Create a Civil Service Application

Niagara County Civil Service has automated its application process. Now, instead of filling out
individual paper applications for each job posting / exam, candidates will create an online master
account and then complete a much smaller application section for each individual job posting /
exam.
For the first application in the new system you will need to create your master account record.

Open your internet browser and type https://niagara-portal.mycivilservice.com/exams in the
address tab and hit enter:
Select either the Employment Opportunities or Current Exams Tab on the top of the page. This
will display instructions, plus a list of current job postings / exams, for Niagara County
government and all other municipalities supported by Niagara County Civil Service (all of
Niagara County but Niagara Falls and Lockport).

Click on the title to view the job posting or exam announcement. If you are interested in a
position listed, click on the APPLY button to the right of the job title. You will receive the
Login Screen / Registration screen.

If this is your first time using the system you will need to fill out all the fields to register as a
user. Be sure to write down and save your password. You will need that to re-enter the system
in the future. Select Create Account.

If you are returning to the automated system enter your username and password to login.

If you do not remember your password use the area at the bottom right to request the
password and it will be e-mailed to you.

Once you get the initial Online Application screen there is a link at the top of the page to allow
you to edit your account. Make any changes that may be necessary.

Registered applicants will get a list of all positions they have applied for, with their status. You
will have the ability to update any open positions by selecting the job title, which will take you
to the Employment Portal. Pay careful attention to deadline dates. Applications will not be
accepted after the deadline.
Select the job title of the position you are currently seeking.

The first Employment Portal screen will display the minimum qualifications for the position you
have selected. Please review these qualifications carefully. You must meet those qualifications
in order to be hired or qualify to take the examination.
For most positions, you also must have been a Niagara County resident for the past 30 days.
Both requirements must be met in order to qualify.
Be aware that once you submit an application all examination fees are non-refundable.
If you meet the qualifications you may either select Save & Continue or Save & Finish Later.
Save & Finish Later will end the session at this time. You will be able to pick up from this point
in the future but you MUST complete the application by the end of the day of the filing
deadline. NO late applications will be accepted.
Save & Continue will display the General Information tab.

General Information tab:

If this is your initial application in the system you must fill out all required information. If this is
a follow-up visit then your information will be displayed and you should review it to insure it is
still correct. Change any incorrect or outdated information.
All required fields are designated with a small red *.
Any errors caused by missing data will prevent you from moving forward in the process.
Each of the tabs will have the same Save & Continue or Save & Finish Later options.
Save & Continue will display the next tab. In this case it is Education & Training.

Education & Training Tab:

This tab allows you to enter all your education & training. In many cases this is the key that has
allowed you to meet the minimum requirements.
List all you education including High School and College. It will make any further applications
easier if you put in all this information up front.
Also list all specialized training you may have received. Again, entering this now will make if
faster in the future.

License / Certificates tab:

Some examinations require specific professional licenses or certifications. Enter those here.
If you don’t have any leave this area blank and go on to the next tab (Save & Continue).

Employment History tab:

Enter in your complete employment history and include any volunteer work that may be used
to qualify you for a position.
Most job postings and exams requires some level of experience and this is the information Civil
Service will use the qualify you for the job or exam. Try to be as accurate and detailed as
possible.
While you may added / change information later it is best if you include your complete
employment history up front. Since this is your master record in the system, experience that
may not be relevant for the position you are currently applying for may be essential in
qualifying you for a future position.

Each individual position will ask at the finish if Civil Service can contact current and past
employers. Please answer this question carefully. We do check on this.

Exam Options tab:
Review the Exam Options tab in detail. You may be entitled to additional veteran’s credits,
or need special accommodations for the exam. You may also be taking multiple exams on
the same day for multiple governments.
There are three sections to this screen; Veterans Credits, Cross-filers, and Special Testing
Arrangements.
Veterans Credits:

If you are a veteran you may qualify for a Veteran’s Credit. We will need detailed
information concerning your military time and also an uploaded copy of your DD-214 or
Statement of Service. We will review the uploading process later under the Attachments
tab.

Cross-Filers:

If you are taking multiple exams on the same day, or taking an exam at a different
location, you are a cross-filer. Enter the information on the exams and location on this
screen.
Be sure to let us know if you are taking the test at a site other than Niagara County. If
you file for a New York State exam, you must take it at the state site.
Special Arrangements:

If you require a special accommodation or an alternate test date you need to fill out this
area.
Any alternate test date requests need to have a valid reason for the change, and
documentation to prove that you cannot make the examination at the scheduled time.
The Niagara County Alternate Testing Date policy can be found here:

http://www.niagaracounty.com/Employment
Alternate testing MUST be completed at the first work date you are available following
the exam. Upload the supporting document using the process outlined in the
Attachments tab.

Questionnaire Tab:
The questions here are strictly voluntary and will have no impact of the examination or hiring
processes. Your information will not be shared with potential employers and it is maintained
separately from your application.

Attachments Tab:

You may want to attach a file to your application for clarity purposes; or in some cases, be
required to attach a file as part of the qualification process. Once you have scanned the
document onto your computer use the browse tab to identify the document and then select
the Upload & Attach File tab.
You may attach as many documents as needed.

Once you have completed the first seven application tabs (each will be tagged with a green
check mark) you will go to the Complete tab.

Complete Tab:

You are required to check the two release statements and are then required to make a
payment for the exam (there is no fee for job postings). Payment can be made by mailing in a
check or online. If you qualify for a fee waiver check that box and provide upload the required
documentation to verify your eligibility.

If you pay via credit card this screen will be displayed with your email address already loaded.
If you select the Pay with Check option the process is completed BUT no application will be
considered complete without payment. Once the check has been received THEN the
application will be tagged complete.

You have now established your Civil Service master account and your first application using the
new online system.
Your next application will only require identifying the new exam or job posting, signing on to
the system, reviewing the existing information and making any changes required, and
processing a new payment.
All job postings and exams have filing begin and end dates. You must submit an application
within the filing period for each job posting/exam you wish to be considered for.
Also, please consider using the Email Notification function of the system. Once set up you will
be notified by email anytime any job posting or exam is scheduled in one of the areas you have
selected.

