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Creating an Account 

The first step in your search for a career at the City of Portland is creating an 

account. This will allow you to apply for jobs and submit your application 

materials online. The city no longer accepts paper applications so this is a 

necessary steps in applying for a position at the city.  

 

Below are detailed steps in creating your account.  

Step 1: Visit the City of Portland’s Employment Center at 

http://www.portlandoregon.gov/bhr/54930    

Step 2:  Select Create Applicant Account 

 

 

  

http://www.portlandoregon.gov/bhr/54930
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Step 3: The Job Search page will appear, select Create an Account to begin 

creating your applicant account.  Note:  If you have an existing account, enter your 

username and password to Sign In.  

 

 

 

 

 

 

 

 

 

 

 

 Enter a valid email address and 

create a username 
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 Create a strong password  

 Letters 

 Numbers  

 Capitals 

 Symbols  

  

  

  

  

  

 

 

 Confirm password by entering your unique password again.  Select 

Create  

  

  

  

  

  

  

  

 

You have created your Applicant Account.  TIP: Write your login information 

somewhere you will not lose it! 

 

The next step will be to enter some basic contact information.  The city will use 

this information during the application process when you apply for a City Of 

Portland jobs.  

Step 4: The Applications dashboard will open, your profile information will appear 

at the top right. Select your email address 
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 From the drop down 

menu, select Account 

Settings.  

 

 

 

 

 

 

 

 In the Contact Info screen you will see all information fields are blank, 

select Edit to add your information.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Note: Required fields are indicated by color and text. Be sure to enter all 

required fields. This will allow the city to contact you regarding 

employment.  
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Enter your Primary phone number and Email Address.  The information you 

provide here is very important as it will be the way the city will contact you 

regarding your application.  Note: your email address needs to entered 

exactly as it appears in your profile.  
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Indicate your preferred contact method as Email.  Any city notifications 

regarding application status will be done via email.  

Select Save to complete this step.  

 

 

 

 

 

The Contact Info screen will reflect your entries. Verify the information is 

accurate, make edits if necessary. 

 

You have now created your account and entered basic required information 

 

 

The next step is finding a job. 
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Finding a Job 

 

Now you are ready to find a job.  

Step 1: Return to the City of Portland’s Employment Center at 

http://www.portlandoregon.gov/bhr/54930    

Step 2: When your browser loads select Job Links on the left side of the screen  

 

  

http://www.portlandoregon.gov/bhr/54930
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Step 4: When the Job Links page opens select Job Opportunities 

 

 

 

 

 

 

 

 

 

Step 5:  At this point you have now left the City of Portland webpage 
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Step 6:  To open a job announcement hover over the job title and click.  

 

The job announcement will open.  Continue to Reviewing the Job 

Announcement for further details.   

 

Note:   The city posts jobs every Monday morning.  
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Reviewing the Job Announcement 

Once you find a position that interests you, it is very important to read the job 

announcement thoroughly.  

The first thing to note is the job closing date. You will find this at the very top of 

the announcement. Some of our announcements will close early when a certain 

number of applications are received. It is extremely important to apply as soon as 

you can.  

 

If a job has an application limit you will see a message similar to this.   

 

The second most important piece of the announcement is found under the “To 

Qualify” section. Here you will find the minimum qualifications required to be 

eligible for the position.  
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Next you will see “The Recruitment Process” and “Additional Information” 

sections.  

 

Here you will find what type of information the city collects for the specific 

recruitments. The city commonly collects a resume and cover letter detailing 

experience and education, but you will also see announcements asking for a work 

history or license.  

TIP: Write your supporting documents specifically addressing the minimum 

qualifications. Provide as much detailed information as possible. 

TIP: Be as specific as you can. Give examples of how you demonstrate 

these qualifications in either your experience or training.  

TIP: Only submit documents requested in the job announcement. If not 

specifically asked for, please do not attach them.  

TIP: Save documents in either Word or unsecured PDF formats.  

Some applications have Supplemental Questions. These are a series of questions 

that help the hiring manager in the selection process. Keep the minimum 

qualifications in mind when answering any supplemental questions.  
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To ensure Supplemental Questions are not required, select the Supplemental 

Questions tab. 

If none are required, the text will indicate: 

 

 

 

When you have completed your review, you may select the back arrow at the top 

left to return to the job announcement page.  

 

Or visit www.portlandoregon.gov/jobs. 

 

 

 

 

 

 

 

 

 

 

 

http://www.portlandoregon.gov/jobs
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Ready to Submit 

Let’s take a look at what you have completed so far: 

1. You have created your account. 

2. Found a job that you want to apply for. 

3. Thoroughly reviewed the job announcement. 

a. Read and reread! 

4. Drafted your supporting documents (resume and cover letter, etc.), 

specifically addressing all minimum qualifications in the job announcement. 

So what’s next?? 

Now you are ready to submit! 

To submit your application: 

1. Visit www.portlandoregon.gov/jobs. 

2. Click on the job you have drafted your supporting documents for. 

3. In the upper right corner click “Apply”. 

 

4. If you were not previously logged in, (or if the screen has timed out) you 

will be taken to the login screen.  Log in with the unique login you created 

during the “Creating an Account” section.  

5. You will be directed to the specific job application. 

 

 

 

 

 

 

 

 

http://www.portlandoregon.gov/jobs
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6. Verify your information is correct by reviewing the Info tab.   

 

 

 

 

 

 

 

 

 

You can edit your information by selecting the edit button and following the 

steps as shown in the Creating an Account section. 

 

 

7. Continue by attaching your supporting 

documents.  Select the Attachments button.  

  

  

  

  

  

  

  

 

8. Upload required documents. For example, a cover letter may be required for 

the position. Select Upload to begin uploading your cover letter.   
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9. Load your cover letter from your computer. The system will upload your file 

and the title will be displayed.   

 

Continue upload steps for all required documents.  Select Next. 

 

 

 

The system will guide you through all required steps, select next after 

completing each section.  The sections will vary depending on the 

recruitment.  NOTE: You must complete all required sections to ensure your 

application will be processed.  

 

10.  Once all sections have been completed, you will 

see the Review section. Review all of your 

information for accuracy and completeness.   

Continue by selecting the Proceed to Certify and 

Submit button at the bottom right of the screen.   

 

 

 

 

 

Once your application has been successfully submitted you will receive an email 

from “no-reply NEOGOV”. This email will indicate that your application has been 

received. 
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TIP: If you do not receive this email reach out to the Sr. Human Resource Analyst 

assigned to the recruitment 

noted at the bottom of the 

announcement.  
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Application Communication 

When will you hear from us? 

In the event of a recruitment delay or extension you will receive an email from 

“no-reply NEOGOV”. This does not mean that you have to re-apply for the 

position it is simply letting you know that there has been a delay.  

How do I know if I have been placed on an eligible list?  

Once the applications have been reviewed and an eligible list has been established 

you will receive an email letting you know whether or not you have been placed on 

an eligible list. 

Beyond this point any further communication will come directly from the hiring 

bureau.  

What if I am placed on a list but do not get a call? 

The hiring process can take time. So please be patient, allowing the hiring bureau 

to review the list of eligible candidates.  

If you have not received a call/email within a month, you can reach out to the Sr. 

Human Resource Analyst and they will often times be able to reach out to the 

hiring bureau requesting a status update on your behalf.  
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Job Interest Notifications 

  

Job Interest Notifications are a tool used by the City to notify applicants about 

positions they may be interested in. Below are instructions for signing up and 

receiving job interest notifications from the City.  

1. Visit 

http://agency.governmentjobs.com/portlandor/default.cfm?action=openjobre

quest&  

2. This will take you to the City’s Job Interest Notification page. You will see 

categories similar to what you saw on the City’s Job page.  

3. Select any number of areas of interest. Then fill out the “Job Interest Card” 

below the categories. This will provide us with your contact information.  

4. Once you have filled out the required fields and selected your areas of 

interest, select “Submit Request” at the bottom of the screen. 

5. From the time this request is submitted, you will start receiving emails 

letting you know when we open a job that fits into one of your areas of 

interest. This request is valid for one year. At the end of the year you will 

need to submit another request.  

 

 

 

 

 

 

 

 

 

 

 

 

http://agency.governmentjobs.com/portlandor/default.cfm?action=openjobrequest&
http://agency.governmentjobs.com/portlandor/default.cfm?action=openjobrequest&
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Tips 

 When creating a NEOGOV account, only fill in the required fields marked 

with an orange border, this will save you some time in the application 

process.  

 Make sure to read and reread the job announcement. 

 Have a friend review resume and cover letter. 

o A fresh set of eyes may catch an error. 

 Be prepared for your interview, the City typically uses one of two interview 

processes. 

o Panel interviews, typically consist of 3-6 panel members and can be 

directed by the panel or self-paced by you.  

o Speed interviews, these are used to narrow the application pool. 

Speed interviews offer you a time to shine. Show them what you got! 

 Dress appropriately for the job you are applying for! 

 

 

Veterans Preference 

I am a veteran, how do I receive preference? 

 Attach a DD-214 or SF-215 

I am a disabled veteran, how do I receive preference? 

 Attach a DD-214 or SF-215 as well as your Veterans Preference Letter 

What if I do not have my veteran’s documents? 

Visit https://www.ebenefits.va.gov/ebenefits/homepage and download a 

digital copy of your veteran’s documentation.  

 

 

 

 

 

https://www.ebenefits.va.gov/ebenefits/homepage
https://www.ebenefits.va.gov/ebenefits/homepage


 Page 22 
 

Quick Links 

https://www.governmentjobs.com/Applications/Index/portlandor 

 
The City of Portland’s 

unique NEOGOV login 
www.portlandoregon.gov/jobs 

 
The City of Portland’s 

job page 
http://www.portlandoregon.gov/bhr/ 

 
The Bureau of Human 

Resources page 
https://multcolib.org/ 

 
Find a library where 

you can access a 

computer and internet 
http://www.worksourceoregon.org/ 

 
Get help preparing 

your resume and cover 

letter, prepping for 

your interview, and 

knowing what to 

expect 
https://www.ebenefits.va.gov/ebenefits/homepage 

 
Get your veterans 

documentation 

 

 

 

 

 

 

 

 

 

 

 

 

 

https://www.governmentjobs.com/Applications/Index/portlandor
https://www.governmentjobs.com/Applications/Index/portlandor
http://www.portlandoregon.gov/jobs
http://www.portlandoregon.gov/bhr/
http://www.portlandoregon.gov/bhr/
https://multcolib.org/
https://multcolib.org/
http://www.worksourceoregon.org/
http://www.worksourceoregon.org/
https://www.ebenefits.va.gov/ebenefits/homepage
https://www.ebenefits.va.gov/ebenefits/homepage
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Who do you call? 

What if I need help? 

If you have any questions regarding a specific recruitment you can email the Sr. 

Human Resource Analyst assigned to the recruitment. This information is found at 

the bottom of the announcement.  

 

What if it’s the weekend? 

Call NEOGOV’s customer service line: 

  1-888-NEOGOV1 

  1-888-636-4627 


