
Is as Easy as 1-2-3

The Employment Development 
Department (EDD) is one of 
the largest state departments 
in California with thousands of 
employees working in hundreds 
of offices.

Follow these steps to apply for a 
position with the EDD today.

Applying for a Job  
With the EDD

The EDD is an equal opportunity employer/program. Auxiliary aids and services are available upon request to  
individuals with disabilities. Requests for services, aids, and/or alternate formats need to be made by calling  

916-654-6944 (voice). TTY users, please call the California Relay Service at 711.

Step 1
Create a CalCareer Account

Step 2
Pass an Exam

Step 3
Apply

Begin by visiting www.jobs.ca.gov
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Step 1
Create a CalCareer Account

Create a CalCareer account on www.jobs.ca.gov. 
Creating your CalCareer account takes about 30 
minutes. With an account, you can take state civil 
service exams, store different versions of your 
application, apply for vacancies, track your application 
status, and save your résumé all in one place.

1. On www.jobs.ca.gov, select “Log In.”
2. Select “Create Account.”
3. Follow the prompts and complete all fields.

• Creating your account automatically creates your 
application!

• You can create multiple application templates in 
your CalCareer account.



Before you can apply for an opening, you must pass an 
exam for that classification. Want to work with job seekers? 
Take the Employment Program Representative exam. Are 
you good with numbers? Take the Accountant I exam.

Each classification (or job title) has its own exam. Many 
of these exams are available online 24 hours a day. You 
will get your score as soon as you finish the online exam.

1. On www.jobs.ca.gov select “Exam/Assessment 
Search.”

2. Type in the classification you are interested in, like 
Employment Program Representative. Then select 
“Search.”

3. Select “View Exam Posting” and review the 
classification description.

4. When you’re ready, select “Click Here” to view the 
exam bulletin.

5. The final link to the exam is at the bottom of the exam 
bulletin.

After you pass, you can immediately begin applying to 
openings.

Step 2
Pass an Exam

• Not sure what exam to take? Use the keyword 
search on the home page to find classifications 
that are relevant to the kind of job you want or the 
experience and education you have.

• A study guide is included in each exam bulletin.



Step 3
Apply to Openings!

Use the “Advanced Job Search” to find hundreds of 
openings with the EDD. You can filter your search by 
job title so you can see results for just the exams you’ve 
passed.

Follow the application instructions in each job posting 
to apply for the position. Many positions can be applied 
for online, using your Cal Career account. Others require 
you to mail in your application.

When applying online, upload all the items required 
(such as a résumé, cover letter, or Statement of 
Qualifications) on the “Application Package” tab.

If the job posting asks for a Statement of Qualifications, 
be sure to respond to each item. A cover letter does 
not usually work as a substitute for a Statement of 
Qualifications.

Select the “Submit My Application” button when you are 
ready to apply!

• A “Final Filing Date” is the deadline to apply for a 
position.

• In the Explanations section of your application, 
write “List eligible.” This tells the hiring manager 
that your name is on the list of people who have 
passed the exam for this position.

Questions? 
Contact EDDRecruiter@edd.ca.gov.


