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Access PBC Career Page 
 

Access PBC Career Page by typing: pbcgov.jobs 
 

 

 

New Registration 
(Register only if you are a new user. If you have an existing account, skip to 
Sign In ) 

 

 

1. Click on Register (upper right corner of the screen.) 
 

 
2. Enter New User Registration information. 

 

IMPORTANT: You will not be able to create additional applicant user 

accounts using the same e-mail address. 

 
3. Select the I’m not a robot checkbox, complete the Captcha process. 
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4. Read the Palm Beach County Board of County Commissioners Terms 
and Conditions of Use information. 

 

 

5. Click in the checkbox to indicate you have read and agreed to each of 

the documents. 
6. Click Register 

 

 

7. A confirmation message will display. Click Continue 
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Sign In 
 

If you have already created a user account, log in using your current Email / 
Password. 

 

 

Note: Newly Registered, enter your new account Email and Password. 

 

1. Enter your Email 
2. Enter your Password 
3. Select the I’m not a robot checkbox, complete the Captcha process. 
4. Click Login 
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Credentials Recovery 

 
The Credentials Recovery screen will appear the first time you log in after 
Registration and the first time existing applicants log in. 

 

1. Complete the Security Questions 
2. Complete the Phone Number section 

3. Click Save. You will be directed to the Jobs Dashboard. 
 

 
Security Questions 
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Dashboard 

 
Under Quick Links, there are three options. 

 
1. Click on Job Openings on Quick Links to view and apply for open jobs. 

 

2. Click on User Profile to create a profile if you do not have one or to 
update an existing profile. 

 
3. Click on Registration Update to update your credentials. 
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Job Openings 
 
 

 

Applicants can find details about all open competitive job openings and 
promotional opportunities. 

 

1. Access to additional links. 

2. Featured Jobs are distinguished by this icon 

 
3. Enter a keyword to narrow job listings. 

 

4. Click on column headings to sort and customize the screen. 

 
5. Select the number of entries to view. 

 

6. If you are ready to apply, click Apply 
 

 
For instructions on completing your application, skip to Apply for a Job 
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User Profile 

 

 
If you are a first-time user and not ready to apply, you may create a 
User Profile that can be used when applying for a future job. 

 

1. Click on User Profile box. 
 

 

The User Profile tabs will display. 
 

 
For instructions to complete your User Profile, skip to Enter/Update User 
Profile 
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Registration Update 

 

 

Data entered during Registration can be viewed and updated. 
 

 User ID: Applicant Name and Email Address 
 Password 

 Security Questions 

 Phone 

 

1. Select the Credentials section that needs to be updated. 
2. Review the information, make the necessary updates. 
3. Click Save 

 
Repeat the above steps for each section that needs to be updated. 
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2. Click on the Job Title to view details of the job. 

Apply for a Job 
 

1. Click on Search Jobs on Home Page or Job Openings from the Quick 
Links menu to view and apply for open jobs. 

 

 
 

 

 
 

 

2. Click on the Job Title to view details of the job. 
 

 
3. Apply either of these ways: 

Click Apply on job announcement screen. Click Apply on the job openings screen for the job 

you wish to apply for. 

 

 

 

 
 

 

 
 

 

 
Note: You may receive special instructions on how to apply for some jobs. 

 

Important: Note the closing date (if any) on the job posting. In most cases, 
the application deadline is 5:00 PM ET. 
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4. You have four ways to complete the employment application information 
when applying for a job. Select from the following options: 

 

a. Existing User Profile (prefills with information you have entered in 
your User Profile) 

b. Previously Submitted Employment Applications (select to 
prefill from a previously submitted employment application) 

c. From a File (select a document, i.e., a resume to help complete 
your Application) 

d. New Application (no prefill, will be completely blank) 
 

 

Existing User Profile (prefills with information from your User Profile) 
 

1. Select the Existing User Profile radio button 

2. Click Continue 
 

 

Your pre-populated information displays. You may review and modify in 

any section. 
 

 
For detailed instructions on how to complete or modify any 

section, skip to Employment Application 
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Previously Submitted Employment Applications (prefills from a 
previously submitted employment application) 

 

1. Select the Previously Submitted Employment Application radio 
button 

 

 
2. Your previous employment application(s) will appear. You have 

the option to: 
a. View 
b. Copy 

3. When you are ready to use your previous application, click Copy 
 

 

4. You will receive a message to copy data from this previous 
application. Click Yes to continue. 
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Your pre-populated information displays. You may review and modify in 

any section. 

 

For detailed instructions on how to complete or modify any section, skip 
to Employment Application 

 

 

 
 

From a File (select a document, i.e., a resume to help complete your 

Application) 

 
1. Select the From a File radio button 
2. Click Continue 

3. Click Browse to find the file to extract your information from. 
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4. Locate the document you want to extract your information 
from. 

5. Click Open 
 

 
6. You will be directed back to the Application From File screen, read 

the statement: 

 

“I understand that once the process is completed, I will 
need to verify the fields containing values automatically 
extracted from the resume. I will have to manually correct 
or fill out some of them.” 

 
Click the checkbox 

 
7. Click Continue 

 

 
For detailed instructions on how to complete or modify any section, 
skip to Employment Application 

 
New Application 
(select to apply by creating a new employment application) 

 

1. Select New Application radio button 

2. Click Continue 
 



Page 16 of 61 March 2023 

2021 

 

 

Profile Tab 

 
 

3. Fill in your profile details. All required fields are marked with a 
red (*) asterisk. 

 
IMPORTANT: Answering YES to some questions may display additional 

questions. 
 

 

4. Related to a current Palm Beach County Employee? If Yes, 
complete the fields below. 

 

 

If applicable, enter the Driving History details. 
 

 
Has your license ever been suspended or revoked? If Yes, complete the 
fields below. 



Page 17 of 61 March 2023 

2021 

 

 

 
 

5. For the Exemption From Public Records Disclosure section, select 
Yes or No. If you do not know, you may leave this blank. 

 

6. Click Save or Continue 
 

 

Note: Clicking Continue will save your information and move you to the next 
screen. The Save will save your information but will not move you to 

the next screen. 

 
Education Tab 

 

Enter your Education information. 

 
7. Select the LAST YEAR completed (Grade/High School) from the 

dropdown selection list. 

 

8. Select the LAST YEAR completed (College/Graduate) from the 
dropdown selection list. 

 If you did not attend College/Graduate school, you 

must select “0” from the dropdown list. 
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9. Click on Add New: High School to enter high school record. 
 

 
10. Enter the information into the appropriate fields. 

 
11. Click Save 

 

 
 The Education record entered will be displayed. 

12. Continue entering additional Education records by clicking the 
appropriate sections. 

 

Note: Each Education section can be expanded (+) and collapsed (-). 
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13. To enter College / University information, click Add New: 
College / University. 

 

 

14. Enter the appropriate information in the fields shown below. 

 
15. Click on Save. 

 

 
16. You can enter multiple schools for the same type of Education by 

saving your entry, then click Add New: College / University 
 

 
17. Enter additional Education information and click Save 
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18. Follow the instructions above to enter Education for Graduate 
School and Other Training. 

 

 

19. When you have finished entering, revising, and saving your 

Education information, click Continue 
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Experience Tab 

 

20. Click on Add New: Work Experience 
 

 
21. Enter your work experience/employment details in the 

appropriate fields. 
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22. Once you have entered all the employment details, click Save 

 
The confirmation message displays as below: 
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23. To enter additional employment records, click on Add New: 
Work Experience and Save 

 

24. All Employment Records will display, Edit/Delete if 
necessary. 

 

25. When you have finished entering, revising, and saving your Work 
Experience, click Continue 

 

 
T & E Questionnaire Tab 

Some job postings will have a Training & Experience Questionnaire. 

 
1. Select from the options provided. 

2. Click Continue 
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Military Service Tab 

 

26. Select Yes or No 
 

 If Yes, select from the options below. Click Save or Continue 

 

 If No is selected, click Save or Continue 
 

 

Note: The job closing date will determine the Veterans’ Preference 

documentation deadline. 
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Skills Tab 

 

27. Enter the appropriate information in the available text boxes. 
 

a. List any special skills, knowledge or abilities that you possess 
that relate to this job opportunity. 

b. List any CURRENT, VALID professional or occupational 
licensures, registrations, certifications, or memberships 

relevant to the position 
 

28. Click Save or Continue 

 

Note: Clicking Continue will save your information and move you to 
the next screen. Clicking Save will save your information but will 

not move you to the next screen. 
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Other Information Tab 

 

Fill in the two sections under Other Information (voluntary) 

 
 

Demographics 

1. Providing Demographics details is optional, but your data is 
valuable for statistical purposes. 

 
 

Recruitment 

2. Help us recruit! Select the appropriate option from the 
dropdown list. 

 
3. Click Save or Continue 
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Documents Tab 

 

Attaching documents is optional, unless the job announcement specifies 
documents to be submitted with your application. You can attach documents 

two ways. 

 
 

1. From your User Profile “My Documents.” 

 
 Documents stored in your Profile “My Documents” will not be 

automatically attached to an employment application. You will 

have to select documents individually. 

 

2. From an external location. 
 

 Files cannot exceed the maximum size limit of 2mb. 
 You can upload a maximum of 3 files. 

 You can combine multiple documents into one file and upload it as 
a single file. Follow these instructions: 

 
 

How to Combine and Compress multiple files into a .pdf 
(if file size exceeds 2mb) 

 
1. Scan multiple files and save as a single .pdf 
2. If the document size is more than 2mb, compress the .pdf file 
3. You can Compress the file using the following steps: 

a. Right-click on the .pdf file 

b. Select Send To 

c. Select Compressed (zipped) folder 
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1. To attach from your profile “My Documents” library, click 
Choose File on left: 

a. Select the file you want to attach. 
b. Click Upload 

c. Click Yes 

 
 

 

 

The uploaded document will be View only. 
(Repeat for each file you want to attach) 

 
d. When finished uploading documents, click Close 
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2. To attach from an external location, click Browse Files on 
right and select document. 

 

 
a. Select the file you want to attach. 
b. Click Open. 

c. Click Attach file to upload the selected file. 
(Repeat for each file you want to attach) 

 

 

 

d. You will receive a Document successfully saved message. 
Click OK. 
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3. Files attached to your Application will display. 
4. You may View/Delete the attached documents. 

 

 To delete a document, click the Delete icon  next to the 
document name. 

 
Note: Files attached to an application may only be deleted while the job 

posting is open. 

 

5. Click Continue 
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Review Tab 

 

29. Review each section, verify the data you have entered on your 
Application is correct and detailed. 

 
30. There are two ways to Edit your information: 

i. On the Review screen, click the Edit icon in the 
section that needs to be updated. Each section will have 

an Edit button 

 

ii. Click on the appropriate tab on the left side. You will be 
directed to that section of the employment application. 
Correct or update your information. 
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iii. After you have updated the information, click Save, 
located at the bottom of the screen. 

 

 

iv. To return to the Review screen, click on the Review 

tab. 
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31. When you have finished reviewing the Application, click 
Continue at the bottom of the page. 

 

 

 

Submit Tab 

 

32. Click Print if you want to print the PBC Terms and Conditions. 

 

 

33. Read the Palm Beach County Board of County Commissioners 

Terms and Conditions of Use information. Click in the checkbox 
to indicate you have read and agree to the Terms and 
Conditions, Privacy Policy, and the Candidate’s Code of Ethics. 

 
34. Click Yes, if you wish to replace your current profile with the 

information entered on this Application. If you do not want to 
replace/update your current profile, click No 

 

35. Under the Application Submittal Details, please read the 

details and click on the checkbox 
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36. When all of the steps listed above have been completed, click 
Submit 

 

 
37. A confirmation message displays, as shown below. A 

confirmation will also be sent to your email address. 

 

38. Take note of your Applicant ID# and Job ID#. 

 
39. Click Dashboard to view your updated Dashboard. 
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Count Down Clock 
 

For jobs with a closing date, a countdown clock will display. 
 

 
 Yellow highlight indicates the job will close that day. Red indicates the job 

will close within 5 minutes. 
 

 

Click on Read more for submittal rules. 
 

 

Click Close to close the message. 
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Employment Application 
 

The employment application will have 8 to 9 sections for completion. 

 
As you complete each section, click Continue, you will be directed to the next 
section. 

 

Be sure to enter all your information with as much detail as possible. HR 
Specialists will be viewing your information exactly as it was entered. 

 

Once the job posting has closed, your information cannot be changed. 
 

 

Profile Tab 

 
Depending on the option you selected to complete your employment 
application, most fields will be populated. 

 
1. Review all information and update as necessary. 

2. Click Save or Continue 

 
Note: Clicking Continue will save your information and move you to the next 

screen. Clicking Save will save your information but will not move you 

to the next screen. 

 

Education Tab 

 
3. Review all information and update as necessary. 
4. Click Save or Continue 

 

Experience Tab 

 
5. Review all information and update as necessary. 

6. Click Save or Continue 
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T & E Questionnaire Tab 

 
Some job postings will have a Training & Experience Questionnaire. 

 
7. Select from the options provided, click Continue 
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Military Service Tab 

 
8. Select Yes or No 

 

 

 If Yes, select from the options that display. Click Save or Continue 

 

 If No is selected, click Save or Continue 

 

Note: The job closing date will determine the Veterans’ Preference 
documentation deadline. 
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Skills Tab 

 

9. Review all information and update as necessary. 

a. List any special skills, knowledge or abilities that you possess 

that relate to this job opportunity. 
b. List any CURRENT, VALID professional or occupational licensures, 

registrations, certifications, or memberships relevant to the 

position 
10. Click Save or Continue 
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Other Information Tab 

 
Fill in the two sections under Other Information (voluntary) 

 
 

Demographics 

1. Providing Demographics details is optional, but your data is valuable for 
statistical purposes. 

 
 

Recruitment 

2. Help us recruit! Select the appropriate option from the dropdown list. 

 
3. Click Save or Continue 
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Documents Tab 

 

 

1. From your User Profile “My Documents.” 
 

 Documents stored in your Profile “My Documents” will not be 

automatically attached to an employment application. You will have to 
select documents individually. 

 

2. From an external location. 

 

 Files cannot exceed the maximum size limit of 2mb. 
 You can upload a maximum of 3 files. 

 You can combine multiple documents into one file and upload it as a 

single file. Follow these instructions: 

 

 
How to Combine and Compress multiple files into a .pdf 

(if file size exceeds 2mb) 
 

1. Scan multiple files and save as a single .pdf 
2. If the document size is more than 2mb, compress the .pdf file 

3. You can Compress the file using the following steps: 
a. Right-click on the .pdf file 

b. Select Send To 
c. Select Compressed (zipped) folder 
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1. To attach from your profile “My Documents” library, click Choose File 
on left: 

a. Select the file you want to attach. 
b. Click Upload 

c. Click Yes 

 
 

 

 
The uploaded document will be View only. 

(Repeat for each file you want to attach) 
 

d. When finished uploading documents, click Close 
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2. To attach from an external location, click Browse Files on right and 
select document. 

 

 
a. Select the file you want to attach. 
b. Click Open. 

c. Click Attach file to upload the selected file. 
(Repeat for each file you want to attach) 

 

 

 

d. You will receive a Document successfully saved 
message. Click OK. 
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3. Files attached to your Application will display. 
4. You may View/Delete the attached documents. 

 

 To delete a document, click the Delete icon  next to the 
document name. 

 
Note: Files attached to an application may only be deleted while the job 

posting is open. 

 

5. Click Continue 
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Review Tab 

 
11. Review each section, verify the data you have entered on your 

Application is correct and detailed. 

 
12. There are two ways to Edit your information: 

i. On the Review screen, click the Edit icon in the section that 
needs to be updated. Each section will have an Edit button. 

 

ii. Click on the appropriate tab on the left side. You will be directed to 
that section of the employment application. Correct or update your 

information. 
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v. After you have updated the information, click Save, 

located at the bottom of the screen. 
 

 

vi. To return to the Review screen, click on the Review 

tab. 
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13. When you have finished reviewing the Application, click Continue at the 
bottom of the page. 

 

 

 

 

 
Submit Tab 

 
14. Click Print if you want to print the PBC Terms and Conditions. 

 

 

15. Read the Palm Beach County Board of County Commissioners Terms and 

Conditions of Use information. Click in the checkbox to indicate you 
have read and agree to the Terms and Conditions, Privacy Policy, and 
the Candidate’s Code of Ethics. 

 
16. Click Yes, if you wish to replace your current profile with the 

information entered on this Application. If you do not want to 
replace/update your current profile, click No 

 
17. Under the Application Submittal Details, please read the details and 

click on the checkbox. 
 

18. When all of the steps listed above have been completed, click Submit 
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19. A confirmation message displays, as shown below. A confirmation will 

also be sent to your email address. 

 
20. Take note of your Applicant ID# and Job ID# 

 

21. Click Dashboard to view your updated Dashboard. 

 
22. HR contact information is located at the bottom of the screen. 
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Dashboard 

 

In Submitted Applications, you can edit your application until the job posting 
closes. 

 

 

 

Apply for a Promotional job 
 

Current Permanent status BCC Employees will be prompted to enter their 

Employee ID number the first time they apply for a promotional opportunity. 
 

 

 
a. Enter ONLY the last numerals of your Employee ID number. 

 

b. Look on your paycheck for your Employee ID; it will display starting 
with a “B” followed by zeroes (“0”). DO NOT enter the “B” or “0’s.” 

 
Example: B0000015233, Only enter 15233, click Continue 
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You will receive the message below if you are not eligible to apply or the 
online application system does not recognize the data as entered. 

 
WARNING MESSAGE: The Employee ID submitted is not valid at this time. 
Must have completed probation to apply AND/OR Employee’s last name does 

not have a match in HRIS. 
 

 
For instructions on completing your application, skip to Apply for a Job 
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Enter / Update User Profile 
 

From the Dashboard screen, click on User Profile. 
 

 

 

Profile Tab 

1. Fill in your profile details. All required fields are marked with a red (*) 

asterisk. 

 

IMPORTANT: Answering YES to some questions may display additional 
questions. 
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2. Related to a current Palm Beach County Employee? If Yes, complete the 
fields below. 

 

 
3. If applicable, enter the Driving History details. 

 

 
Has your license ever been suspended or revoked? If Yes, complete the fields 

below. 

 

 
4. For the Exemption From Public Records Disclosure section, select Yes or 

No. If you do not know, you may leave this blank. 
 

 
5. Select the checkbox that you agree to the Privacy Policy, Terms and 

Conditions, and Candidate’s Code of Ethics. 

 

6. Click Save or Continue 
 

Note: Clicking Continue will save your information and move you to the next 

screen. Clicking Save will save your information but will not move you 
to the next screen. 



Page 53 of 61 March 2023 

2021 

 

 

 
 

Education Tab 

 
Enter your Education information. 

 
7. Select the LAST YEAR completed (Grade/High School) from the 

dropdown selection list. 

 

8. Select the LAST YEAR completed (College/Graduate) from the 
dropdown selection list. 

 If you did not attend College/Graduate school, you must select 
“0” from the dropdown list. 

 
 

9. Click on Add New: High School to enter high school record. 
 

 

10. Enter the information into the appropriate fields. 

 

11. Click Save 
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 The Education record entered will be displayed. 

12. Continue entering additional Education records by clicking the 

appropriate sections. 
 

Note: Each Education section can be expanded (+) and collapsed (-). 
 

 

13. To enter College / University information, click Add New: College / 
University. 

 
14. Enter the appropriate information in the fields shown below. 

15. Click on Save 
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16. You can enter multiple schools for the same type of Education by saving 
your entry, then click Add New: College / University 

 

17. Enter additional Education information and click Save 

 
18. Follow the instructions above to enter Education for Graduate School 

and Other Training. 

 
 

19. When you have finished entering, revising, and saving your Education 
information, click Continue 
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Experience Tab 

 
20. Click on Add New: Work Experience. 

 

 
21. Enter your work experience/employment details in the appropriate fields. 
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22. Once you have entered all the employment details, click Save 
 

 
The confirmation message displays as below: 
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23. To enter additional employment records, click on Add New: Work 
Experience and Save 

 

24. All Employment Records will display, Edit/Delete if necessary. 
 

25. When you have finished entering, revising, and saving your Work 
Experience, click Continue 

 

 

Skills Tab 

 
26. Enter the appropriate information in the available text boxes. 

 
27. Click Save or Continue 

 
Note: Clicking Continue will save your information and move you to the next 

screen. Clicking Save will save your information but will not move you 

to the next screen. 
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My Documents Tab 

 
My Documents is your personal documents library that allows you to attach 
stored documents to an application when applying for a job. 

 
Note: Accepted file extensions are .pdf, .jpg. 

 
1. Click Browse Files to locate a document you wish to attach. 
2. Select the file you want to attach. 

3. Click Open 
4. Click Attach file to upload the selected file. 
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5. You will receive a Document successfully saved message. Click OK 
 

6. The uploaded file will display. You have the option to View/Delete 
 

7. Once you are finished entering your Profile information, click Back to 

Home. 

 

 

Note: You will be redirected to the Jobs Home page. Click on Dashboard to 
be directed to your Dashboard. 

 


