
How to Apply for 

YEP
Handout to assist applicants in applying for YEP summer positions

Applying for the summer Youth Employment in Parks positions is done through the Municipality
of Anchorage web site at www.muni.org/jobs. Applying online may be a new process to many of the

youth applicants. This handout is intended to assist you in understanding the online system
and working through the application process to accurately apply for these positions.

There are some things that you may want to prepare for before beginning the process. You will
want to collect any school or work experience together such as dates and addresses. You will

also want to have all of your personal information together such as social security number and
mailing addresses, both current and previous.

Ready?

Let’s do this!



Step 1: Visit www.muni.org/jobs and find the job posting.

Once you go to the current job openings page, you will see the positions for the YEP 
program. You want to find the position you wish to apply for and click on it. (Hint: It might 
be on the second page of job listings.)  



Step 2: Click apply.

When you get to the posting for the job that was selected, there will be a link on the right to 
apply.  



Step 3: Create an account.

On this log-in screen you can log in if you have previously used the system or create a new 
account. You’ll create a log-in name and password so be sure and keep track of those for the 
future.

You’ll create a log-in name and password so be sure and keep track of those for the future.  
Click CREATE!

The password may be 
difficult to think of so make 
sure it has a number, letter, 

and special character.



Step 4: Import your resume if you have one.

If you have resume that includes your school and work history, you can upload it here.  
Or you can skip this step and input that information manually in the upcoming steps.  



Step 5: Enter some general information about yourself.

Fill in all the basic information and click SAVE for each section.  Click NEXT when you’re done.  

Click YES if you’re a U.S. 
citizen or legal permanent 

resident.



Step 6: Input your work experience.

If you’ve had a job before, fill out this information to describe the position.  Remember to SAVE and 
click NEXT when you’re done.  If you’ve had more than one work experience, do this for each job.  If 
this will be your first job ever, skip this step.  



Step 7: Fill in your education experience.

Fill out the education section with your current high school information.  Click SAVE and NEXT.   



Step 8: Keep hitting next.

You can fill out the Additional Information, References, or Attachment sections if you want to, but 
feel free to skip them! If we select you for an interview, we’ll ask you to provide three references 
then.  



Step 9: Answer the agency questions.

The answer is YES if you’re 
a U.S. citizen or legal 
permanent resident.



If you don’t know, the 
answer is probably NO.

Almost there!



Step 10: Complete the Supplemental Questions

Answer the supplemental questions and then click PROCEED TO REVIEW.



Step 11: Check for errors.

Check your application for mistakes.  Now is the time to fix them! When you’re done, click PROCEED 
TO CERTIFY AND SUBMIT. 

Step 12: Submit!

Sign with you initials and then click ACCEPT AND SUBMIT.



SUCCESS!!!


