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PURPOSE

A step-by-step guide to assist an interested 
applicant through the TeenWorks online 
application process.



TIPS FOR APPLYING

• Use your full legal name (the name on your Social Security Card and Government-issued ID)

• Use proper capitalization when entering your name & address                              
(Ex: Sandy Beaches / 3950 Ferrara Drive, Wheaton, MD 20906)

• Use a valid, personal email address

• Use dashes when entering your phone number (Ex: 555-555-5555)

• Have your resume file saved (PDF preferred) & ready to upload – you MUST upload 
a resume to be eligible for a position

IMPORTANT: You can only apply to the same position ONE time, using the same email address. Be sure 
to use these tips and upload a resume. If you receive confirmation that you are “not eligible”             

and want to reapply, you will need to create a new account by using a new email address.



#1
Go to 
the 

County 
website



#2
Click on these 
two in BLUE



#3
Create an account   

OR                          
use your existing 

account

If you create a NEW 
account, see #4-#7.

If you already 
have an account, 

go to #8.



#4
Complete this



#5 
Complete this



#6 
Click 
here



You’ll receive a confirmation email within 15 minutes.

Check your email and open the one that looks like this:

#7 
Email Confirmation



#8 
Click 
here



#9 
Click on Search Jobs



#10 
Click on Temporary/Seasonal/Substitute



#11
Click here 

(IRC33424)

28-Aug-2018 21-Jan-2019
IRC33424



#12
You’ll see the job 

description -
Review ALL of this 

information
Then, click here

IRC33424

January 21, 2019

$12.25



#13 
Read all, then click here…

NOTE:
Starting on this page, you 

can now click “Cancel” or 

“Back” to go back a page.



#14 
Review this screen, 
then click Continue



#15 
Review this screen, 
then click Continue



#16 
Complete ALL of these sections 

IRC33424



…#16 continued
Complete ALL

Click TEEN WORKS (nothing else) IMPORTANT



#17
You’ll see this screen after 
you’re finished with #16

Click 
here, if 

ready to 
submit

Click here, if you need 
to make changes



#18 
Review this screen, 
then click Continue



#19 
Review, then click Next



#20 
Review your contact 
information – make 

changes if you need to You 
MUST 
upload 

your 
resume

IMPORTANT

IRC33424



#21 
Click Choose File to find the resume you 

want to upload from your computer. 

Write a 
description    
of the file 

…then click 
Continue



#22
You will see that your resume 

has uploaded



#23 
Read CAREFULLY, and 

answer ALL that apply to you



#24 
CAREFULLY review this page

IRC33424



#25
You’ll see this confirmation 

that your application has 
been submitted

IRC33424

Log out when 
you’re finished



NOTE:

Receiving an “Eligible” confirmation means that you may
be contacted to schedule an interview. 

Interviews and positions are not guaranteed. 

#26
You will be sent a confirmation 

email almost instantly

IRC33424 is changed

IRC33424



EXPERIENCING DIFFICULTY?

Joshua Holt - Recreation Specialist

240-777-8068  /  joshua.holt@montgomerycountymd.gov

Chass Seymour - Recreation Coordinator

240-777-6969  /  chass.seymour@montgomerycountymd.gov

If you get to a point in the process that you find difficult 
to complete, please contact:

IRC#33424

mailto:joshua.holt@montgomerycountymd.gov
mailto:chass.seymour@montgomerycountymd.gov

