
Going through the job application process can be nerve-racking, but the best 

way to quiet those nerves is to be prepared. This bulletin will provide you 

with an overview and tips for applying to classified jobs with the District. 

Read on so you can be ready to apply for your next promotion. 

 

RESOURCES FOR JOB OPPORTUNITIES 

 

The Personnel Commission Website at http://laccd.edu/perscom/ is your main source of information on clas-

sified job opportunities. Here you can view current job openings, job descriptions, and salary schedules and 

learn more about the application, examination, and hiring process. If you see a position that you’re interested 

in but it is not currently accepting applications, you can also submit an interest card to receive a notification 

when it opens. 

 

Provisional, transfer, and reassignment opportunities are displayed on the Internal Classified Job Opportunities 

Website. This site is available only on the Intranet at http://albacore.laccd.edu/PersComm/

classified_employees/internal_opportunities.asp using the District Network. While these resources are all 

available online, you can also find information on job opportunities at the Personnel Office at each campus and 

through your Personnel Commission Service Representative. 

 

UNDERSTANDING MINIMUM ENTRANCE QUALIFICATIONS 

 

In order to be admitted into the examination process, you must first demonstrate that you meet the minimum 

education and experience qualifications for the position. If a job is currently accepting applications, you can 

find these requirements in the Personnel Commission's weekly job bulletin. The minimum entrance qualifica-

tions for every job can also be found on their job description, which is posted on the Personnel Commission 

Website. Here is the meaning of terms or phrases commonly found in the minimum entrance qualifications: 

 

A “recognized” college or university is an accredited institution as listed in the American Council on Edu-

cation’s annual guide, Accredited Institutions of Postsecondary Education.  

Working 35 hours or more per week is considered “full-time” employment. 

“Recent experience” typically means within the last five years. 

It’s crucial to enter your starting and ending salary for jobs to be considered as “paid experience”. 
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Read the minimum entrance qualifications carefully before applying to a position. You want to make sure that 

you clearly demonstrate in your application that you meet these requirements in order to be allowed to partici-

pate in the examination process. 

 

APPLICATION PROCESS 

 

Once you have determined that you meet the minimum qualifications for a position that is accepting applica-

tions, you can apply using our Online Employment System, found at https://employment.laccd.edu/. You 

will need to register with an email address and complete your online profile, including your education, train-

ing, and employment experience. After completing your profile, simply go to the “Current Job Openings” link, 

find the job you want to apply to, and click on the “Apply now!” Link. You will then be able to go through 

your profile information again to double check that everything is up-to-date before submitting your applica-

tion. Here are some helpful tips for submitting an online application: 

 

Start Early. You can complete or update your online profile before a position’s application filing period 

even begins. This is really important when only a limited number of applications will be accepted for a po-

sition, such as with SUPER-C. 

Configure your email to accept emails from class_jobs@email.laccd.edu (for example, identify our email 

address as a “Safe Sender”). Some email service providers may identify mail from us as “Junk Mail” so it’s 

also important to regularly check your Junk Mail Folder for correspondence from us. 

Make sure your application is complete and accurate at the time of submission. Missing, incomplete, or 

outdated information may result in the disqualification of your application. 

Account for all periods of employment and unemployment for the last 10 years. You should also provide 

employment information for jobs held prior to the last 10 years if that experience is needed to qualify.  

Carefully answer all supplemental questions, if required for the position you are applying to. Remember, 

your answers will be used to evaluate your qualifications for the position.  

The application filing period closes at 4:00 PM on the posted “Last Day to Apply”. 

 

Although we prefer online applications, the Personnel Commission also accepts paper applications. If you 

choose to submit a paper application, please print clearly and remember to complete every section. You must 

provide a complete work history for all jobs you have held in the last 10 years. A resume will not be accepted 

in lieu of a completed application. Keep in mind that, depending on which position you’re applying for, an in-

terview committee may be reviewing your application right before meeting with you. Submitting a complete, 

accurate, and neat application will help you make a good first impression. 

 

Once you have submitted your application, you can start preparing yourself for the examination process. For 

example, if the position requires a degree you may want to request an official copy of your transcripts from the 

college or university you attended so that you have them ready to submit. You can also start preparing yourself 

for the exam process by reviewing the knowledges, skills, and abilities listed on the job description. These 

knowledges, skills, and abilities are what all exams will be based on. 

 

If you have any questions about the application process or need further assistance, you are welcome to contact 

the Personnel Commission’s Office of Classified Examinations by calling 213-891-2129 or sending an email 

to: class_jobs@email.laccd.edu. 

https://employment.laccd.edu/

