               SPALDING COUNTY BOARD OF COMMISSIONERS
119 E. Solomon Street, P.O. Box 1087
Griffin, Georgia 30224
                                                                        www.spaldingcounty.com

HOW TO COMPLETE THE EMPLOYMENT APPLICATION


You will need Adobe Reader in order to open the application.

Apply Online
1. Please use Internet Explorer for this application process.
2. Download the employment application from the County’s website.
3. Save the file to your computer and complete the application.
· Be sure to include the job title you are applying for.
4. Email the completed application, proof of education and any other supplemental information to Employment@spaldingcounty.com.
· Applications sent via email must be received by 5:00 pm ET on the closing date.

[bookmark: _GoBack]Apply via U.S. Mail
1. Download the employment application from the County’s website. 
2. Save the file to your computer and complete the application. 
· Be sure to include the job title you are applying for.
3. Print and mail the completed application, proof of education and any other supplemental information to Spalding County Human Resources, P.O. Box 1087, Griffin, Georgia 30224. 
· Applications sent via U.S. Mail must be postmarked by the closing date.

Apply in Person
1. Download the employment application from the County’s website.
2. Save the file to your computer and complete the application. 
· Be sure to include the job title you are applying for. 
· If you are unable to download the application, you may come to the Courthouse Annex Building and obtain an application in person.
3. Bring the application, proof of education and any other supplemental information to the Spalding County Human Resources Department, located in the Courthouse Annex Building, 119 East Solomon Street, Griffin, Georgia 30223. 
· Applications delivered in person must be received by 5:00 pm ET on the closing date.

Apply via Fax
1. Download the employment application from the County’s website. 
2. Save the file to your computer and complete the application. 
· Be sure to include the job title you are applying for.
3. Print and fax the completed application, proof of education and any other supplemental information to 770-467-4227. 
· Applications sent via fax must be received by 5:00 pm ET on the closing date.


Digital Electronic Signatures
Spalding County has set up a secure certificate based digital signature infrastructure so applicants can submit employment applications electronically.  If you complete your application and submit it via email you will sign the application electronically in three places:
1. The bottom of page 4
2. The Criminal History & Motor Vehicle Record Information Consent Form, and
3. The Employment Reference Check Consent & Authorization Form

Use the following instructions to electronically sign your application: 

1. [image: Description: C:\Users\jgoolsby\AppData\Local\Temp\SnipImage-{9834BCCF-CAF4-415A-A762-67E9F257CF69}.PNG]When you get to the Signature field on page four, Click on the Signature field and the following screen will pop-up. 

(Note – if you already have an Adobe signature, use your existing digital ID to sign the application).

2. Select new digital ID & Click “Next”. 





3. [image: Description: C:\Users\jgoolsby\AppData\Local\Temp\SnipImage-{190B5CBD-3072-4965-BF49-9D23BBB6FEC3}.PNG]Once you have chosen to create a new ID, you will be asked where to store your self-signed digital ID.  Select Windows Certificate Store & Click “Next”.  








4. [image: Description: C:\Users\jgoolsby\AppData\Local\Temp\SnipImage-{87F1C7BD-3F17-4BB6-9DA5-51E806A6859E}.PNG]Once you have chosen the Windows Certificate Store, you will “Enter your identity information.”

Enter your full name and email address & Click “Finish”.  


5. On the next screen (not shown), enter a password for your digital ID in the “Password” field.  Retype your password in the “Confirm Password” field & Click “Finish”.

(Important Note – record your digital ID password; if you forget your password, you will not be able to sign the form electronically in the other two required places).



6. [image: Description: C:\Users\jgoolsby\AppData\Local\Temp\SnipImage-{4C0B0EEB-DB9F-4030-A1B7-F71177DDB836}.PNG]Your digital signature will appear.  Click on “Sign” to sign your application.

When you sign the two remaining places, you will only need to Click on each Signature field, enter your password and then Click “Sign”.
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