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CITY OF TORRANCE 
ON-LINE APPLICATION 

 

Note: Be sure to save your application often. You will be automatically 
logged out of your applicant account after 60 minutes and may also lose 
any information not saved. 

 

Once you’ve reached the Career Opportunities page on the City of Torrance website, 
click on Job Openings (open to the public). 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Scroll down the page to the Job Openings table click on the job title for information on the 
position and click  next to the job title to begin the application process. 
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SECTIONS OF THE ON-LINE APPLICATION 
 
Please plan on spending about one hour to complete your application if you have all your 
information ready to enter.  There are several sections of the on-line application: 
 

 Personal Information 
 Education 
 Experience 
 Resume (required for some jobs, refer to the job announcement) 
 Certification 
 Submit 

 
BASIC FUNCTIONS WITHIN THE ON-LINE APPLICATION SCREENS 
 
Save – This link saves the information that you have entered on the screen and keeps 
you on the current screen. 
 
Save and Next – This link saves the information on the current screen and moves you to 
the next screen. 
 
Save and Previous – This link saves the information on the current screen and then 
moves you back to the previous screen. 
 
Exit – This link exits the on-line application. 
 
Help? – This link provides you with a list of Frequently Asked Questions also known as 
FAQ’s. 
 
My Account – This link allows you to edit your contact information. 
 
Logout – This link takes you out of the on-line application. 
 
Job Application Home – This link takes you to your previous job applications and 
interest cards. 
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Step 1: Create an account  
 
Fill out the form by entering your email address and creating a password. 
Once you create an account, you will receive an email with a link to activate your account. 
Once you activate your account, you may log back in and start the application process. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Step 2: Fill out the application  
 
Once you log back into the website, you can start your application. Please read the 
information on this page. Applicants who are selected for employment will be subject to a 
medical examination and fingerprinting. You will also be required to show proof that you 
are lawfully authorized to work in the United States. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Once you are done reading, click “Continue”. 
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In the next section you will fill in your Personal Information. 
 
The fields with a red asterisk (*) denote required information. If you do not fill these out, 
you will not be able to proceed to the next section of the application.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Fields 1, 3, 4, 5, 6 are required fields. 
The job title will automatically be filled in for you. 
Field 8 requires your dates of employment with the City of Torrance. 
Enter the dates in this format, MM/DD/YYYY.  December 18, 2008 is 12/18/2008 
Fields 10, 11, 13 are required fields. 
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If you mark yes on question 3 in Optional Info, you must send a copy of discharge from the Service (e.g. 
DD214) to the Human Resources Department to receive credit.  
 
 
 
 
 
 
 
 
 
 

 
 
If you require special testing arrangements, answer yes to question 4. 
You will need to complete and submit the Request for Reasonable Accommodation form. 
You must have Adobe PDF Reader on your computer to open the form. 
Click on Get Adobe PDF Reader if you don’t have it on your computer. 
Click on the Download ADA Form to print the form. 
Complete the form and return it to the Human Resources Department. 
 
*Note: the Optional Info section is voluntary*  
 
In Field 5 of the Optional Info section, please let us know how you found out about the job. 

 
Click “Save and Next” to proceed to the next screen. 
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In this section, fill out your Education and Training history. Once completed, click “Save 
and Next” 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Next, fill out your Job History. If you have more than one position to enter, click on “Click 
here to add another”. Once completed, click on “Save and Next” to continue. 
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In this section, you can paste your resume (Please note any formatting of your resume 
will be lost and will become strictly text). If you wish to submit a formatted resume or any 
other certificates or documents please click on “Save and Next” to go to the next step 
where you may upload these items. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

OR 

 
Once you have uploaded your resume or any other certificates or documents you wish to 
upload click on “Save and Next”. 
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Some positions require supplemental questions and they must be completed in this 
section. Note: If you need more than 60 minutes to complete the supplemental 
questions, we suggest you complete them in a Word document and cut and paste 
into the application. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
In this section, read the statement and indicate if you agree that all the information you 
have entered is true. Click on “Save and Next” to proceed to the next screen. 
 
 
 
 
 
. 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
9 

 

 
 
 
If you think your application is ready to be submitted, click on “Submit Job Application”. 
If you would like to go back and review your information or change anything, click on “Do 
not submit”. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
  
You may print a copy of your application for your records after submitting the application. 
 
Once you complete the application, a survey will pop up. This survey is optional, but your 
feedback allows us to make sure the application process is as efficient as possible. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
10 

 

The “My Job Applications” screen shows you a history of all of the jobs you have 
applied to using our system.  You are able to print the application at this time and is your 
confirmation of application submission when you can no longer edit the application. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

*Once you have successfully completed your application you will receive a 

confirmation email to the email address that you provided. 
 

If you have any other questions regarding the City of Torrance online application that 
were not covered in this guide, please call our office at (310)618-2915 and we can assist 
you. 


