
 

 
 

 

This guide will help you through the process of applying for a position online with Jefferson Parish Civil 

Service.  An application can be filled out on any computer with access to the internet.  Also, there are 

application computers available for your use in either of the Personnel Offices.   

 

Please be aware that you must fill out a separate application for each position for which you would like to 

be considered.   

 

Step 1 

Log onto Jefferson Parish Personnel Department website at www.jeffparish.net. 

 

 

Step 2 

To check for the current available positions, click on the link Jobs. 

 

 
 



Step 3 

The job opportunities page will appear.  Scroll down the page (past the search criteria box) until you reach 

the full list of our currently open jobs.  You will see the Position Title, Employment Type, Salary, Closing 

Date, and a brief description. 

 

 
 

 

Step 4 

Click on the Position Title link for the position for which you would like to apply. 

 

 
 

 



Step 5 

The next page is the full job announcement for the Position.  It will give you details about the Kind of 

Work, Minimum Requirements, Benefits, and Supplemental Questions for that particular position. 

 

 
 

 

Step 6 

To apply for the position, click on the Apply link. 

 

 

 
 



Step 7 

The next page will ask you for your Username and Password. If you have never applied with Jefferson 

Parish or Government Jobs, you will need to create a new account, username and password, by using the 

Create Your Account Here! link. 

 

 
 

 

Step 8 

Fill out the requested information to create your new user account. Please note that your Password must 

include one number, one letter, and one special character (i.e., *, &, ?), and it must be at least 8 characters 

long.  When finished click on Save at the bottom. 

*It is important to remember your username and password in order to apply for future positions and/or edit 

your information. 

 

 



Step 9 

Click on the Create Application button. 

 

 
 

 

Step 10 

Give your application a name in the Application Name box.  Then click on Create Application. 

 

 
 



Step 11 

Verify your information on the screen and then click on Save & View Application. 

 

 
 

 

Step 12 

On the next screen, you will be adding some additional information (such as Education, Work History, 

Skills, etc.). If at any time during the application process the red Attention box appears, it points out the  

information you failed to fill out. 

 

 



Step 13 

In order to have a completed application, you must fill out the following sections on this screen: Personal 

Information, Preferences, Education, and Work Experience.  The other links are considered optional. 

 

 

 
 

 

Step 14 

Once you have filled out your information, click on the Go to Step 2: Agency-wide Questions button. 

 

 
 



Step 15 

Follow the instructions for the Agency-wide Questions.  Be sure to answer the questions fully. 

 

 
 

 

 

Step 16 

When finished answering all of the Agency-wide questions, click on the Save & Proceed button at the 

bottom of the page. 

 

 
 

 

 

 

 

 



Step 17 

The next and last set of questions will be the Supplemental Questions.  These questions are all based upon 

the job qualifications required for the position for which you are applying.  Follow the instructions and 

answer the questions fully. 

 

 
 

 

Step 18 

When finished answering all of the Supplemental Questions, click on the Save & Proceed button at the 

bottom of the page. 

 

 

 
 

 

 



Step 19 

You will be brought back to your application in order to confirm your information.  Once you have 

confirmed that all of the information is correct, click on Confirm Application. 

 

 

 
 

 



Step 20 

The next page asks you to accept or decline the Certification Statement.  Read through the Statement, and 

click on either Accept or Decline. 

 

 
 

 

Step 21 

The next screen will confirm that your application has been sent to the Jefferson Parish Personnel Office.  

You should expect to hear from a Personnel Technicians within two weeks regarding your application.  A 

Personnel Technician will contact you by mail or email depending on the Notification Preference you 

selected on your application.  They may also reach you by telephone if needed. 

 

 



Step 22 

Once finished with the online application, Logout. 

 

 
 

 

Step 23 

You will need to print out the Employment Release form.  To obtain the form, click on Employment 

Information Release. 

 

 
 

 

 

 

 



Step 24 

Then click on the Employment Information Release link in the middle. 

 

 
 

 

Step 25 

Print out the Employment Information Release form and fill out only the last three lines at the bottom: 

Applicant’s Printed Name, Applicant’s Signature, and Date.  Mail this form to 200 Derbigny Street, Suite 3100, 

Gretna, LA 70053.  We DO NOT accept electronic or faxed copies of this form because an original 

signature is mandatory. 

 

This completes your online application with Jefferson Parish Civil Service employment.  If you have problems 

or questions regarding your application(s), you can contact Personnel by calling (504) 364-2730 between the 

hours of 8:00 a.m. and 4:00 p.m., Monday through Friday (excluding Parish holidays). 


