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Thank you for considering employment with the Georgia Department of Human Services.  In addition to a competitive salary, the Georgia Department of Human Services offers a generous benefits package that includes an employee retirement plan, deferred compensation, 12 annual paid holidays as well as vacation days and sick leave. Flexible benefits include selection options for life, dental and vision insurance and long-term health care.

1. All applicants will complete specific employment eligibility checks. These checks include criminal record checks, employer reference checks, verification of education and experience.  PeopleSoft checks and direct interviews with supervisors/managers will be conducted for all current and former state government employees to determine eligibility for rehire/promotion/transfer.

2. Thoroughly review the vacancy announcement for the position you desire.  Ensure that you meet the Required Qualifications for the position.  If you do not, you should not apply for the position as you will not be considered for that employment opportunity.

3. If your professional experience and education comply with the Required Qualifications and you possess the Core Competencies, you are well positioned to apply for the position. Please note that first considerations will be given to persons who meet the Preferred Qualifications and all or most of the Core Competencies.

4. After determining that you do meet the qualifications for the position, be sure to apply early.  The vacancy posting period closes as soon as a viable candidate pool is established.
 
5. To apply for our positions, please follow instructions for Team Georgia Careers or DHSjobs.org for Case Manager Jobs only.  Do not send additional items that are not requested (e.g., transcripts, DD214, references, State of GA application, etc.).  Click the link to view all job announcements on Team Georgia Careers.  Persons who are selected for interviews will subsequently receive additional guidance from hiring authorities regarding any additional documentation that will be required.

Do not apply for the same position multiple times.  You will receive an email to acknowledge receipt of your cover letter and résumé. Once you have received that email, there is no need to resubmit the documents for the same position.

6. Do not include personal information (e.g., social security numbers, marital or familial status, date of birth, etc.) or pictures on cover letters or résumés.

7. Your cover letter is like a handshake.  It introduces you to an organization and makes hiring authorities want to meet you.  Discuss what you can contribute to the organization.  The body of the letter provides information that shows that you can meet the needs of the hiring authority. It is not a duplication of the résumé but the information in both documents should be consistent relative to position titles, duties performed and dates of employment.  Try to convey your message in a one page document with six or less paragraphs.


Upload an original résumé in Microsoft Word (doc, .docx, .txt or .pdf format).  Remember to close the document before attempting to upload.

8. Customize your résumé to clearly reflect just how your knowledge, skills, abilities and experiences match the qualifications and competencies for the desired position. The résumé focuses on the employer’s needs as evidenced by the relevant positions and experiences you have had that are presented in the résumé. Try to present your information in two or less pages with references to experiences that span the most recent ten (10) years.

Upload an original résumé in Microsoft Word (doc, .docx, .txt or .pdf format).  Cutting and pasting a résumé from another site may result in file distortion when it appears on our site.  Remember to close the document before attempting to upload.

9. Double-check the accuracy of the information presented in your cover letter and résumé.  If you are later asked to submit a State of Georgia Application, ensure that the information entered on that document is consistent with the information presented in your cover letter and résumé.

10. Avoid typographical and grammatical errors as well as distracting layout and design images on your documents.  Your cover letter and résumé will be used to initially assess your written communication skills and ability to effectively use standard software applications. 

11. You will receive an email to acknowledge receipt of your documents.  Due to the volume of submissions received, we are unable to respond directly, either by telephone, letter or email to requests to verify receipt of application documents. The email acknowledgement will serve as confirmation of receipt of requested documents

12. Retain a copy of the vacancy announcement, cover letter and résumé for each position that you seek.  This will be very useful if someone calls to speak with you about your interest in a specific position.

13. Always display the highest level of professionalism. This should be evident in all of your written and oral communications as well as during your interpersonal interactions with recruiters and hiring authorities. Be mindful of the importance of appropriate workplace attire and demeanor behavior at all times. Hiring authorities will be considering these factors.

14. Points to Remember when using DHSjobs.org:  
www.dhsjobs.org works best with Internet Explorer (8) but is compatible with other browsers.

You must submit a cover letter AND a résumé for the system to accept your documents. You will receive an error message if you fail to upload either document and the system will not accept the single document you are attempting to upload.

You must close the cover letter and résumé before attempting to upload the documents. If you fail to do this, you will receive an error message and the system will not accept the single document you are attempting to upload.

The file formats for your cover letter and résumé must be one of the following:  .doc, .docx, .txt or .pdf. If the documents are not in this format, you will receive an error message and the system will not accept your documents.
 


We wish you the very best with your employment search efforts.
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