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Navigating the Online Employment Center (OEC)

Visit our Online Employment Center at 
ct.gov/ctstatejobs to find:

• Open jobs
• Access to your Personal Status Board
• Applicant Resources



Open to the Public
Anyone is welcome to apply.

Open Only to Statewide Employees
In order to be considered for a
Statewide job opening you must be a 
current State of CT employee for at 
least six (6) months of full-time service 
or full-time equivalent service, absent 
any applicable collective bargaining 
language.

Open Only to Agency Employees
In order to be considered for an 
agency job opening you must be a 
current State of CT employee of the 
agency listed in the job posting for at 
least six (6) months of full-time service
or full-time equivalent service, 
absent any applicable collective 
bargaining language. 

Navigating the Online Employment Center (OEC)



Customize your job search by using the Narrow Your Job 

Search function on our Online Employment Center.  You can 

search for jobs by using any of the following filters:

• Keyword:  

• Location: any town in CT

• Agency/Department:  any state agency

• Type:  Open to the public, statewide, agency, internship, etc.

• Category: occupational group such as nursing, outdoor 

recreation

Navigating the Online Employment Center (OEC)



Select the Job Title link to open the job bulletin and review the posting. 

Each job posting has a title and often a functional title to provide the applicant with a little more 
detail.  The Job Posting will provide all the details you need (Open and Close date, Location, 
Position Type, etc.).

Understanding a Job Posting



Understanding a Job Posting

Provides an overview of what the agency does, the division and functional job duties for the role.  
May include future career trajectories as well to highlight upward mobility opportunities.

This section has important instructions for applying and after the application has been submitted.  This 
section always has the name of the Talent Solutions professional to contact should you have any questions.



Understanding a Job Posting: Minimum Qualifications

An applicant must meet the minimum qualifications in order to qualify for the job posting



Understanding a Job Posting: Substitutions Allowed

• State job classifications may 
allow substitutions 
for educational qualifications 
based on specific criteria.

• In certain cases, formal 
educational degrees may be 
accepted in place of the 
Minimum Qualifications – 
General Experience required for 
the job.

• In certain cases, State work 
experience may be substituted 
for all or a portion of the Minimum 
Qualifications- this is why your 
State job experience is important 
to include in your application.



Understanding a Job Posting: Preferred Qualifications

Preferred Qualifications are specific, measurable, and directly related to the 
position. Hiring agencies use these criteria to identify and select the most 

qualified candidates for the job.
Candidates most likely to succeed at a job will possess the PQ’s.



What is a Master Application?
Instead of creating a new job application, you can copy the information from your Master Application 

when you apply.

•No cover letter

•No uploading of licensing, transcripts or degrees
•No resume

Example: You are applying for three jobs.  Instead of creating three separate applications, you copy the 

Master Application and it populates a new job application for the specific title and recruitment number.

Note: The Profile tab must be completed for each application because your employment preferences 

section may be different for each position.  Please be sure to list your experience in chronological order.

Reminder: Applicants have the opportunity to edit information within each of their applications to ensure 

they're including all relevant job duties!



Application Responsibilities

It’s the applicant’s responsibility to show they meet the minimum experience and training requirements of the job they are applying 
to.  Assumptions cannot be made.  Read through the job posting requirements and make sure the application provides the hiring 
agency with enough information to make an objective determination.



Supplemental Questionnaire (SQ)

Supplemental Questions are based 

on the Minimum Qualifications/ 

Special Requirements of the job 

class. 

Ensure that the answer you select to 

each question is supported by the 

information provided in your 

application.



State Employee ID

Employee ID # can be found 
on your pay stub in CORE-CT.

As a State employee, you should ensure your Master 

Application is updated to include your State Employee ID #.



Key Differences Between Strong and Weak Applications
For this example, we will be looking at applications for a Secretary 2.



Application Example- Secretary 2 (7539CL)

Job 1 demonstrates that the applicant meets the 

General Experience and has at least 1 year at the 

level of Secretary 1. They also included their State of 

CT employee ID number.



Application Example- Secretary 2 (7539CL)

Please note: In order to receive educational credits towards 
the minimum qualification for a job posting, the institution must be 
accredited. If the institution of higher learning is located outside of 
the U.S., you are responsible for providing documentation from a 
recognized USA accrediting service which specializes in determining 
foreign education equivalencies to the recruiter listed on this 
job posting prior to the job close date.

This applicant would not receive the 2 

year substitution because their degree is in Business 

Admin.  As indicated in the job class specification, in 

order to receive educational credits towards the 

minimum qualifications, the degree must be in 

secretarial sciences.



Submit your Application

After reviewing your information, click Submit to State 

of Connecticut.

Once an application has been submitted, it cannot be 

changed.

If your application is submitted, you will receive a pop-

up notification confirming the date and time the 

application was submitted. Additionally, a notice will be 

sent to the email address provided in your application 

and will be viewable in your Personal Status Board.



Once you complete your application, it will show as submitted in your Personal Status Board.

Your disposition and status will update to reflect the current stage of your application in the process.

Based on your responses to Supplemental Questions, your disposition will reflect as MMQ (Meet Minimum Qualifications) or NQ (Not 
Qualified). MMQ applications will update to BER and then ER as the recruitment progresses.

Before Eligible for Referral (BER) indicates the candidate meets the minimum qualifications for the position, based on their responses when 

submitting their application. According to Connecticut General Statutes for Classified/Competitive appointments, there is an appeals process 

for candidates who do not meet the minimum qualifications. “Before Eligible for Referral” is used for candidates who do meet the minimum 

qualifications, during this step of the process. 

Eligible for Referral (ER) means that the candidate is moved on to the next step in the recruitment process. At this point, the Talent Solutions 

team may send out a Referral Questionnaire to candidates to gather additional consideration or will review the applications for minimum 

qualifications. After that process is complete, the applications are referred to the hiring agency for their consideration. 

What Happens After you Submit your Application?



• C.G.S. §5-221a provides a statutory appeal process for Classified/Competitive job classes only. 

• Applicants who respond to Supplemental Questions and self-identify as not meeting 

the minimum qualifications of the job class being recruited for, are deemed not qualified (NQ). For 

this reason, these applications must be rejected. Only NQ applicants may appeal.

• If applicants indicate that they do not meet one or more of the requirements of a 

Classified/Competitive job, they will receive a detailed notice with instructions on how they may 

appeal this rejection. Applicants who receive this notice, have 6 business days to submit their 
appeal. More information can be found within the appeal notice.

• To find out if the job class that you're interested in is a Classified/Competitive job class, select the 

job class, and scroll down to the Job Class Designation section:

Statutory Appeal Process

https://www.cga.ct.gov/current/pub/chap_067.htm#sec_5-221a
https://www.cga.ct.gov/current/pub/chap_067.htm#sec_5-221a
https://www.cga.ct.gov/current/pub/chap_067.htm#sec_5-221a
https://www.cga.ct.gov/current/pub/chap_067.htm#sec_5-221a
https://www.cga.ct.gov/current/pub/chap_067.htm#sec_5-221a
https://www.cga.ct.gov/current/pub/chap_067.htm#sec_5-221a


Applicants may choose to sign up for Job Alerts to be notified of new job postings. 

This is beneficial for you if:
• You are taking time off and not thinking about work
• You do not regularly check the Online Employment Center
• You previously missed an application deadline and do not want to miss the next opportunity

Late applications may not be submitted and will not be considered. Exceptions are rare and limited to 
documented events that incapacitate a candidate during the entire duration of the job posting time period.

Sign up for text or email notifications by accessing the Job Alerts tab on the Online Employment Center.
1. On the Create a Job Search Agent page, select the desired occupational group(s), then click Submit.
2. On the Job Classes page, select the job class(es) for which you wish to receive alerts for.
3. Click Add All Checked Classes to My Job Search Agent and then, Finish.
4. Enter the best method to notify you at (phone number or email).

Note: Job Alert subscriptions automatically expire after one year.

How Can Job Alerts Help your Job Search?



Applicant Resources

More resources on the application process can be found on the Online Employment Center.

Questions related to specific recruitments can be directed to the Talent Acquisition professional listed in the 
Selection Plan section of the job posting. Technical support questions can be directed to DAS.SHRM@ct.gov

https://www.jobapscloud.com/CT/

	Slide 1: Applicant Tips to Apply for State Employees
	Slide 2: Table of Contents
	Slide 3: Navigating the Online Employment Center (OEC)
	Slide 4: Navigating the Online Employment Center (OEC)
	Slide 5: Navigating the Online Employment Center (OEC)
	Slide 6: Understanding a Job Posting
	Slide 7: Understanding a Job Posting
	Slide 8: Understanding a Job Posting: Minimum Qualifications
	Slide 9: Understanding a Job Posting: Substitutions Allowed
	Slide 10: Understanding a Job Posting: Preferred Qualifications
	Slide 11: What is a Master Application?
	Slide 12: Application Responsibilities
	Slide 13: Supplemental Questionnaire (SQ)
	Slide 14: State Employee ID
	Slide 15: Key Differences Between Strong and Weak Applications 
	Slide 16: Application Example- Secretary 2 (7539CL)
	Slide 17: Application Example- Secretary 2 (7539CL)
	Slide 18: Submit your Application
	Slide 19: What Happens After you Submit your Application?
	Slide 20: Statutory Appeal Process
	Slide 21: How Can Job Alerts Help your Job Search?
	Slide 22: Applicant Resources

