
  DDeennttoonn  CCoouunnttyy  
OOnnlliinnee  AApppplliiccaattiioonn  GGuuiiddee  

Page 1 of 8 
Denton County: Online Application Guide 

 

How to apply for a job: 
1. To find job opportunities at Denton County, browse to www.dentoncounty.com/jobs. 

 
2. Scroll down the page to see a list of open job opportunities. Click on the Position Title you are 

interested in.  (If you don’t see any openings you are interested in, but would like to be notified 
when an opening occurs. see page six (6) for instructions). 
 

a. You can also search for jobs by checking the boxes of the job types you are interested in 
or by entering in keywords and performing a search. 

 
 

3. Review the job information carefully.  Pay attention to the duties, minimum 
qualifications, and knowledge, skills and abilities, etc. 
 

4. Click on the Apply link to begin filling out an application for the posting.  

 
 
 

http://www.dentoncounty.com/jobs�


  DDeennttoonn  CCoouunnttyy  
OOnnlliinnee  AApppplliiccaattiioonn  GGuuiiddee  

Page 2 of 8 
Denton County: Online Application Guide 

5. If you have already created a governmentjobs.com account, go to step 9 to login. If you have not 
created an account, click on the HERE link above the login information 

 
 

6. Choose a Username, Password, and Password Hint. Enter your email address (Note: 
Confirmation emails will be sent to this email address when you submit an application). If you 
do not have an email address, see the last page of this guide for a list of free email services. 
Once you have entered all your information, click on the Save button.  

 
 

7. Write your account information in the space below for your records: 
 

______________________      ________________________ ____________________ 
      Username                   Password      Password Hint 
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8. Enter your username and password and click Login. 

 
 

9. Click on the Create Application button.  

 
*If you have already created an application in our online system, YOU DO NOT NEED TO RECREATE A 

NEW APPLICATION EVERY TIME YOU APPLY FOR A POSITION.  
 

10. Enter a general, descriptive name of the application you will create and click on the Create 
Application button.  

 
 

11. Enter your information into the application. All fields designated by an asterisk symbol (*) are 
required and cannot be left blank. When you have entered all your information in, click on the 
Save and View Application button. *This button is important to save your progress as you move 
forward through the application.  
 
If you did not enter information into a required field or if you entered it incorrectly, you will see 
an ‘Attention’ message when you click save, telling you what needs to be fixed.  

 
12. Once you click Save and View Application you will see your full application. To add information 

to your application (Education, Experience, Skills, etc.), click on the link to the appropriate 
section (see following page for picture).   
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*If you need to add more information to a section, you can click on the Add link again. 

 
13. If you would like to enter a resume, click Edit Resume.  You may cut and paste information into 

this section or start one from scratch.  You can also attach your resume if desired. Resumes are 
not required for every position, but in certain cases will reflect positively on your application. 
 

14. When you are finished creating/updating your application, click on the Go to Step 2: Agency-
wide Questions button.  

 
 

15. Complete the Agency-Wide questions. When you are finished, click the Save & Proceed button.  

 
*If you need to leave the application process you can click on  

the Save Work in Progress button, logout and return at a later time.  
 

16. If the job you are applying for requires you to answer supplemental questions, they will be 
shown in the next section. Once you have completed the supplemental questions, click on Save 
& Proceed.  
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17. You will see your entire application. Review all the information carefully to ensure it is accurate. 

Incomplete information may disqualify your application.  When you are satisfied that your 
application is complete, scroll to the bottom and click Confirm Application. 

 
*If when you try to confirm your application you receive an error, return to the application and  

follow the suggested fixes. 
 

18. Once you have confirmed your application, read the statement that follows and click the Accept 
button if you agree to the statement. If you select the Decline button your application will not 
be submitted to Denton County for consideration.  
 

19. Once you accept the statement, you will view the confirmation screen, verifying your application 
has been received. You will also receive an email confirmation that your application has been 
received by Denton County.  
 

20. If you wish to apply for another job opening, you may return to the job listings 
(www.dentoncounty.com/jobs), and repeat this process. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

http://www.dentoncounty.com/jobs�
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How to fill out a job Interest card: 
 

1. Open the internet and browse to Denton County’s  Job Openings page: 
www.dentoncounty.com/jobs  

 
2. Click on the Request Job Notifications by Category link.  

 
 

3. Select the category/categories for which you would like to be notified of job postings. 

 
 

4. Fill out the Job Interest Card and click 
on the Submit Request button.  

 
 
 
 

5. Once you submit the request, you will 
see a confirmation screen. Your 
‘interest card’ is valid for 12 months.  

 
 
 
 
 
 

http://www.dentoncounty.com/jobs�
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How to check your application status:  
 

1. Open the internet and browse to www.dentoncounty.com/jobs. Click on the Career Seeker’s 
button at the top of the page.  

 
 

2. Enter your username and password and click Login. 

 
 

3. After logging in, click on Application Status. 

 
 

4. You will be able to view each application you have submitted as well as the status of the 
application.  

 
 

http://www.dentoncounty.com/jobs�
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Free Email Account Options: 
 

 
www.mail.google.com/mail.signup 

Follow the onscreen instructions to set up your free account.  
 

 
www.mail.yahoo.com 

 
Look for the button that says ‘Sign up for Yahoo!’ (see below) then follow the  

onscreen instructions to set up your free account.  

 
 

 

 
www.hotmail.com 

Look for the button that says ‘Sign up’ (see below) then follow the  
onscreen instructions to set up your free account.  

 
 

 

 
www.aol.com 

Look for the button that says ‘Get Free Mail’ (see below) then follow the  
onscreen instructions to set up your free account.  

 

http://www.mail.google.com/mail.signup�
http://www.mail.yahoo.com/�
http://www.hotmail.com/�
http://www.aol.com/�

