
Working for Washington State  
APPLY FOR JOBS   
 
From the Careers.wa.gov site you may access E-Recruiting and apply for a job 
as long as the job posting is available. 
 
You are eligible to apply for jobs either: 

• After you have registered with the state of Washington 
• After you have completed your personal profile 

 
Applying for a job takes only a few minutes, especially if you have already 
created a profile.  You will be guided through the process and then may submit 
your application with a simple mouse click. 
 
If you have not filled out a personal profile, completing your application will take 
slightly longer. 
 
There are several ways to apply for a job. The following pages will walk you 
through three options. 
 

• Apply directly 
• Apply using “Search for Jobs” 
• Apply using “Favorites” 
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1. Apply Directly 
 
From the Job Seeker Start page click on Apply Directly.  
 

 
 
If you know the job posting and reference code of the job, you may enter it in the 
box. If you only know the first few characters of the reference code, enter an 
asterisk (*) in front and behind these characters.   
 
Click on Start Search.  
 

 
 
The search will display the job postings that have the same characters in the 
reference code. To apply for the job, click on the blue box to select the job which 
will highlight the job posting and click Apply/Display Application. 
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You are now in the “Application Wizard.”  The application wizard will guide you 
through the application process.  For instructions on how to fill out the Application 
Wizard see the help document “Creating Your Profile.”   
 
If you have already completed your profile, the application wizard will give you 
the opportunity to update your education, qualifications, or work experience.    
 
If you have not created a profile you may still complete and submit an 
application.  If you apply directly, the profile you create is only available for 
viewing on that specific job posting.  You will have to complete the process again 
if you apply directly for another posting. 
 
Cover Letters 
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If you wish, you may also create a cover letter by clicking on the Cover Letter 
link indicated above.  
 
The cover letter gives you the opportunity to explain in more detail why you are 
interested in the specific job opportunity.  Cover letters are optional unless the 
job posting requires one when you submit your application.  
 

 

Revised 9/18/07 4 



Submitting Your Application 
 
After you have entered all the necessary data, you can submit your application 
by selecting Send Application.   Be sure all corresponding tabs have the green 
check make to indicate they have been completed. 
 
You can save your application and exit the application wizard at any time.  Your 
application is visible to the recruiters only after you have submitted it. 
 

 
 
NOTE: To help us prioritize our marketing resources, external applicants will be 
asked to indicate where they heard about this job opportunity. Please take a few 
moments to respond.  
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2. Apply Using “Search for Jobs” 
 
Another way to submit an application is through “Search for Jobs.”  Click on 
Search for Jobs in the My Job Search and Applications section. 
 

 
 
Locate the job posting that you want to apply for. Highlight the job posting by 
selecting the blue box and clicking the Apply/Display Application button.   
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The Application Wizard will guide you through either updating your profile or 
applying for the specific job opportunity.  Note:  Be sure to complete all 
corresponding tabs prior to submitting your application.  Use the arrow 
navigation buttons to view all the tabs. 
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3.  Apply Using “Favorites” 
 
A third way to submit an application is through “Favorites.” 

 
 
 On this page you will see all of the employment opportunities you have saved as 
a favorite.  Highlight the job posting by selecting the blue box and clicking the 
Apply/Display Application button. 
 

 
 
The Application Wizard will guide you through either updating your profile or 
applying for the specific job opportunity as shown above. 
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If you need help please contact the Department of Personnel at 360 664-1960 or 
toll free at 1-877- 664-1960, or send an e-mail to Information@dop.wa.gov. 
 
The state of Washington is an equal opportunity employer.  Persons with a 
disability, who need assistance in the application or testing process, or those 
needing this announcement in an alternative format, may call (360) 664-1960 or 
Telecommunications Device for the Deaf (360) 664-6211. 
 
To view other Job Seeker help documentation close this document and return to 
the careers.wa.gov web site. 

mailto:Information@dop.wa.gov

