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Thank you for your interest in a career with the City of Cleveland! 
 

We’re pleased to announce that our hiring process is managed online with the NEOGOV applicant 
tracking system. 

 
On our jobs page, you can find job openings, apply for a job, apply for a Civil Service examination 

to get on an Eligible list for hiring, and complete a job interest card. Instead of manually applying 

for multiple jobs, you can create a user profile to electronically submit multiple applications all 

at once. 

 
Provided in this manual are instructions on how to create a NEOGOV account, how to apply to a 

job posting or examination, and how to create a job interest card. 
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I. First-time Applicant Job Search 
 

Step 1: Create an Account 

Follow these steps to sign into NEOGOV and create a NEOGOV account. Once you create a 

NEOGOV account, you can update it again at any time. 

 

1. Go to the Cleveland Job’s website at https://www.governmentjobs.com/careers/cleveland 

 

2. Click  in the top right of the menu bar. 

3. If you already created a user account, login using your previously created username and 

password. Otherwise, Click Create an account  and enter your new account information. 

 

 

 

HINT:  Make sure to write down and keep your username and password in a  

safe place so you will always have it when you return to our jobs page! 
 

Do you think you have already registered on www.GovernmentJobs.com in the past? 

Many government and higher education institutions are using NEOGOV for their online 

application process. If you have applied for a position with an agency that uses 

www.GovernmentJobs.com, you do NOT need to create another account. 

https://www.governmentjobs.com/careers/cleveland
http://www.governmentjobs.com/
http://www.governmentjobs.com/
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 If you created an account before, you cannot use the same email address again to create a 

new account. The email value must be unique. 

 
 If you created an account before and can’t remember your username, click on Forgot 

username. This sends you email with your username. OR 

 

You can also call NEOGOV Applicant Support: 855-524-5627 for assistance 
 

 Your password must be at least 8 characters in length and contain upper and lower case 

letters, numbers and symbols. 

 
 Answer and complete the security question. 

 
 As you supply correct information for each field, a checkmark on the right indicates that the 

value is correct, for example: 

 

 
 

4. Click Create. Keep a record of your username and password – write it on this Guide!. 

 

 
When you are signed in, your username appears on the right in the top menu bar: 
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The pulldown menu under your username lets you quickly access common options. 

 
Applications. Use Applications & Status to review all of your job 

applications. 

 
Profile. Use Profile to update basic information that you use to apply 

for jobs, such as work experience. Changes that you make do not 

update previously submitted applications, but are saved for use 

when you are applying for other jobs in the future. 

 
Account. Use Accounts Settings to edit your contact information, or 

change your password. If you change your contact information, this 

information is updated with employers with which you have applied. 

 
 

5. To finish your account setup, select ‘Account’ for the pulldown menu. Complete ALL 

account information and click ‘Save’. 
 

https://www.governmentjobs.com/Home/ApplicationGuide#check
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Step 2: Search for Jobs 

To search for open jobs, complete the steps below. 

 
1. You can scroll through the list of postings, or type a job title in the search box. The search can be as 

small as the first letter. For example: 
 

 
As you type in these boxes, it suggests jobs or locations that match, for example: 

 

 
2. Click Find Jobs. 

 

 

3. The jobs that match your search are shown, for example: 
 
 

  

Once you have a NEOGOV account, you may search for any job or examination posted 

on the City’s jobs site. In order to apply for a job or examination, you MUST create a 

NEOGOV profile.  



City of Cleveland: Online Job Application Guide 

7 | P a g e 

 

 

 
 

4. Click on the job title to open the job details. 

 

 

Step 3: Apply for a Job 

1. Once you’ve selected the position you want to apply for, click on the ‘Apply’ button. 

 

NOTE:  Many City of Cleveland jobs require Civil Service testing.  If the posting is for a 
position that requires Civil Service testing, it will state that you are applying to take an 
examination to be placed on an eligible list, and provide additional information about the 
examination process.  Please review the details of all postings carefully. 
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2. You will then be prompted to complete a series of steps that will capture you contact information, 

work history, references, etc. 

 
Tip: You can speed completing basic profile information by importing a 

résumé from LinkedIn, or by uploading a file. 

 
As you work on your application, refer to the progress bar to see the number 

of items for each entry, and errors. In the next example, the work entry 

contains eight items, and the questions entry contains errors: 

 
 
 
 
 
 
 
 
 

 
3. For each step, the buttons on the bottom allow you to save or discard your work on this entry. 

 

Although your typing is periodically automatically saved, it is good practice to click on the Save 

button. The Cancel button discards any changes you have made since the last save. 

 

4. Provide general contact information. 

 
5. If required, provide previous work experience information. 

 
6. If required, provide educational information. 

 
7. If required, provide additional information, including certificates and licenses, skills, and 

languages. 

 
8. If required, provide references. 

 
9. If required, answer any additional supplemental questions. 

 
10. Upload any attachments, such as a résumé, driver’s license, or certificates. The supported file 

formats are PDF and JPEG, with a maximum size of 5MB. 
 

 

 If there are no required attachments, then you can use Add Supplemental Attachment to 

add additional files. First, use Choose attachment type to select the type, and then use the 

Upload button. In the next example the License type attachment is selected to upload a file: 
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11. If you have previously uploaded attachments, you can use the Recent Uploads button to access 

these files. 

 
12. Review each section. If there is an error, it is shown in the progress bar and also in the section. 

 

 
13. Use to open this item and correct any errors. 

 

NOTE:  If you have any questions or need assistance with the application process for any  

posting please contact Civil Service at cs@clevelandohio.gov or 216-664-2467 

 
 

14. Once your application is complete, click on ‘Proceed to Certify and Submit’ button. 
 
 

mailto:cs@clevelandohio.gov
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15. On the Certify & Submit page, the checkmarks next to each section confirm all required field 

have been completed. Click on ‘Accept and Submit’ if you accept the terms. 
 

 

 
16. An Application Submitted message confirms that you have applied for the job. You will also 

receive an email confirming the City received your application. 
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Step 4: Check the Status of Your Application 

1. To view the status of your submitted application(s), go to the Cleveland Job’s website at 

https://www.governmentjobs.com/careers/cleveland 

 

2. Select the dropdown menu in the upper right corner of the screen under your user name, and 

select ‘Applications’. 

 
 

 
 

 
3. Select the ‘Submitted’ link to see all applications that you have successfully submitted. 

 
4. Click on the job title for more information. You can then use Job Postings to see the information 

on the job, and Application View to see the details of your application for this job. 

 
5. Click on View job listing to see more information on the job. 

 
6. Use the Incomplete button to see all applications that you started, but did not complete. 
 

 

 

 
7. Click on the job title, and then Apply, to complete any incomplete application. You can use 

Remove if you choose to delete an application without completing it. 

https://www.governmentjobs.com/careers/cleveland
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II. Create a Job Interest Card for a Specific Job Title 
 

If you are interested in a specific job title that is not currently posted and would like to be notified when 

the position is posted, you can register for a Job Interest Card. To register, follow the steps below. 

1. Go to the Cleveland Job’s website at https://www.governmentjobs.com/careers/cleveland 
 

2. Login into NEOGOV. 

 
 

3. Navigate to the dropdown in the upper left corner of the screen. 

 
4. Select ‘Job Descriptions’ from the dropdown menu. 

 

 
5. All of the City’s current job descriptions will be listed. 

 

https://www.governmentjobs.com/careers/cleveland
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6. Narrow your search by enter entering part of the title in the search bar. Illustrated below, 

the searched is narrowed by the word “manager”. Select the job title for which you want to 

be notified if the job is posted within the next year. 
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7. Once you select the job title (e.g., Asst Security Manager), a window will pop up that 

displays the job description, the minimum qualifications, etc. To receive notifications for 

this specific job title, select the “Subscribe” button in the upper right corner of the screen. 

 

 

 

8. Enter your contact information on the next screen and select “Submit”. 
 

 

Note: For the next 12 months after you submit this form, you will receive an email notification 

each time a position is posted with the City of Cleveland for the job title(s) you’ve selected. 
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III. Create a Job Interest Card for a Job Category 
 

If you are interested in a job category that is not currently posted and would like to be notified when the 

position is posted, you can register for a Job Interest Card. To register, follow the steps below. 

1. Go to the Cleveland Job’s website at https://www.governmentjobs.com/careers/cleveland 
 

2. Login into NEOGOV. 

 
3. Navigate to the dropdown in the upper left corner of the screen. 

 
4. Select ‘Job Categories’ from the dropdown menu. 

 

 

5. Place a check in the box next to each job category for which you would like to receive email 

notifications, click the 'Subscribe' button, fill out the information, and then click the 

'Subscribe' button.  You can select as many categories as you like! 
 

 
 

Note: For the next 12 months after you submit this form, you will receive an email notification 

each time a position is posted with the City of Cleveland for the job title(s) you’ve selected. 

https://www.governmentjobs.com/careers/cleveland

