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I. Current Openings 

 
1. From any PC with internet connection; go to www.metrocouncil.org.  

Click on Jobs > All Job Openings link.  
 

 
 
 
2. Scroll down to the job category listings and check the boxes of the job 

types you are interested in. (Tip: Click Select All Categories or 
Clear All Categories to speed up the process).  These categories 
are based on current openings at the Council. 

3. Enter any keywords you wish for the search in the text box (optional). 
Click on the Go button.  

4. Scroll to the bottom of the page. All job openings in the categories 
that you chose will be displayed alphabetically. 
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II. Apply 
 

1. Click on the job title that you are interested in.  Example 
Helper 

 

 
 

2. If, after reviewing the announcement, you wish to submit an 
application, click the Apply link on the right hand side of the 
screen. 
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3. If you are first time user, click on Create Your Account Here! 
and follow the instructions. If you have already created an 
account here or at www.governmentjobs.com, log-in to the 
system.  

 

 
 

4. Setting up an account: Choose your Username, Password, 
and Password Hint. Enter your email address where any 
information regarding application could be communicated. If 
you don’t have an email account, you can create one free from 
Hotmail or Yahoo. 

5. Click on the Save button once you have entered the required 
correct information. 

 

 
 

6. Print out or copy the information on the next screen for your 
record.  It contains the information needed to log in to your 
account. 
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7. Log-in using the Username and Password you have just 
created. 

 
8. If you have applied to other positions earlier then this screen 

will show you all the applications so far.  If you start by clicking 
on the position title you have just selected then you would be 
able to use the information from pervious application if there 
are any. If you click on the Create Application button then 
you have to enter the information from the beginning. 

 
 

 
 

9. When you create a new application enter a general descriptive 
name for the application and click on the Create Application 
button. (Note: You do not need to create an application for 
every job you wish to apply for. You may use one application 
to apply for many jobs.) 
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10. Fill out all the five sections of application and its sub-sections 
as shown below with correct information. 

1. Job Application 
a. Personal Profile 
b. Education 
c. Work Experience 
d. Certifications / Licenses 
e. Skills 
f. Additional Information 
g. Reference 
h. Resume Attachment 

2. Agency Wide Questions 
3. Supplemental Questions 
4. Confirm Application 
5. Certify and Submit 

 
11. All fields accompanied by an asterisk symbol ( * ) require that 

you enter information to proceed.  In each section click on 
Save and View Application in order to save your application 
progress as you move on. It is very IMPORTANT to use this 
button to save your progress in the application process. 

 

 
 

12. If you did not enter information into a required field or if you 
have entered it incorrectly – for example, the phone number 
with a missing digit – you will see an error message as below. 
Simply correct the error and click the Save and View 
Application button and proceed to next section. 
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13. The next window will show your full application. To add 
information, simply click on the link in the appropriate 
sections. For example, to add work experience to your 
application, scroll down to the WORK EXPERIENCE heading 
and click Add Work Experience on the right side of the 
screen. Now click on the Save and View Application button in 
order to proceed. 

 

 
 

14. You will see that your application now includes the work 
experience you have just added. Similarly you can add more 
information in respective sections. To edit or delete any 
information you have already entered click on the appropriate 
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link, Edit or Delete, next to the section that you want to make 
changes and perform. 

 
 

 
 

15. Attaching a Resume: You can either copy and paste your 
resume into the text box or attach a pre-made resume if you 
have it saved on this computer. 

 

 
 
 

16. Always, click the Save and View Application button to save 
your progress. When you are finished with the first section of 
your application, click on Go to Step 2: Agency-wide 
Questions. 
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17. Read through the instructions and complete the Agency-wide 
Questions.  When you are done with this section, click on the 
Save and Proceed button at the bottom of the page. 

 

 
 

18. If the job you are applying for requires you to answer 
supplemental questions, they will be shown on the next 
page. Read the instructions then complete the supplemental 
questions. Continue by clicking on the Save and Proceed 
button at the bottom of the page. 
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19. The next page will be a preview of your entire application so 
far. Review all of the information on the page to ensure its 
accuracy. If it is complete, click the Confirm Application 
button at the bottom of the page. 

 

 
 

20. Read the statement that follows and click the Accept button if 
you choose to agree to the statement. 

 

 
 

21. A confirmation screen will appear verifying that your 
application has been received.  You will also receive an email 
confirmation that your application has been submitted to the 
Metropolitan Council. 
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Top of page

Page 11 of 14 



 
III. To Check your application Status 

 

1. At www.metrocouncil.org/jobs/jobs.htm, go to All open positions and 
click on any position then on Apply.  Log into the system and instead 
of applying for the position, Click on the Application Status tab at the 
top of the page. 

2. Here you view your application status for the applications you have 
submitted. (Note: You may also update your account information 
through ‘My Account.’) 
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IV. To Complete A Job Interest / Notification Request 
 

1. From any PC with internet connection; go to 
www.metrcouncil.org.  Click on Jobs > All Job Openings. 

2. Scroll down and click on Request job notifications by 
category… 
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3. Check all the desired job categories that you wish to get 
notified when there are relevant openings at Council.  At the 
bottom of the page, fill in your personal information and Click 
Submit Request. 
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