
APPLYING TO JOBS AND/OR EXAMS THROUGH THE CHAUTAUQUA COUNTY EMPLOYMENT PORTAL 

For Best results – applying should be done on a computer or laptop with Chrome web browser.  

Do not copy and paste from other applications or sites 

 

1. Go to the Employment portal website: https://chautauqua-portal.mycivilservice.com/  

 

 
 

2. Click on the Login Tab (next to Employment Opportunities): 

 

 

 

 

 

 

 

 

 

https://chautauqua-portal.mycivilservice.com/


3. If you are new to our portal, you will need to create an account with a valid email address. To do, so scroll down to Sign up: 

 
 

4. Once you have clicked on Sign up you will need to enter a valid email address and a password that you will remember. Re-enter your 

password in the Password confirmation section and click the Sign up bar (in blue): 

 
 

5. If you already have an account, enter your valid email and password and click the Log in bar. 

 

 

Enter a valid email 

Create a Password 

Re-Enter Password 

Click to Sign Up 

Enter a valid email 

Enter Password 

Click to Log In 



6. If you have entered a valid email and password, you will see that you are now logged into the portal correctly: 

 

 

Once you are logged in to your account, if you want to check to see if you have applied to the same title in the past or started an 
application you will see any new, incomplete, expired or already submitted applications by clicking on the "My Applications" link in 
upper right corner of screen: 

 

                                             

 



 

7. To apply, scroll through the sections to find a title you are interested in: 

– titles listed are immediate employment opportunities that may or may not require a civil 

service examination at a later date. No fee is needed to apply at this time.  

 (Competitive) - titles that are under current announcement for the 

title specific Civil Service Exam. Anyone who meets the stated minimum qualifications can apply.  

 (Competitive)- PLEASE READ MINIMUM QUALIFICATIONS CAREFULLY! – these titles are 

promotional exams for those holding specific titles within a specific agency. Please remember, application processing fees 

are NON-REFUNDABLE. If you do not meet the minimum qualifications, your fee WILL NOT be refunded! 

 (Competitive) - these titles are open to the public. Anyone can apply. We 

hold examinations for these titles twice a year – once in the Spring and once in the Fall pending on the State Exam 

Schedule. Applications received are held for the next available examination. 

 (Non-Competitive) - titles do not require an exam/fee. Can be applied to year-round and 

kept on file until an opening is available.  

 

8. Click on that title to open up a description of the job or the exam announcement: 

 
 

 

 

 

                             Job Opportunity     Exam Announcement 

     

PAY CLOSE ATTENTION TO THE MINIMUM QUALIFICATIONS STATED! 



9. If you meet the minimum qualifications stated, go back to the main page and click on the “Apply” button to the right of the title: 

 
 

10. A dialogue box will pop up. Please read and click on the green “I Agree” button to proceed: 

 
 

 

 

11. After clicking on the “I Agree” button, the application will open for you to complete: 

 
 



12. Information marked with a red asterisk (*) is required and must be entered along with any boxes, that are applicable to you, 

checked: 

 
 

 

 

13. Proceed through each section (tab), entering your information and continue to the next section: 

 

 
 

 
 



All applicable information, education, and job experience must be entered. 

We will not refer to resumes, letters, recommendations, or other applications submitted. 

Any required degrees, licensing, or credentials must be attached before submitting. 

Eligibility will be determined based on what YOU enter. 


