Employment Page
Frequently Asked Questions (FAQs)
. Where can I find more information on employment opportunities with LASC?

Employment opportunities can be found at the Court’s website at www.lacourt.org. Click on
‘Employment’ at the bottom of the web page.

. What is the difference between an Open Competitive job opening and a Promotional job
opening?

Job openings that are listed as ‘Open Competitive’ are open to the general public, while
‘Promotional’” and ‘Transfer’ opportunities are open only to current, permanent employees of Los
Angeles Superior Court. Los Angeles Superior Court employees currently on probation are
ineligible to apply for promotional opportunities.

. Can I apply for jobs in certain locations?

Yes, it is important that you specify the type of work (part-time, full-time, etc.) and the
locations you prefer when completing your application.

How do I submit a job application? Are paper applications accepted?

Applications are only accepted online. Paper applications are not accepted. If you do not see
an ‘Apply’ tab on the job posting, this job posting is not accepting applications. The ‘filing
period’ listed on the bulletin will identify when applications can be accepted. After submission,
you will receive an email confirmation from noreply@governmentjobs.com. Applicants can
submit an online application until the last day of filing noted on the job bulletin. The information
you enter on your online application is saved and can be used to complete applications for
future job openings. Any necessary amendments, such as experience or education, can be
updated immediately and the changes are saved in your account.

. I 'am having trouble accessing the website itself. What can I do? What browser should I use?
We recommend using one of the following browsers:
e Microsoft Internet Explorer (Version 10 & 11)

e Mozilla Firefox (Version 25 and higher)
e Google Chrome

. What information do I need to create an account?

You will need a valid email address. Ideally, you should use an email account that you check
frequently and you should not use an email address that is shared with someone else. If you
are an existing Court employee, you may use a personal email address or your Court email
address based on personal preference. Qualified applicants receive email notifications regarding
examination components, which may include written examinations, structure oral interviews
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and/or other components. You should maintain copies of all emails you receive for your records
and future reference.

Sign in

Dan't have an account? Craate one.

If T submit multiple applications will Human Resources review all of them?
No, only the last application received by the deadline will be reviewed.
When I apply online, do I need to provide information for all of my past experience?

Yes, all applicants are required to provide employment experience which includes the past 10
years to allow a thorough review. List the most recent job information first and then list
separately all other jobs held and the job/payroll titles and duties for each. Include volunteer
experience and any periods of unemployment over the last ten years. Applications must be
completed in sufficient detail and clarity to permit a comprehensive review and evaluation. Any
experience omitted from the application will not be considered.

Can I submit a resume instead of an application?

No, a resume cannot be submitted in lieu of an application. You must submit an online
application. A resume can be submitted in addition to the employment application.

I am a Court employee; why do I have to list my experience if this information is contained in
my personnel file?

Although your experience information is contained in the personnel file, Human Resources
Talent Management staff will review only the experience information provided on your original
application. Therefore, it's important to include all of your work experience.

Can I apply for a job without reading the bulletin?
The bulletin contains important information regarding the recruitment process, qualifications

and details about the position. Therefore, we strongly recommend that you read the entire
bulletin.

. If I apply online, how do I submit required documentation?

Please read the bulletin for specific details and instructions but, generally, you can attach
documents to your application online or you may submit the required documentation either in
person or by mail to Human Resources Administration located at 111 N. Hill Street, Room 203,
Los Angeles, CA 90012 by 5:00 pm on the final filing date or as indicated on the bulletin. If the
required documentation is not received by the indicated deadline, your application materials will
be deemed incomplete and disqualified accordingly. Online attachments must be attached prior
to submitting your application. Once an application is submitted, you will not be able to edit or
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add documents. You must include your first and last names and the examination title on the
documentation you submit. Facsimile copies, email and postmarks will not be accepted.

Can I submit an application for someone else using my account? Can I use another applicant’s
email address?

No, each individual must establish his or her own account with GovernmentJobs using his or her
own email address. Using another applicant’s email address will result in disqualification from
the recruitment process. Sharing email accounts can compromise the confidentiality of your
application and create confusion.

What if I am interested in a job that is not currently accepting applications?

You can receive immediate notification of career opportunities by completing an online job
interest card as follows:
1. Go to www.lacourt.org and click on ‘Employment’.
2. Click on ‘Job Descriptions'.
3. If you are interested in a job for which the Court is not currently recruiting for, complete
the online job interest card by clicking on the job description title and then on the ‘Email
me when more jobs like this become available’ link.

I'm having issues receiving email notifications. How can I ensure that I receive them?

If you do not receive an email notification, check your spam or junk mailbox to ensure your
notification was not filtered out. We also recommend you add info@governmentjobs.com to
your email address book to avoid notifications being filtered as spam. Also, check the email
address on your account to make sure it's accurate and current. If you provided an incorrect
email address on the application, please contact Human Resources Administration at (213) 633-
0377.

What happens if I do not remember my username/password for Governmentjobs.com. Can
Human Resources provide me with my login and password?

Governmentjobs.com is not a Court system and Human Resources is unable to access your
personal account information. You must follow the prompts on the GovernmentJobs website to
reset your username and/or password.

Your username is the email address linked to your account. If you forgot your username, click
on ‘Forgot Username’ below the 'Sign in” button. On the next page, enter the email address you
used to sign up and click on 'Send Username.” You will receive an email from
info@governmentjobs.com with instructions. If you do not see the email in your inbox, check
your spam/junk folder. The email address that you enter must match exactly what appears on
your profile. If it does not match, you may receive an error that User with that email was not
found.

If you forgot your password, click on ‘Reset Password’ below the sign in button. On the next
page, enter your email address, answer the security question, and click on ‘Reset Password.” An
email is sent from info@governmentjobs.com with a link to reset your password. Once you click
on the link, you are directed to a page where you can create a new password. Enter a new
password, confirm the new password, and then log into your account. Passwords must be at
least 8 characters in length and contain upper/lower case letters, numbers and symbols.
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The link embedded in the password reset email expires after 72 hours. If the link has expired,
resubmit your password reset request by clicking on Reset Password again.

If you continue to have trouble, please visit Governmentlobs Applicant FAQs or call (877) 204-
4442.

Sign in to apply

Sign in

Forgot Username? Reset Password

Don't have an ccolr 17 Create one.

M employer Login

I need a new password, but no longer have access to the email address where the reset
password email was sent.

If you don't have access to the email address listed on your account, there is no way for you to
create a new password. For security reasons, the reset password email is sent only to the email
address associated with your account. Human Resources is unable to edit or update the email
address listed on your profile, and cannot send this email to any other account. In the event
that you cannot receive the reset password email, you should create a new account at
GovernmentJobs.com with a valid email address.

I have more than one account with GovernmentJobs. How can I merge them?

Unfortunately, there is no way to merge accounts. You may consider choosing the account with
the most up-to-date information and use only that account in the future. Once an account is
created, it remains in the system and cannot be deleted.

If T want to apply for more than one job, do I have to file more than one application?

Yes, you must submit a separate application for each position. You may apply to as many
positions as you wish, though we recommend narrowing your choices to those jobs that truly
match your knowledge, skills and abilities.

How do I view a list of all applications I've submitted?

You can access all submitted applications and obtain the status of each one by clicking on
‘Applications & Status.” You cannot delete previously submitted applications.
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I am scheduled to take a test. Do you provide study guides?

We do not provide study guides. However, you may visit your local library, bookstore, or
research information on the internet to find study information about the test topics indicated in
the job bulletin to assist you in preparing for the exam. There are also study guides available at
Los Angeles County Department of Human Resources website under ‘Job Search Toolkit” located
here. You may also take practice online tests with CEB here. These may be helpful in your
exam preparation.

My computer froze while attempting to apply and I'm unable to complete my application. What
should I do?

This may be a result of too many programs running at the same time. We recommend you
close all of your Internet web browser windows and any other applications you may have open
and restart your computer. GovernmentJobs will save your application with the section you last
completed provided you saved your work.

What are application deadlines?

Our job bulletins will include any application deadlines. For many of our openings, the last day
of filing is ‘Continuous’ meaning we will accept applications on a rolling basis. However, we
occasionally establish defined closing dates for some examinations. Therefore, you are
encouraged to apply promptly, as positions may close at any time based on the needs of the
Court.

Do you offer disability accommodations?

Pursuant to the American with Disabilities Act of 2008, as amended, applicants requiring
reasonable accommodations for any part of the application and hiring process may contact
Human Resources as (213) 633-0377. Determinations on requests for reasonable
accommodation will be made on a case-by-case basis.

Who do I call if I want to speak with someone about the position I applied for?

If your question is related to the job/exam itself, please contact the Human Resources Analyst
and refer to the job bulletin to find their contact information.
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