[image: image1.png]=RNL=




Online Application Process Instructions
1. Go to: http://www.actransit.org/careers/
2. Click on the “Career Openings” link. 

3. Scroll down to the bottom of the page. Click on the job opening that you would like to apply for. 

4. To the right of the screen, click the “Apply” link (should be blue and underlined). You will need to submit a separate application for each job opening you are interested in applying for. 
5. When the login screen appears, enter your username and password. If you do not have a username and password, please click “Create Your Account Here!” 
6. Fill out the required fields to create an account (this is only if you do NOT have an account already). The following are REQUIRED to create an account:
· First Name
· Last Name

· Primary Phone

· Email

· Notification Preference (must be Email- AC Transit only accepts applications online)

· Address

· City

· State

· Zip

· Username

· Password

7. After entering your account information, click “Create Application”
8. Give your application a name, such as Bus Operator Application or Administrative Application. Click “Create Application” after naming your application. 
9. Review your Contact Information and provide your month and day of birth. Click “Save & View Application”
10. Click “Add Education” to type in your high school, college or technical schools. 
11. Click “Add Work Experience” and type in your last 10 years of work experience. 

12. If you have any Certificates or Licenses to add, click “Add Certificates & Licenses”

13. To attach your resume (must be a Word document or PDF), click “Add Attachement”

14. After adding all of your information, click “Go to Step 2: Agency Wide Questions”

15. Answer all of the Agency Wide Questions to the best of your ability. Click “Save & Proceed”

16. Answer all of the Supplemental Questions to the best of your ability. Click “Save & Proceed”

17. Review your application and make sure all the information is correct. Click “Confirm Application”
18. Read the information and click “Accept.” Your application has been submitted! You will receive a confirmation email that your application has been received. AC Transit will contact applicants with qualifications and experience that best match the requirements for the job.

