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Getting Started  

How to create an account and apply for a job on-line 
 

1. Once you have identified the position you want to apply for, click on the 
‘Apply’ link in the job positing.   

 

 
 
2. Click on ‘Create Your Account Here!’ 

Note:  If you have already created a user account log in using your previously 
created username and password.  You will not be able to create another 
account using the same e-mail address. 
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3. Enter your account information and click ‘Save’ at the bottom of the screen.   
 

 
 
4. Click on the ‘Create Application’ button. 
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5. Give your application a name and click the ‘Create Application’ button to 

continue.   
 

 
 
6. Once your Job Application Profile opens, review the information and make 

sure it is correct. Click the ‘Save & View Application’ button to continue. 
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7. The application process consists of 5 steps.  Step 1 consists of completing 

the job application fields.  Click on the ‘Edit’ link in each section of the 
application to enter your information.  Please note an attached resume is 
not a substitution for a completed application.  Once you have entered all 
of your information in the application, click the ‘Go to Step 2:  Agency Wide 
Questions’ button to continue. 

 

 



City of Richmond 
Department of Human Resources 

900 E. Broad Street, Room 902                                              www.richmondgov.com                             
Richmond, VA 23219                                                                              804.646.5660 
 - 5 -    

 
8. Answer the agency wide questions and click the ‘Save and proceed’ button 

at the bottom of the page.  
 

 
 
9. Answer the supplemental questions and click the ‘Save and Proceed’ button 

at the bottom of page. 
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10. Review all the information that you entered in your application and confirm 

that it is correct.  If you need to correct anything, click on the edit link to do so.  
After reviewing your application, click the ‘Confirm Application’ button at the 
top or bottom of the page. 

 

 
 
11. Click the ‘Accept’ button to certify and submit your application. 
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12. After you certify and submit your application, you will receive the following 

message to confirm your application has been received. 
 

 
 
 
Be sure to logout of your account after you apply. 
 


