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FREQUENTLY ASKED QUESTIONS
1. HOW DO I APPLY FOR EMPLOYMENT WITH LASC? 

	n  BROWSE Visit our current openings page and read job requirements and   
  descriptions  thoroughly.
	n  APPLY Fill out and submit an application for the job you’re interested in.
	n  TEST If you’re application is accepted, you will receive and invitation to the  
  exam process.
	n  RESULTS Your test scores will be emailed to you. If you pass the exam process,  
  you will be placed on an “eligible list”.

2. WHERE CAN I FIND MORE INFORMATION ON EMPLOYMENT  
 OPPORTUNITIES WITH LASC? 

	n  Employment opportunities can be found at the Court’s website at 
  www.lacourt.org. Click on ‘Careers’ at the bottom of the web page.

3. WHAT IS THE DIFFERENCE BETWEEN AN OPEN COMPETITIVE  
 JOB OPENING AND A PROMOTIONAL JOB OPENING? 
	 n  Job openings that are listed as ‘Open Competitive’ are open to the general  
  public, while ‘Promotional’ and ‘Transfer’ opportunities are open only to current, 

  permanent employees of Los Angeles Superior Court. Los Angeles Superior  
  Court employees currently on probation are ineligible to apply for promotional  
  opportunities.

4. CAN I APPLY FOR JOBS IN CERTAIN LOCATIONS? 
	 n  Yes, it is important that you specify the type of work (part-time, full-time, etc.)  
  and the locations you prefer when completing your application.

5. HOW DO I SUBMIT A JOB APPLICATION? ARE PAPER    
 APPLICATIONS ACCEPTED? 
	 n  Applications are only accepted online. Paper applications are not accepted.  
  If you do not see an ‘Apply’ tab on the job posting, this job posting is not   
	 	 accepting	applications.	The	‘filing	period’	listed	on	the	bulletin	will	identify	when

  applications can be accepted. After submission, you will receive an email
	 	 confirmation	from	noreply@governmentjobs.com.	Applicants	can	submit	an		



	 	 online	application	until	the	last	day	of	filing	noted	on	the	job	bulletin.	The		 	
  information you enter on your online application is saved and can be used to  
  complete applications for future job openings. Any necessary amendments,  
  such as experience or education, can be updated immediately and the changes  
  are saved in your account.

6. I AM HAVING TROUBLE ACCESSING THE WEBSITE ITSELF.   
 WHAT CAN I DO? WHAT BROWSER SHOULD I USE? 
	 n  We recommend using one of the following browsers:

  n  Microsoft Internet Explorer (Version 10 & 11)
  n  Mozilla Firefox (Version 25 and higher)
  n Google Chrome

7. WHAT INFORMATION DO I NEED TO CREATE AN ACCOUNT? 
	 n  You will need a valid email address. Ideally, you should use an email account  
  that you check frequently, and you should not use an email address that is  
  shared with someone else. If you are an existing Court employee, you may use a  
  personal email address, or your Court email address based on personal  
	 	 preference.	Qualified	applicants	receive	email	notifications	regarding	 
  examination components, which man include written examinations, structured  
  oral interviews and/or other components.

8. IF I SUBMIT MULTIPLE APPLICATIONS WILL HUMAN    
 RESOURCES REVIEW ALL OF THEM? 
	 n  No, only the last application received by the deadline will be reviewed.

9. WHEN I APPLY ONLINE, DO I NEED TO PROVIDE INFORMATION  
 FOR ALL OF MY PAST EXPERIENCE? 
	 n  Yes, all applicants are required to provide employment experience which   
  includes the past 10 years to allow a thorough review. List the most recent job  
	 	 information	first	and	then	list	separately	all	other	jobs	held	and	the	job/payroll	 



  titles and duties for each. Include volunteer experience and any periods of  
  unemployment over the last ten years. Applications must be completed in  
	 	 sufficient	detail	and	clarity	to	permit	a	comprehensive	review	and	evaluation.	 
  Any experience omitted from the application will not be considered.

10. CAN I SUBMIT A RESUME INSTEAD OF AN APPLICATION? 
	 n  No, a resume cannot be submitted in lieu of an application. You must submit an  
  online application. A resume can be submitted in addition to the employment  
  application.

11. I AM A COURT EMPLOYEE; WHY DO I HAVE TO LIST MY   
 EXPERIENCE IF THIS INFORMATION IS CONTAINED IN MY  
 PERSONNEL FILE? 
	 n  Although	your	experience	information	is	contained	in	the	personnel	file,	Human		
  Resources Talent Management staff will review only the experience information  
  provided on your original application. Therefore, it’s important to include all of  
  your work experience.

12. CAN I APPLY FOR A JOB WITHOUT READING THE BULLETIN? 
	 n  The bulletin contains important information regarding the recruitment process,  
	 	 qualifications	and	details	about	the	position.	Therefore,	we	strongly	recommend		
  that you read the entire bulletin.

13. IF I APPLY ONLINE, HOW DO I SUBMIT REQUIRED    
 DOCUMENTATION? 
	 n  Please	read	the	bulletin	for	specific	details	and	instructions	but,	generally,		
  you can attach documents to your application online or you may submit the  
	 	 required	documentation	either	in	person	or	by	mail	to	Human	Resources		 	
	 	 Administration	located	at	111	N.	Hill	Street,	Room	203,	Los	Angeles,	CA		  
	 	 90012	by	5:00	pm	on	the	final	filing	date	or	as	indicated	on	the	bulletin.	If 
  the required documentation is not received by the indicated deadline, your  
	 	 application	materials	will	be	deemed	incomplete	and	disqualified	accordingly.	 
  Online attachments must be attached prior to submitting your application.  
  Once an application is submitted, you will not be able to edit or add documents.  
	 	 You	must	include	your	first	and	last	names	and	the	examination	title	on	the	 
  documentation you submit. Facsimile copies, email and postmarks will not be  
  accepted.



14. CAN I SUBMIT AN APPLICATION FOR SOMEONE ELSE USING MY  
 ACCOUNT? CAN I USE ANOTHER APPLICANT’S EMAIL ADDRESS? 
	 n  No, each individual must establish his or her own account with GovernmentJobs  
  using his or her own email address. Using another applicant’s email address  
	 	 will	result	in	disqualification	from	the	recruitment	process.	Sharing	email		 	
	 	 accounts	can	compromise	the	confidentiality	of	your	application	and	create		
  confusion.

15. WHAT IF I AM INTERESTED IN A JOB THAT IS NOT CURRENTLY  
 ACCEPTING APPLICATIONS?? 
	 n  You	can	receive	immediate	notification	of	career	opportunities	by	completing	an		
  online job interest card as follows:

  n  Go to www.lacourt.org and click on ‘Employment’.
  n  Click on ‘Job Descriptions’.
  n  If you are interested in a job for which the Court is not currently recruiting 
   for, complete the online job interest card by clicking on the job  
   description title and then on the ‘Email me when more jobs like this  
   become available’ link.

16. I’M HAVING ISSUES RECEIVING EMAIL NOTIFICATIONS. HOW  
 CAN I ENSURE THAT I RECEIVE THEM? 
	 n  If	you	do	not	receive	an	email	notification,	check	your	spam	or	junk	mailbox		
	 	 to	ensure	your	notification	was	not	filtered	out.	We	also	recommend	you	add		
	 	 info@governmentjobs.com	to	your	email	address	book	to	avoid	notifications		
	 	 being	filtered	as	spam.	Also,	check	the	email	address	on	your	account	to	make		
  sure it’s accurate and current. If you provided an incorrect email address on the  
	 	 application,	please	contact	Human	Resources	Administration	at	(213)	633-	0377.

17. WHAT HAPPENS IF I DO NOT REMEMBER MY USERNAME/ 
 PASSWORD FOR GOVERNMENTJOBS.COM. CAN HUMAN  
 RESOURCES PROVIDE ME WITH MY LOGIN AND PASSWORD? 
	 n  Governmentjobs.com	is	not	a	Court	system	and	Human	Resources	is 
  unable to access your personal account information. You must follow the 
  prompts on the GovernmentJobs website to reset your username and/or   
  password.

  Your username is the email address linked to your account. If you forgot your  
  username, click on ‘Forgot Username’ below the ‘Sign in’ button. On the next 
  page, enter the email address you used to sign up and click on ‘Send   
	 	 Username.’	You	will	receive	an	email	from		info@governmentjobs.com	with 



  instructions. If you do not see the email in your inbox, check your spam/junk  
  folder. The email address that you enter must match exactly what appears on  
	 	 your	profile.	If	it	does	not	match,	you	may	receive	an	error	that	User	with	that		
  email was not found.

  If you forgot your password, click on ‘Reset Password’ below the sign in button.  
  On the next page, enter your email address, answer the security question, and  
	 	 click	on	‘Reset	Password.’	An	email	is	sent	from	info@governmentjobs.com	with 
  a link to reset your password. Once you click on the link, you are directed   
	 	 to	a	page	where	you	can	create	a	new	password.	Enter	a	new	password,	confirm 
  the new password, and then log into your account. Passwords must be at least 
  8 characters in length and contain upper/lower case letters, numbers and  
  symbols.

	 	 The	link	embedded	in	the	password	reset	email	expires	after	72	hours.	If	the		
  link has expired, resubmit your password reset request by clicking on Reset  
  Password again.

  If you continue to have trouble, please visit GovernmentJobs Applicant FAQs or  
	 	 call	(877)	204-	4442.

18. I NEED A NEW PASSWORD, BUT NO LONGER HAVE ACCESS TO  
 THE EMAIL ADDRESS WHERE THE RESET PASSWORD EMAIL  
 WAS SENT. 
	 n  If you don’t have access to the email address listed on your account, there is no 
  way for you to create a new password. For security reasons, the reset password  
	 	 email	is	sent	only	to	the	email	address	associated	with	your	account.	Human	 
	 	 Resources	is	unable	to	edit	or	update	the	email	address	listed	on	your	profile	 
  and cannot send this email to any other account. In the event that you cannot  
  receive the reset password email, you should create a new account at  
  GovernmentJobs.com with a valid email address.



19. I HAVE MORE THAN ONE ACCOUNT WITH GOVERNMENTJOBS.  
 HOW CAN I MERGE THEM?
	 n  Unfortunately, there is no way to merge accounts. You may consider choosing  
  the account with the most up-to-date information and use only that account in 
  the future. Once an account is created, it remains in the system and cannot be  
  deleted.

20. IF I WANT TO APPLY FOR MORE THAN ONE JOB, DO I HAVE TO  
 FILE MORE THAN ONE APPLICATION?
	 n  Yes, you must submit a separate application for each position. You may apply to  
  as many positions as you wish, though we recommend narrowing your choices  
  to those jobs that truly match your knowledge, skills and abilities.

21. HOW DO I VIEW A LIST OF ALL APPLICATIONS I SUBMITTED?
	 n  You can access all submitted applications and obtain the status of each one by  
  clicking on ‘Applications.’ You cannot delete previously submitted applications.

22. I AM SCHEDULED TO TAKE A TEST. DO YOU PROVIDE STUDY  
 GUIDES?
	 n  We	do	not	provide	study	guides.	However,	you	may	visit	your	local	library, 
	 	 bookstore,	or	research	information	on	the	internet	to	find	study	information		
  about the test topics indicated in the job bulletin to assist you in preparing for 
  the exam. There are also study guides available at Los Angeles County  
	 	 Department	of	Human	Resources	website	under	‘Job	Search	Toolkit’	located		 
  here. You may also take practice online tests with CEB here. These may be  
  helpful in your exam preparation.



23. MY COMPUTER FROZE WHILE ATTEMPTING TO APPLY AND I’M  
 UNABLE TO COMPLETE MY APPLICATION. WHAT SHOULD I DO?
	 n  This may be a result of too many programs running at the same time. We   
  recommend you close all of your Internet web browser windows and any other  
  applications you may have open and restart your computer. GovernmentJobs 
  will save your application with the section you last completed provided you  
  saved your work.

24. WHAT ARE APPLICATION DEADLINES?
	 n  Our job bulletins will include any application deadlines. For many of our 
	 	 openings,	the	last	day	of	filing	is	‘Continuous’	meaning	we	will	accept	 
	 	 applications	on	a	rolling	basis.	However,	we	occasionally	establish	defined	 
  closing dates for some examinations. Therefore, you are encouraged to apply  
  promptly, as positions may close at any time based on the needs of the Court. 

25. DO YOU OFFER DISABILITY ACCOMMODATIONS?
	 n  Pursuant to the American with Disabilities Act of 2008, as amended, applicants  
  requiring reasonable accommodations for any part of the application and hiring  
	 	 process	may	contact	Human	Resources	as	(213)	633-0377.	Determinations	on		
  requests for reasonable accommodation will be made on a case-by-case basis.

26. WHO DO I CALL IF I WANT TO SPEAK WITH SOMEONE ABOUT  
 THE POSITION I APPLIED FOR?
	 n  If	your	question	is	related	to	the	job/exam	itself,	please	contact	the	Human		
	 	 Resources	Analyst	and	refer	to	the	job	bulletin	to	find	their	contact	information.


