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PURPOSE AND DESCRIPTION 

Purpose 

This job aid explains the key activities involved in setting up a Job Agent to be notified of future 
job openings. It provides an overview of the sub-processes involved, as well as step-by-step 
procedural guidance to perform the activity. 

 
Note 

• Miami-Dade County and Constitutional Office Department Personnel Representatives 
(DPRs) will continue to initiate new position openings. These position openings will 
continue to be reviewed and validated by Miami-Dade County Human Resources 
Department's (HRD) Central Compensation & Recruitment units. 

• Miami-Dade County employees hired after 01/07/2025 will have the ability to view all 
public facing job openings and internal job openings which correspond to their company 
(Miami-Dade County) 

• DPRs will now see a Company Identifier for each candidate on the job opening applicant 
page 

• Constitutional Office DPRs will initiate new positions and submitted for approval to the 
Constitutional Office Department Budget Administrator. Miami-Dade County DPRs will 
initiate new positions and submit for approval to the Office of Management and Budget 
Approver. 
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CREATE JOB AGENT 

Step Action 

1.  NOTE: This Step is for Non-Miami Dade County employees only. If you are a Miami-Dade 
County employee, please skip this step and proceed to Step 2 instead.  

a. Navigate to https://www.miamidade.gov/global/humanresources/jobs/home.page 

b. Select Non-County Employees. 

 

https://www.miamidade.gov/global/humanresources/jobs/home.page
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Step Action 

2.  NOTE: This Step is for Miami Dade County employees. If you are not a Miami-Dade 
County employee, please skip this step and proceed to Step 4 instead. 

 

Log into INFORMS and select Employee Self-Service from the home landing page below. 

 

3.  Select Careers. 
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Step Action 

4.  Select View All Jobs. 

 

5.  a. Type a Job Title in the Search Jobs field. 

b. Select Save Search. 

 

0 
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Step Action 

6.  Enter a name for your job search in the Search Name field. 

 

7.  NOTE: Email To is prefilled with default email. 

a. Select the Email me when new jobs meet my criteria checkbox. 

b. Select Save. 
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Step Action 

8.  Select Home. 

 

 


