisor who can verify your
work experience in this area

TRANSMISSIONS: Describe the type of transmission work you have performed; list the type of
vehicles or equipment on which you performed this work. Also, please list the work location
where you performed the above work and the name of the supervisor who can verify your
work experience in this area

BRAKE SYSTEMS: Describe the type of work you have performed on brake systems; list the
type of vehicles or equipment on which you performed this work. Also, please list the work
location where you performed the above work and the name of the supervisor who can verify
your work experience in this area

ELECTRICAL SYSTEMS: Describe the type of work you have performed on electrical systems;
list the type of vehicles or equipment on which you performed this work. Also, please list the
work location where you performed the above work and the name of the supervisor who can
verify your work experience in this area

HYDRAULIC SYSTEMS: Describe the type of work you have performed on hydraulic systems; list
the type of vehicles or equipment on which you performed this work. Also, please list the work
location where you performed the above work and the name of the supervisor who can verify
your work experience in this area
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SECTION F

Stronger candidates will be those that demonstrate depth and breadth of skill and abilty, through
a combination of professional experience and formal training, to successfully perform the duties
and responsibilties of this position.

The Exceptional Applicant will be an experienced Heavy Equipment Mechanic and will possess
the proven ability or accomplishment in the followi

+ Demonstrated success with the dutles as listed in the Description of the Job section;

e —— 9, diagnosis, and repair of automotive and heavy
duty diesel vehicies and equipment, up to 10 tons is highly desirable;

Extensive experience designing and fabricating parts and special toois needed for unique
and emergency situations;

ion and A/C is preferred;

and Steering, Electrical/Electronic Systems, Heating. Vent
g ski
e skills;

«Strong attention to detail and accuracy;

What do you need todo your Job?  Detaled Job Duty Deseiption

Minimal Job Duty Description

Use hand tos, engine histsjacks,and air ool o
work o vehicies and equipment such s: igle and
double ae ump trucks,ractor trallers loaders,
motor graders, and mowers. Extensiveexperience on
Ford and Deroit Diesel englne, some familarty with
Comninsengines. Use migtg welders an propylene
torches, athes, and mill machines o fabricae pats.

Tooks; Hand tooks, engine host/Jacks,
i toos, lathe, il machine, mig/tg
welders,propylene torch
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