
How to Begin Your 
State Career

California
Department of
Human Resources



OBJECTIVES
• Overview of California civil service career 

opportunities
• How to Search for career opportunities
• Explanation of the assessment process
• Overview of the state’s hiring process
• Resources available to you



PREMIER EMPLOYER

• Largest employer in California
• Over 150 agencies and state 

departments
• Multiple geographical locations
• Great salary and benefit packages
• Vast career opportunities
• Stability



HOW TO GET STARTED
• The state’s hiring process is a merit based 

system conducted in three steps
• First search for career opportunities
• Second take and pass an assessment
• Third complete an application template, 

apply for open positions and participate in 
a hiring interview



KEY POINTS TO STATE SERVICE

• 3 Ranks
• Apply for vacancies once you have 

received a passing score
• Placement on an eligibility list does not 

guarantee job appointment



AUDIENCE BASED NAVIGATION

WWW.CALCAREERS.CA.GOV

http://WWW.CALCAREERS.CA.GOV


FIND JOBS BY INDUSTRY



SELECT OCCUPATIONAL GROUP



CURRENT JOB OPENINGS



POSITION DESCRIPTION



DUTY STATEMENT



FOLLOW ALL INSTRUCTIONS



CREATE A CALCAREER ACCOUNT

WWW.CALCAREERS.CA.GOV

http://WWW.CALCAREERS.CA.GOV


CREATE A CALCAREER ACCOUNT



CALCAREER ACCOUNT



ASSESSMENTS
• Open Examinations are open to both State 

employees and individuals who are not employed by 
the State that meet the minimum qualifications

• Promotional Examinations are open for current 
permanent civil service State employees currently 
working for the department, and veterans.



VETERANS PREFERENCE
Assembly Bill 372:
1) As of January 1, 2014, any Veteran, widow or 
widower of a Veteran, or spouse of a 100 percent 
disabled veteran, who achieves a passing score in 
an entrance examination, shall be ranked in the 
top rank of the resulting eligibility list



Veterans continued
• Effective 1/1/16 – California Wounded 

Warriors Transitional Leave Act
– Military service-connected disability (30% +)
– Sick leave with pay of up to 96 hours
– Medical treatment for military service-related 

disability



LEAP
• Limited Examination and Appointment 

Program (LEAP) – is designed to help 
persons with disabilities get jobs in state 
civil service. LEAP is an alternative to the 
traditional testing process, allowing 
applicants to demonstrate knowledge, 
skills and abilities through on-the-job



ASSESSMENT METHODS
• Qualifications Appraisal Panel (QAP) – oral interview by 

a panel of interviewers who ask patterned questions
• Written Exam
• Supplemental Exam –The candidate completes a set of 

questions relative to his/her experience and/or education 
(also referred to as Qualifications Assessment)

• Education and Experience (E&E) – Testing department 
assigns a score based on information on the State 
Application (Form 678)

• Online Examinations –available to take 24/7 at 
www.CalCareers.ca.gov

http://www.calcareers.ca.gov/


PREPARING FOR AN ASSESSMENT
• Examination bulletin
• Job Specifications
• State Library study guides



STATE OF CALIFORNIA - CALIFORNIA DEPARTMENT OF HUMAN RESOURCES

EXAMINATION I EMPLOYMENT APPLICATION
STD. 678 (REV. 101201 J) Pag« 1

Applications will be processed ONLY for classifications where an 
examination is in progress and the published final filing date has not passed, 
or for vacant positions where a department requests an application.

PRINT OR TYPE-PLEASE SEE INSTRUCTIONS ON BACK PAGE

STATE OF CALIFORNIA - CALIFORNIA DEPARTMENT OF HUMAN RESOURCES

EXAMINATION / EMPLOYMENT APPLICATION
STD. 878 (REV. 1019013) Page 2

APULlUANrS NAME ham" ‘

MAILING ADDRESS (Numowl fStrettl E-MAIL ADDRESS

fGM fCounfy) ISMr/ (Zp Code)

EXAMINATION(S» OR JOB TITLE(S) FOR WHICH YOU ARE APPLYING

WORK TELEPHONE NUMBER

HOME/VRS/TTYTELEPHONE NUMBER

PERSONNEL 
USE ONLY

ANSWER THE FOLLOWING QUESTIONS:
county in which you would like to take trie examination 

if different from the county of your residence
Do you need reasonable accommodation to take an interview or written test? P~[ Yes | | No

Do your religious beliefs prevent you from taking an examination on Saturday? i j Yes | | No

Are you now employed by the State of California? (If "YES". fill in the information below ) ' Yes i No

Department  Subdivision

5. Have you ever been fired, dismissed, terminated, or had an employment contract terminated from any position for [ | Yes | ] No
performance or for disciplinary reasons? (Applicants who have been rejected during a probationary penod. or whose 
dismissals or terminations have been overturned, withdrawn [unilaterally or as part of a settlement agreement] or revoked 
need not answer "Yes".) Refer to the Instructions for further information. If Yes’' to Question «5. give details in the 
Explanations section.

6, In addition to English, list any other languages you:
a. possess verbal fluency in______________________________

b. possess written fluency in________________________

7. I certify I can type at a speed of words per minute. (For typing applicants only.)

(ANSWER QUESTIONS 8 AND 9 ONLY IF THE EXAMINATION INDICATES THEY ARE REQUIRED.)
8. Do you meet the minimum and/or maximum age requirements? | | yBS q no

9. Do you possess a valid California Driver License? (If "YES", fill in the information below.) yes '—j

License #  Class: Restrictions:

EXPLANATIONS

CERTIFICATION - IMPORTANT - PLEASE READ BEFORE SIGNING - If not signed, this application may be rejected.----------------------- “-------------------------------

' certify under penally of perjury tbat the Information I nave entered on Ibis application is true end complete tome best of my IrnoMrdoe l fudhnr u 
mat any false. incomplete. or Incoma statements may result In my disqualification from me examination process or dismissal from emoiovmnn, 
State of Caldoma I authorise me employers and educational Institutions kMItsd on this application to release any information they mavPaiemncomm 
my employment or education to the State of California. r y concerning

DATE SIGNEDAPPLICANTS SIGNATURE

CAL’/HR
CALIFORNIA DEPARTMENT °f HUMAN RESOURCES



STATE APPLICATION (STD. 678)
• Complete the top portion of the application

• Include the exact title of the position for which you are 
applying, Job Control number, and Position Number

• Answer questions 1 through 7 on the front of the 
application, and questions 8 -11 if required for the 
position

• Complete the Education (#13) and Experience (#14) 
portions of the back of the application and attach your 
resume to the application. (Be sure beginning and ending 
dates, and hours per week are included.)



STATE APPLICATION (con’t)
• Print the application form (unless applying online)

• Sign and date the front of the application (unless 
applying online)

• Submit the application to the location identified on 
the examination/position announcement

• Retain a copy for your files



APPLICATION REMINDERS
• Use all relevant paid and volunteer 

experience
• Equal Employment Opportunity 

questionnaire (Exams/Assessment only)
• Submit on time



APPLY
• Apply for job openings as soon as you 

pass an assessment
• Follow all application instructions
• Submit on time



PREPARE FOR HIRING INTERVIEW
• Study job announcement
• Duty Statement
• Review departmental website
• Relate your experience and knowledge to 

the essential duties and desirable 
qualifications

• Read all application instructions



SUMMARY
1. Create a profile on www.calcareers.ca.gov
2. Apply for and take an assessment
3. Successfully pass the assessment
4. Apply for a job vacancy
5. Participate in a hiring interview

http://www.calcareers.ca.gov


RESOURCES
www.calhr.ca.gov 
www.calcareers.ca.gov
LEAP@calhr.ca.gov
CalCareer@calhr.ca.gov
CalHR Exams Section Contact Number: 
(866) 844-8671 Voice; CA Relay 7-1-1

http://www.calhr.ca.gov
http://www.calcareers.ca.gov
mailto:LEAP@calhr.ca.gov
mailto:CalCareer@calhr.ca.gov


VETERAN RESOURCES
www.calvet.ca.gov 
www.edd.ca.gov 
www.calguard.ca.gov

http://www.calvet.ca.gov
http://www.edd.ca.gov
http://www.calguard.ca.gov
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