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1. 
Study the job vacancy announcement before you fill out your application.  You will need to know the title of the job position, job qualifications, hours and at what branch the position is located.  Make sure your application demonstrates how you are qualified for the position.  (Note: A Clerk position in the Library is not a secretarial position.) 
2.
Give details of work you have done.  Job titles do not make your expertise clear. 

3.  
Fill out the application and supplemental application completely.  If you are going to fill out the application at the Library, be sure to bring everything you will need with you:  Social Security number, dates of previous employment, phone numbers, addresses and names of previous employers and salary history.  If you need telephone numbers or addresses, you can go to the Reference Department and use their phone directories or city directories.  You may also take the application home with you, but you need to be sure it is brought back before the deadline and in time to take your tests.
4.
Read and follow instructions carefully.  Incomplete applications may not be accepted.  Sign and date your application.   If you do not sign your application, it will not be complete.  
5.
Type or print clearly in ink.  Neatness, completeness, spelling and legibility are very important and are included as part of our assessment of your candidacy for the position.
6.
Review your application before you turn it in.  Avoid the 9 most common mistakes: 

· Misspelled words 

· Messy, crossed-out writing, stains 

· Illegible printing or writing
· Folded or wrinkled application materials 

· Incomplete information 

· Questions left unanswered

· An incomplete work history 

· Forgetting to sign the application 

· Failure to submit the application by the deadline. 

7.
If you want a copy of your application, please copy it before you turn it in.  Once received, your application becomes the property of the Library.

8.
If the job announcement states that you needed to take tests, they must be completed before you will be considered for the position.  All of the test results are submitted to the Personnel Assistant with your application to properly evaluate you for an interview.
9.
Tests are administered from 9:00 a.m. to 11:00 a.m. and 1:00 p.m. to 3:00 p.m.  The alphabetical and numerical tests will take about 30 to 45 minutes.  The written test will take about 30 minutes.  The typing test will take about 10 minutes.  If you plan on filling out your application at the Library and then taking the tests, it will take you approximately 2 hours.  (Tests are not timed with the exception of the typing test).  Allow sufficient time to take the tests.  Once test instructions are given to you, the staff will be unable to provide you with any other assistance.  
10.
The Personnel Assistant will call you if you are considered for an interview, or you will receive a letter if you are not scheduled for an interview.  If selected, the Personnel Assistant will call you to set up a time and date for your interview.  If scheduled, be sure to arrive on time for your interview.  
11.
Your application will remain on file for one year.  If you are not chosen for the position, you may call and ask that your application to be resubmitted for another position that becomes available and for which you are qualified.  If you did not do well on some or all of your tests, you may take them over during the application acceptance procedure.

12.
The Jackson-George Regional Library System only accepts applications when a position is available.  Postings for job vacancies at the Library are listed in your local paper, on our website www.jgrl.lib.ms.us and in each of the eight branches of the Library System.  
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