THIRD JUDICIAL CIRCUIT OF MICHIGAN
OPEN COMPETITIVE JOB POSTINGS

Open Competitive Job Postings are accessible through the Court’s external website: www.3rdcc.org
click on the “Essential Links”, then under “QUICK LINKS” click on “Job Postings”.
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Here you will see the Open Competitive Job Postings that are available. The job shown is a
representative sample and not an actual posting.
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Come work with us

Results (1)

Categories Location

Account Clerk 111, Detroit

General Information

Job Title: Account Clerk Il
Location: 2 Woodward Avenue
Suite 720
Detroit, M, 48226
United States
Employee Type: Non-Exempt Full-Time
Job Category: Finance
Minimum Experience: 3 Years
Required Degree: High school

Scroll through the highlighted job to see more details relative to the position that is available including:
Essential Functions and the Qualifications needed to apply for the job along with additional information
pertaining to the job and the application process.

Description
SUMMARY:
Uncher gpeneval supervision, processes parants for goods acd services, accurately and Uy, ensues i divisions mocess paprens In
accordancs with the Court's puchas'ng and payment pol icies and that only suthorized invoices are processed. Also provides analytical,
financ’al, adminiswrative and clerical services 10 The operations in Budget & Finance. Smployeet inihie Tile are expected 10 Mmalmain a
prolessional apesance and dermeanar,
ESSENTIAL FUNCTIONS:

* R all invo'ees for appropeiale documentation and appeoval prics 1o payment

« Prioeilipes and processes ivoices and check iequests,

= Mantains 1055 reeords 0 conunetion wiih Woyne County, inclisding working with vendors to ensuse proper documental on
congietent with the ntemal Revense Servee '« provided

+ Responds 1o ol vendor nourics.
* Ruconeles vendor
= Assists Inmonth-end closing and peovides information for acoruals.

QUALIFICATIONS:
+ High schocl gradustion ar its couivalent.
+ Three (3} yests of paid, verifiable bookkeeping/sceounting experience.
* Expatience uging MS Ofice Sue and rddevam software and sysiems.
+ Proficient usng Microsof Excel speesdsheets required

EHOWLEDGE, SKILLS AND ABILITIES:

 Ability o et and interact with e public aid deal couneousty and effectivety with e questions o pobles, sesking assistame
when needer.

+ Ability 1o operale office equipment.

+ ABility 1o perforrm matheratical compuaations quicky and accurasely.

+ Ability o uncerstand and cory ot verbal and e rstuctions sod 10 regoest caif cation when meded

« Ahility touse logl 1 b dedemtify sire and weaknesses of altermnative solutions, concliesions of aporoaches 1o
probleme.
4 $iiLin mananinn. anole s fmn and sha fime af ahess_on unll s ha shTins n mao doadiinan




If you are interested in applying for a position, click on the “Apply for Job” button.

APPLY FOR JOB

Account Clerk Il Test, Detroit

General Information

Account Clerk Il Test
Location: Detroit, Ml

Job Category: Finance

Job Title: Account Clerk 11l Test
Location: 2 Woodward Avenue
Suite 720

Detroit, MI, 48226
United States

Next, the Login Screen will appear. Please note the following information carefully:

In order to apply for an External or Open Competitive job announcement, you will need to set up a
user account using a personal email address (not your Court email address). You are NOT able to set
up an account or access an Open Competitive job posting utilizing your court login and password -
you will get an error message. You can do it from this screen using the “Create New Account” button. If
you have already created an account, use the “Log In” button.

Third Judicial Circuit of Michigan

Log In 3:29 PM [ EDT]

@ If you're a current or former employee, your username This information is incorrect.

is your company username, otherwise, it should be Your username will be your
il add 2 : :
your emar address external email/personal email
address.

Job Application

Title Account Clerk Il Test

Category Finance

Location Detroit, Ml
Username*

Forgot Username?

Password*

Forgot Password?

LOGIN

OR

‘ CREATE NEW ACCOUNT ‘




Click on “Create New Account” set up your Open Competitive username (which will be your external
email address) and password and provide the required information. Once you have created an account,
you can use that login information to apply for the current Open Competitive job posting and any other
Open Competitive job postings in the future.

Create Login

Email Address (Username)*

‘ NonCourtEmail@gmail.com ‘

Re-Enter Email Address*

‘ NonCourtEmail@gmail.com ‘

First Name*

Your First Name

Last Name*

‘ Your Last Name ‘

Password*

Postal/Zip Code*

‘ 48226 ‘

‘ CANCEL ‘

SAVE & CONTINUE

Once you have created your account and/or logged in, the screen below will open and you can begin the
application process.
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R Job Detail X
My Applicant Profile Fing Jots Wy Applcanons

HJob Listing: Account Clerk Il Teat/Detroit/Non-Exempt Full-Time View Full D A~~~ it Clerk ||| Test, Detroit

1. Incomplete SAVE & CONT:
e » 50% i [ seve |

Job Tithe: Accoent Clerk 1l Test
Last Updated anc Mar 28, 2021 3499 Pul Locatioe: 2 Woodwand Avenus
Suite 720
0 e piaa— Job mw Qw Detoit, ML 28226
Ureted States
@ ob Melated Questisns 4 Pogetiol6 b Empoyee Type: Non- Exempt Full Time
Job Categary Finance
ey F Mirimum Exnerience: 3 Yours iphcabion o % parbapate n e exaTINabon Drocess must notily e OfMce of
nmrmm. " Human Rosourcos. If ye Retuted Degree High School irod in ordar 1o porform the estental functons of the b Such
accommodations wil b Manage Cthers: No
Jot Application Summary Descrigtion
BUMMARY:
Cartify and Submit:
under general supervision. processes payments for goods and services,
Imeprasantd  accurstely and timehy: srsures that divisions process paymants in accordan stand i ehmirabon from
further consceeabon of,  with 1he Count’s purchasing and payment polces and Tat ony authorized i of my
doomed nocersany 1@k nvoices ane processed  Alio provides analytical fnancial, administrative ard Iutions, th Cour
mionmabon reevant ioF  clerical services o the cperations in Bucget & Finance. Employees i this titk are ity bor any 085 Wiatsoever ko Teeasng
axpected to maintain o
1undarstand i . atwil, iy
smplment andcompd P SRtLLAL EURCTIRS Githar oral or witon, havo been mada tc o 1o o contiary and F1at any pro.
axstng . e 1 ivaices for urmentation nd appraval prict to ner, | uncersiand that only the Chvet Judge of the Third Judioal Croas of
Michigan s ary autha payment wwiiting and s by the Chiol Jadge
+ Priofitzes and processes invosces and check requests.
In considenal « Maintaing 1009 records in conjunction with Wayna County, including o bogn any action er 34t relating to employment wih the Coust mone than
twehve (12} months afte working with venders ta ensune proper decumentation consistent withthe = !

Hide Instructions CLOSE

1. | have read and u




Read and follow all the instructions on the each screen. Click on “Save & Continue” to move to the next
screen. You are able to start the application and save it to complete it at a later time.

Joib Ligting: Account Clerk B TestT+iroiMos Enemgt Ful-Time View Full Detads

Contact Information

@ Mease comlete ard save et 10 381 your pages
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Personal Information

suszameEhotmad com =

There are 6 pages of Job Related Questions covering the topics of: Educational Background; Licenses
held; Training; Employment History; and other pertinent information. Below are some sample screens.

My Applicam Profile  Find Jog Appli

21 408 P

5t Updae

© o

Job Related Questions

@ Job Related

& Supporting Show

1. High School/GED Graduate?

No

2. Please provide the Name, Address and Course/Major of School.

High school

Job Listing: Account Clerk Ill Test/Detroit/Non-Exempt Full-Time View Full Detsils

‘SAVE & CONTINUE

Job Related Questions

4 |Pagedofe ) CHNEEE 100
EMPLOYMENT HISTORY: Please give your accurate, complete fulltime and part-fime employment record, Start with your present or most recent employer snd go back st least ten (10)
years. Da not omit any employment during that time. Please answer each question

Hide Instructions

1. Employer Name

2 Street Address:




Once you have provided all the requested information, you will come to the Certification screen. Please
read carefully and acknowledge that you have read and understood the paragraphs by clicking on the
check box. NOTE: ONCE YOU CLICK ON SAVE AND CONTINUE ON THE CERTIFICATION SCREEN, YOU CAN
NO LONGER UPDATE THE JOB RELATED QUESTIONS ON THE APPLICATION FORM.

Job Related Questions

& b Relsied Gomstions & Pegebole —
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Hide leructicn

L1 d and

The next screen will allow you to supplement the application with a cover letter, resume and any other
supporting documents (maximum of five) that you want to include in your application.

SAVE | ‘SAVE & CONTINUE

Cover Letter, Resume & Supporting Documents
(D) A your cover etter Dorit have 8 cover letter? Mo probem, you can add some comments for the hiring manager %

Flasas pacts your test format covee lator r any addtonsl comeTeAts I the 5pace balow

7. Upioad Documents

Application Resume

2. upload Agplieation Resume

Job Details




2. Upload Documents

Application Resume

1. upload Application Resume

Job Details
Ganeral Information
Job Title: Account Clerk Il Test
Location: 2 Woodward Avenue
Suite 720
Detroft, Ml 48226
United States
Base Pay: S26648.00 / Year
Employee Type: Mon-Exempt Full-Time
Job Catagory:  Finance

Required Degree: High Sohool
Manage Others: Mo

Description

Supporting Documents X
() Amasimum of 5 files are allowed 10 be setcted.

X upload Document

When you have completed adding all your information and the documents you wish to submit and are
ready to submit your application, Click save and continue to view a page detailing the information you
have provided:

Job application Summary

Contact Information

Parsoasl information

Address

Job Retated Questions

gamst othees i iireichaalt, o o B g, Grarier bt coioralional erge
Fisase cOmphote and submit the entire apphcation:
Hide I
1. High School/GED Graduate?
Click Apply with signature:
Add Signature X

(1) Please type your (Yvonne Owen) password to confirm

By clicking the 1 Agree” button, you acknowledge that you have
rizad, ursderstand and agree that your profile i accurate and

compiete before applying for a job.

APPLY WITH SIGNATURE

APPLY WITH SIGHATURE APPLY WITHOUT SIGNATURE

APPLY WITHOUT SIGNATURE




Enter your password and click | Agree to confirm you have submitted your application for this position.

Once the application is submitted, you cannot make any changes to the information in the application
form. However, you may log in and update your contact information if needed.

i y  Hooray!
v ) ¥
\ Nice!

i application has been submitted far

APPLY WITH SIGNATURE APPLY WITHOUT SIGNATURE

Congratulations! You have completed the application process and a confirmation email will be sent. We
will review your information and contact you regarding further steps in the process.

Follow-up emails will be forwarded throughout the promotional/recruitment process informing you of
your status during the process including:

Examination Notification/Email Qualifications not met
Examination Results

Interview Scheduled

Interview Results (Pass/Did Not Pass)

Any further communication will be through email with a formal letter attached.

If you have any questions or need any additional information, please contact Human Resources via email
at: 3CCRECRUIT@3rdcc.org

Thank you for your interest in career opportunities at the Third Judicial Circuit of Michigan.
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