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	 1. 	Link to Careers at State of Illinois website.
		    • �Enter the link into your browser tab at the top of your computer 

screen and hit enter. 
https://illinois.jobs2web.com/

 

	 1. 	�You can copy the link by selecting it and pasting it into the browser  
or you can type it into your browser.

		    • �To copy link: 
Hold your left mouse button down and scroll across link.  
Link will be shaded in grey.

 

		    • �Press Ctrl and C 
at the same time to copy the image.

		    • ��Place the curser in the browser tab and press Ctrl and V at the 
same time and it will paste the text or link into the browser

	 2. 	�Candidate is directed to the Careers at State of Illinois website. 
 
CMS Career Counselors are available by appointment to help you 
determine which positions you may be qualified for within state  
government. CMS.CounselingByEmail@Illinois.gov 
 
This is the main page. From this page you can:

		    • �Search for Jobs
		    • �Set up alerts for when a job posts
		    • ��Create a Candidate profile account



	 3. 	The first step in the application process is creating a candidate profile.
		    • �Click on “Join Talent Community” to set up profile

 

	 4. 	Create an Account 
		 Save your profile.
		 You can come back and update your profile as needed.
		    • �Enter your information requested to set up a profile.
		    • �Click the Notifications box to receive email notifications
		    • �Read and accept the data privacy statement.

 

	 5.	You will be directed back to Careers at State of Illinois website.
		    • �Click on View Profile



	 6. 	Create a Candidate Profile 
		 If you are applying for a Merit Comp (Non Union) position, you are 		
		 REQUIRED to upload a resume and complete all required segments.
		 • Start by uploading your resume and cover letter in My Documents.
		 • �The Jobs Applied for segment will track positions for which you 

have applied.

 

	 7. 	Each Segment expands so you can enter your information.
		 • �Select Add to expand the selected segment to enter your  

information.

 

	 8. 	Enter information as directed.



	 9. 	Setting Job Alerts
		 From the Candidate Profile page.
		� Candidates can request to receive email notifications for posting 

that meet their interests.
		 • �Click on Options
 

10. Job Alerts links you to set up a job alert.
		� Consider how your education, training and experience matches up 

with the requirements of the positions you are interested in.

 

	11.	You will be directed back to the job search link.
		 Pick what position or location you wish to be alerted to when it posts.
		 • �Click on Create New Job Alert



12.	�You will create an alert that will send an email to your account  
notifying you that a job or location you are interested in has been 
posted.  You can search to set up an alert:

		� In this example we have entered a Job Title of Office Associate. You 
can specify how often you want job alerts sent to you. Once the 
information you want is entered, click Create Alert.

13.	Confirmation Alert has been set up.
 

14.	You will receive an email to your account.
		 Testing
		� Some positions require an examination as part of the application 

process, if an examination is necessary, the information will be  
detailed in the requisition (job posting).

		� Testing will contact you as part of the hiring process if a test  
is necessary.

		 • �Job alerts will be sent to your email listing the jobs or locations  
for which you chose notifications.

 
 

		 • Search by Keyword
		 • Search by County
		 • Search by Job Title

		 • Search by Location
		 • Search by Zip Code



Careers at State of Illinois  (jobs2web.com)
	 1. 	To search jobs from the main State of Illinois weblink.
		 • �Search all jobs
		 • �Select View All Jobs
		 • �This tab shows all jobs posted

 

	 2. 	Search by Keyword
		 • Type in the job title you are looking for
		 • �Only the jobs you are interested in will show up

	 3.	Search by County
		 • Type in the County where you want to find a job

 

	 4.	Scroll through job postings
		 • You can scroll through the list of postings

 

	 5.	Select posting
		 • Click on the posting you are interested in.
 



	 6.	Posting information comes up with the details of the job.
		 • This is the Position Overview
		 • This is the posting number

	 7.	Minimum Qualifications for the position are listed.
		 Candidates must have these skills to apply for the position.
		 • Review the Minimum Qualifications on the posting

	 8.	Date by which you must apply.
		 • Note the Closing date of posting
	 	�Applications must be submitted by end of business on date listed 

on posting.

	 9. 	�Once the Candidate has identified a position for which they would 
like to apply, follow directions on how to submit an application.

Printed by the Authority of the State of Illinois • 24-0504 • 09/23 • 10,000

An Equal Opportunity Employer 


