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Department of Administration 

State Human Resources Division

Online Employment Process
Guidelines for Preparing a Vacancy Announcement
The Online Employment Process, Administration Service site is http://mine.mt.gov/statejobadmin/.  To create a vacancy announcement, select Create a New Listing link.  You then have the option of creating a new listing or copying an existing listing.  The job listing has five sections: Listing Details, Agency Information, Job Requirements, Supplemental Questions, and Additional Materials.  Asterisks (*) show required fields.

1. Listing Details
Post Listing: select the “External or Internal” Posting.  NOTE: When agencies select “internal” listing, the job listing will go the MINE page: http://mine.mt.gov/home/default.aspx.  Only employees in that agency will see the posting.  Employees may click on “apply on-line” to start the process.  

*Date Posted: Enter the date you want the job posted.  You may enter a future date and it will post on that date.
Closing Date: Leave blank for open until filled postings.
*Position Number: Your agency three-digit identifier defaults into the field. For example: 611 (Administration) 411 (Justice). Add the five-digit position number to the agency identifier.
*Number of Openings: 
*Position Title: 
*ONET Category and *ONET Occupation are required so that Workforce Services (Job Service) can enter state jobs into their system.
Bargaining Unit/Code

*Job Status: Select full time or part time and the permanent, seasonal, temporary, short term worker, or student intern.
Work Shift:

*Band or Grade:

*Salary:

*Salary Unit:

Training Assignment:  Check the box to display training assignment information on the job listing.  (If applicants for this position do not meet the minimum qualifications, a training assignment may be used.)
Applicant Pool: Check the box to display applicant pool information on the job listing. (If another department vacancy occurs in this job title and location within six months, the same applicant pool may be used for the selection.)
Additional Salary Information: (300-character field)
State Job Application Required:  It defaults to Yes. If you do not require a state job application, click the ‘No’ button and click on the resume, cover letter (optional) and supplemental questions (optional) in the ‘Additional Materials’ section.   Applicant process: If a new applicant applied, she or he would only fill out the Personal Data page.  If it is an existing applicant, the agency will only see the Name and Address section and the attached resume when they viewed the application. 
2. Agency Contact Information – Agency contact information should default in from the Administration User information.
3. Job Requirements
*Special Information:  (4,000-character field) Enter information unique to this position that you feel would help job seekers know more about the position.   This may include licenses needed, working conditions, training assignments, travel, or job share.  If a position is addressed in an EEO Action Plan, that information should be specified here.   Language encouraging women and minorities to apply should only be used for positions specifically addressed in the department’s written action plan.

*Duties: (4,000 character field) Describe the essential duties using a current job analysis or current position description.

*Competencies: (4,000 character field) The competencies should describe the knowledge, skills, and behaviors needed to successfully perform the essential duties of the job.

*Education/Experience: (2,000 character field) List the required education and experience for the first day of work, including alternative methods of acquiring minimum qualifications. 

4. Supplemental Questions (if required, add supplement questions and instructions):
Supplemental Question Instructions:
Add Supplemental Questions:
5. Additional Materials (if required, check the additional materials):
Cover Letter

Resume 

Transcripts
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