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City of Dallas

Apply for a City of Dallas Job Through Talent Central

In this document, you will learn how to:
o Access Talent Central
e Search for City of Dallas jobs
e Review job postings
e Create an applicant profile
e Upload a resume
e Complete an application
e Submit an application

e Monitor application status

PURPOSE

Talent Central is the City of Dallas' employment portal that allows applicants to search and apply for
open positions and monitor application status.

APPLY FOR AJOB THROUGH TALENT CENTRAL
1. Navigate to Talent Central

Open your web browser and go to: https://www.dallascityhall.com

a. Select:

Jobs - Talent Central
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https://www.dallascityhall.com/

Talent Central
ous Galsway fo a Dallan City Job

Explore Your Opportunities

Search for opportunities that match your skill set

2. Search for Open Positions
Use the Search Jobs field to locate opportunities.

% Enterajob title or keyword
% Select Find Jobs

Explore Your Opportunities

Search for opportunities that match your skill set
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+ To view the job description, minimum qualifications, salary range and application deadline click the

small pop-up box.
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Administrative Specialist | - Field Maintenance (Aviation - Civi
Service)

@ AVICDRSPGS B8 Fulltime
(® Posted Today
[5 End Date- June 15,2026 {13 days left to apply)
E 2628072

Dallas is Growing. Grow With Us.
Looking for more than just a job? The City of Dallas offers careers with purpose. With competitive benefits,

growth opportunities, and avibrant work culture,
g 20 helping yau thrive while you help aur city flourish. B part of a team that's committed 1o

service, innovation. and community.

Job Summary
Performs entry-level administrative support or technical program assi in disseminating informaticn for a
variety of functions to include maintaining filing systems, and performing intemal administrative support work,
accounting comract development. and accounts payablereceivable. Works undsr general supervision with
moderate latitude for the use of inftiative and independent judgament

Job Description

Overview
The Administrative Specialist | performs entry-level administrative support or technical program assistance in
i ing inf for & varisty of functions, divisions, or dep:




4. Select Apply

Administrative Specialist | - Field Maintenance (Aviation - Civil

Service)
® AviCDRSPGS B4 Full time

(© Posted Today
5] End Date: June 15, 2026 (13 days left to apply)
E] 2628072

5. After clicking APPLY, you will be directed to the “Start Your Application” pop-up dialog box.
Choose “Autofill with Resume” to upload your resume and have the system parse the details from
your resume. If you have a previous Workday account with the City of Dallas, you can choose “Use

My Last Application” to sign in and use your previous application details. In this example, we will

choose “Apply Manually”.

®

Start Your Application

Administrative Specialist | - Field Maintenance
{Aviation - Civil Service)

Autofill with Resume

Apply Manually

Use My Last Application

6. Sign In or Create an Account

If you already have an account:
e Enter Email Address
e Enter Password
e SelectSignIn



Sign In 1
Email Address X
Password
Don't have an account y
—

s Ifyouare a new applicant:
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e Select Create Account
e Complete registration

Create Account
Welcome to the City of Dallas Careers

Password Requirements:

+ An uppercase character

= Alowercase character

«+ An alphabetic character

« Aspecial character

« A numeric character

« Aminimum of 8 characters

Email Address *

Password*

Verify New Password *

For details on how we processes your personal data, please
see our Privag

| |consent

Create Account

You must select the “l Consent” checkbox to move forward.
Treale Recount
Welcome i e Criy of Calles Caceers

Pasdrvstd

Werify Mew Password
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7. Complete Application Sections
Complete all required sections. Anything with a red asterisk is a required field
e My Information

» Enter how you heard about the job, your Legal Name, Preferred Name (if applicable),
Address, and Phone number. When complete, click Save and Continue to move to the My
Experience tab.

My Information

Legal Nams

e Enter your Work Experience and Education.

wmoriance 2ociogtion Dusstons Sumtany Disnzires

My Experience

Wark Exporiance

Education

Education 1




e You can also enter any Languages, Skills or Certifications that you may have. When
complete, click Save and Continue to move to the Application Questions tab.

Certificalions

Adg

Laiguages

Shilla

Rezume TV

8. On the Application Questions tab, you will be required to answer relevant questions to move forward.
- o La]

Application Questions

Bacic Sares and Condess

Note: Questions vary based on the Job that you are applying for. When complete, click Save and

Continue to move to the Voluntary Disclosures tab.



Terms and Conditions

9. Complete the Voluntary Disclosures section, information regarding Veteran Status, Ethnicity, and
Gender is voluntary. Review and accept the Terms and Agreement, then select Save and Continue.

—8 o ©

sriary Uencomure

Voluntary Disclosures

Section Titks Voduntary Persanal Information

10. The Self Identify section allows applicants to voluntarily self-identify disability status. Completion of
this section is optional. When finished, or to skip this section, select Save and Continue to proceed to
the Review section.
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Self ldentify

Voluntary Self-Identification of Disability
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11. On the Review tab, you can review the details of your Job Application by scrolling down.

To edit any section of the application, click back. When complete, click Submit.

& & L & L 0

Review

My Information

Legal Mame

nddrese

Email

Phone

* A confirmation message will appear after successful submission.

12. Monitor Application Status
Log into Talent Central at any time to:
o View Submitted Applications

e Monitor Status Updates



e Review Interview Requests

A IMPORTANT
e Use a personal email address you check regularly.
e Uploada current resume.
e Complete all required fields.
e Review your application before submitting.

o Watch your email for interview invitations and status updates.

ACCESSIBILITY ASSISTANCE

e |f you require accommodation at any point during the application or hiring process, please contact
our ADA Manager for support. You may reach us by email at “gary.copeland@dallas.gov” or by
phone at 214-670-3247.

e If you prefer, you may also contact Human Resources by phone on 214-671-6947, who will assist
youin coordinating any needed accommodations.

e We are committed to providing an inclusive and accessible experience for all candidates.

Revision Date: June 2026
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