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ROL Functions

Recruitment Online (ROL) Functions

Recruitment Online enables the following functionality:

For internal and external applicants to:
e View information about current job openings in Schools.
e Search for job openings that match their interests.
e Save job search criteria.
e Save job openings.
e Save online resumes before they have been completed.
e Submit job applications for specific job openings.
e  Submit resumes to the Talent Pool.

e Attach responses to Selection Criteria, employment references, cover letters, and
other documents.

e Maintain and update their personal profile information
For Recruiters to:

e Search for Applicants in the Talent Pool

e Create new job openings

e View job openings and complete the recruitment process.
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ROL End to End Recruitment Process

End to End Recruitment Process

Below is a flowchart showing the full recruitment process for applicants, recruiters and selection
panel members using Recruitment Online.
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ROL Common Look & Feel

Recruitment Online Navigation

Below is a list of the common links, icons and buttons used throughout ROL.

Link/lcon/Button

Purpose

Careers Home

Returns the applicant logged in, to the
Careers Home Page.

This link in the top right hand corner of each

Help | screen takes the user to a webpage where
they can access the online help manual.
fE| Previous | | Takes user to the previous section
Hext [»] | | Take user to the next section

Add Teaching Methods

Clicking on any of the “Add . . . . “ links or
clicking on the + sign will add a new entry for
that sub-section. Once added, the relevant
information will need to be entered.

Look Up Icon: Presents the user with a list of
values that they can chose from.

B || 2

Trash Icon: Deletes the current row of
information. The user is prompted first to
confirm the delete.

Show All Columns Icon: Presents the user
with viewing more columns in the table

Calendar Icon: Clicking on the icon with the
“31” on it, opens up a calendar so you can
pick a date. This also indicates that the field
for entry is a date field and will accept a valid
date format.

*Gender:

Any label that has an asterisk (*) next to it
indicates that it is a mandatory field and that
information must be entered.

Save

Saves the changes you have made.

Save |

Saves the changes you have made. Clicking
on the Save button does not submit the
online resume into the talent pool or submit it
for a particular job opening

Subimit |

Submits the online resume to the talent pool
or to the specified job opening for Applicants.
For Recruiters, it submits the form they are
working with.

ExitWithout Saving |

Exits the online resume function without
saving. Takes the Applicant back to the
Careers Home Page.

PrintFriendIyVersinnl

Opens a new window with a display of the
resume for the user. From this window, the
user can click on the print button to print the
resume.

Wiithdraw Application

Withdraws the online resume from the talent
pool or from a specific job opening that the
Applicant has applied for

ROL Applicant Help Manual
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Applicant Activities

Applicant Activities

All potential applicants looking for job openings with Victorian Government Schools will be
presented with the Careers Home Page.

From this Home Page, all potential applicants can perform a basic or advanced job search
based on job categories. There is no need to log into the system to perform a job search.

lobs.in Victorian Government Schools gz
- i | -Y - _ b ":g‘-i"' —

4_1u:. >

Sign out

ACCESS TO RECRUITMENT ONLINE

Careers For employees whose employment is ceasing or will cease in the near future and
whose user name is their employee 1D, it is recommended that you print copies of
relevant information as well as download any resumes or applications that you
wish to retain access to. Following cessation of employment, a new cnline profile
must be created with a new User Name and passwaord. Any documentation from

your previous profile will not be accessible in Recruitment Online under the new
profile.

User Name: | Welcome to Recruitment online. You may search for
and view school jobvacancies, but will need to log on to
apply for a job or create a resume.

Password: |

Login Change/Forgot My Password  Click Here to Reqister

Basic Job Search - Job Categories

[[] Education SupportClass || Executive Class [7] Teacher
[[] Leading Teacher [[] AssistantPrincipal [7] Principal

Search I.&dvanu:ecESearch Search Tips

Provisional Appointments

Toview current Provisional Appointments, please click on the following link:
Provisional Appointments

... You can access comprehensive online help on recruitment online by
@ clicking on the “Help” link at the top right hand corner of each screen.
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Applicant Activities

Registering as External User

If you are a potential applicant but not currently employed in a Victorian Government School you
can also search and apply for job openings.

Before you can use Recruitment Online to save jobs you are interested in, submit a resume to
the talent pool or apply for a position, you must first register on Recruitment Online. Remember,
you don't have to be a user or logon to complete a search of available jobs.

To register as an External User, click the “Click here to Register” link.

User Hame: Welcome to Recruitment online. You may search for
and view school job vacancies, but will need to log on to
Password: ;
apphy for & job or create a resume.

Lodin | Change/Forgot My Password. Click Here to Reqister

This will take you to the registration screen. On this screen, you will need to enter a user name
and a password. The password needs to be entered twice to confirm it. This ensures that no
mistakes are made while entering the password.

There are no restrictions on the content of your User Name, but there are in relation to your
password. The password:

e s case-sensitive, if you create a password with capital letters, then you must use
capital letters whenever you enter that password;

e must contain a minimum of eight (8) characters; and

e must be alpha-numeric, that is, it must contain at least one number and at least one
letter of the alphabet.

Register

External applicants only: Please enter a user name and password of vour choosing.

Employees: Please contactthe DEET Service Desk ar your Business Manager ifyou
are new to ROL and unaware of the User IDIPassword farmat,

Enter Registration Information

*User Hame
*Password

“Confirm Password

Register | Return to Previous Page

If the user name you entered already exists in the database, a message will be displayed
informing you that the user name already exists. Where this occurs enter a different user name,
re-enter the password and try again.

This process can continue until you have entered a unique user name that can be stored in the
database.
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Applicant Activities

Register
Ay Jzer Mame already exists

External applicants only: Please enter a user name and passward of yaur choosing.

Employees: Please contact the DE&T Service Desk or your Business Manager if you
are new to ROL and unaware of the User ID/IPassword format.
Enter Registration Information

*User Hame |martin1

*Password |------

*Confirm Password [eseses

Register | Eeturn to Previous Page

Current Employees

To log onto ROL, enter your eight (8) digit employee ID, including any leading zeros and then
enter your EduMail password.

User Name: | YWelcome to Recruitrment onling. *ou may search for

and view school job vacancies, but will need to log on to

Password: | apphy for a job or create a resurme.

Login | Change/Forgot My Password  Click Here to Reaister

After login, the ROL Careers Home Page is displayed. This page displays the top level menu,
the “My Careers Tools” section, “Basic Job Search” Categories section, plus any
notifications from any job agents you have set up. Once you have logged into the Careers
Home Page the Provisional Appointments section is removed
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Applicant Activities

Careers Home Job Search My Saved Jobs My Saved Searches My Career Tools

Careers Home
Welcome External Applicant 01

Select My Profile to addfupdate your contact details and VIT registration.
Select My Online Resume to add yourselfto the Talent Poal.
Perform a Search to find suitable vacancies.

2 Applications
iy Profile
My Dnline Resume

Basic Job Search - .Joh Categories

[] Education Support [ Executive Class [] Teacher
[ Leading Teacher [0 Assistant Principal [] Principal

Search |Advanced Search Search Tips

Hotifications

You dao not have any notifications.

Change/Forgot My Password

The Change/Forgot My Password function is available to both current employees and
external users.

If you are a current employee and you have forgotten your password click the Forgot/Change
Password link under the heading DEECD Employees Only and follow the prompts.

If you are an external user and you have forgotten your password or your user name, then you
can click on the “Login Help” link on the Login screen.

From the Login Help screen enter your user name to get a new password, or enter your email
address to obtain your user name. The information is then emailed to you at your registered
email address.

To be able to use this function, you must have previously accessed the system and set up an
email address in your profile. If this is not done, the system cannot email your details to you.
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Applicant Activities

Login Help

NON-DEECD Employees - Choose One of These Options

Forgot your password? Forgot your User Name?
*Enter your User Name: *Enter your Email Address:
| orR | |
Get Mew Password | Cancel | Find User Mame Cancel

DEECD Employees Only:

Flease access Forgot'Change password details via the Edumail password
management facility. Forgot'Change Password

Setting up a Profile

Afterlogging into Recruitment Onlin you will have the opportunity to change, or add your profile
details.

Click the “My Profile” link to add or update your contact details and VIT registration details (if
applicable).

All teachers in Victoria must obtain registration or permission to teach from the Victorian
Institute of Teaching (VIT) before they can commence employment in any Victorian Government
school. However, if you are soon to graduate from your teaching course or your application for
registration is in progress and you wish to register your details and/or apply for a job online, you
should select “Not Registered” and indicate “Qualification Incomplete” or “Registration Pending”
in the Reason field on the My Profile page. If offered employment, you must be registered by

the VIT and have updated your profile accordingly in order for a school to complete the hire
process on ROL.

For more information and details on the registration requirements and process for obtaining
registration select the link to the Victorian Institute of Teaching.

Careers Home Job Search MySaved Jobs My Saved Searches My Career Tools

Careers Home
Welcome Deborah

Select My Profile to addiupdate your contact details and VIT registration.
Select My Online Resume to add yourselfto the Talent Pool.
Perform a Search to find suitable vacancies.

My Career Tnulé

4 Applications
Applicant Eeferral Response

My Online Resume

ROL Applicant Help Manual 11 Last updated 11 May 2011


http://www.vit.vic.edu.au/

Applicant Activities

Careers Home Job Search My Saved Jobs My Saved Searches My Career Tools

Careers Home
Welcome External Applicant 01

Select My Profile to addfupdate your contact details and VIT registration.
Select My Online Resume to add yourselfto the Talent Poal.
Perform a Search to find suitable vacancies.

2 Applications
iy Profile
My Dnline Resume

Basic Job Search - .Joh Categories

[] Education Support [ Executive Class [] Teacher
[ Leading Teacher [0 Assistant Principal [] Principal

Search |Advanced Search Search Tips

Hotifications

You dao not have any notifications.

The following table shows, for internal and external users, what information is automatically
loaded and what can be changed.

User Type Information Defaults from the payroll? | Changeable?
Internal Name v X
Address v v
Email Address v v
Phone v v
VIT Registration Status X v
External Name N/A v
Address N/A v
Email Address N/A v
Phone N/A v
VIT Registration Status N/A v
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Applicant Activities — Provisional Appointments

Searching for Available Jobs

You do not have to be logged into ROL to perform a job search, although you will need to be
logged in to save a particular search or to apply for a job opening.

Basic Search

To perform a basic category search, click at least one job category you want to search for and
then click the “Search” button.

Search categories are:

Education Support
Teacher

Leading Teacher
Principal
Assistant Principal
Executive Class

Basic Job Search - Job Categories

[] Education Support [] Executive Class [] Teacher
[] Leading Teacher [ Assistant Principal [] FPrincipal

Search |Advancedaearch Search Tips

The search results will display the currently open jobs in the Job Search results screen, which
match the basic search criteria you have entered.

The following information is available at the search results screen:

Description of the Position
Subject/Duty

School

When to apply by
Classification Code

Note: A maximum of 300 jobs will be displayed. Narrow your search using the Advanced
Search link.
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Applicant Activities — Provisional Appointments

Sign out
Help

Job Search

These are the job vacancies that match the criteria in your Job Search. Select the Position Description
hyperlink to wiew the full job description. To change the search criteria click the right arrow in the heading
line ahove the Search Results.

¥ Click icon toview Advanced Search criteria

" 2 Results Found

Search Results
SelectAll DeselectAll  Save Jobs

First [4|Previous| Mext[r|Last

Results hore Info

Select Position Description SubjectDuty

School

Casterton Secondary
College

[ Classroom Teacher Enalish i S0SE_A 15/07/2009 CLASS

Brauer Secondary

[0 Mathernatics to vear12 Maths Eallege

090772009 CLASS

SelectAll Deselectall  Save Jobs To apply for 2 job, click on the Position Description.

Eeturn to Previous Page

The following table explains the purpose of the buttons, links and icons on the Search Results
Page

Icon/Link/Button | Description
Clicking on the More Info tab, will display more
More Info - . . .
information about the job openings.
- Clicking on the “Show all columns” button will

reveal more information about the Job Openings

Clicking on any of the Position Description links for
Library Assistant a Job Posting will allow you to view the Job
Description in more detail.

Scroll through the pages to view all Job Openings
by clicking on the Next, Previous buttons. By
default, the Job Openings are displayed in
descending order of Job Number.

r Selection check box. Click in check box to
perform an activity with the Job Opening

First Frevious |Next Last

Selects all Job Openings returned in search
results section.

Select All

Desalact Al Unselects a_II Job Openings returned in search
— 1| results section.

Cave Johs | Saves the selected jobs to access at a later date.

The following is an example of viewing extra columns when the “Show all columns” button has
been clicked.
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Applicant Activities — Provisional Appointments

Job Search

These are the job vacancies that match the criteria in your Job Search. Selectthe Position Description
hyperlink to view the full job description. To change the search criteria click the right arrow in the heading
line ahaove the Search Results.

} Click icon to view Advanced Search criteria

& 2Results Found

Search Resulis
Select#ll Deselectall _Save Jobs

First [4|Previous | Mext[r Last

Position Description SubjectDuty School IF E E Employ Cond

Casterton Secondany

[0 classtoom Teacher English { SOSE_A 15/07/2008 CLASS 100  Ongoing 5272 OREETERERERE | seppm

College Fosition
[] Mathematicstovear1z  Maths Brauer Secondarly  ngnrsnpg cLASS 100 Ongeing 5253 COndoing-vacated ggngn,
College Pasition

SelectAll Deselects)  Save Jobs Ta apply for a job, click an the Position Description.

Return to Previous Page

Column Name | Description
Position Description | Description of the Job Opening
Subject/Duty | Displays the Subject or Duty for the Job Opening
Displays the School or Regional Office where the
School .
vacancy is located
Displays the date by which you need to apply for
Apply By the position
Classn Code Displays the Classification Code for the Job
Opening (e.g. EXRT = Expert Teacher)
T/E Displays time fraction or percentage of full-time
weekly hours (e.g. 0.4 is equal to 15.2 hours).
Displays the employment type, Ongoing or Fixed
Employ Type TerFr)n Yy ploy typ going
Employ Mode Displays the condition of the employment salary
structure
Employ Cond 8|sple}ys the employment condition for the Job
pening
Job No. | Displays the ID Number for the Job Opening.

To find out more information about a job opening, click the position description link of the job
opening.
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Applicant Activities — Provisional Appointments

Job Description

Location: Casterton Secondary College

Classification: Classroom Teacher
Position Description:  Classroom Teacher

SubjectDties: English Level: Secondary Years 7-12
History Secondary Years 10-12

Begin Date: 27072009 End Date:

Employiment Type: Crdaing

Time Fraction: 1.00 Employment Mode: 52552
Reference =: RO2EE7

Contact Name:

Phone:

School Website: casterton.sc@edumailvic.gov.ad

Apply By: 1850752007

Eeturn to Previous Pade Swyitch to Internal View
Location Profile

[Enter Free Text Description herg]

Selection Criteria

51 Demonstrated understanding of initiatives in student learning including the Standards, the
Principles of Learning and Teaching P-12 and Assessment and Reporing Advice and the capacity to
implement curriculum programs consistent with their intent.

When the Job Description has been opened, you may save the job so you can attend to it later;
apply for the job or return to the previous page.

Advanced Search

By clicking the “Advanced Search” link, you may enter more search parameters to further
refine your search criteria.
The following may be entered in the advanced search fields:

e Job Opening ID (i.e. Job number)

e Location Preferences (Local Government Area (LGA), Region or School)

e Job Categories (e.g. Teacher, Education Support)

e Job Classification Preference (avoid entering details here as all available jobs may not
be returned in search results. The exception is if you only want to search for jobs
advertised under one of the special recruitment programs specifically targeting recent
graduates, i.e. the teacher graduate program or the teaching scholarship scheme)

e Subject/Duty Preference (e.g. Health Education, French, Mathematics )

NOTE: For a more effective job search, a person wishing, for example, to
@ find SOSE/English teaching jobs, should enter the two subjects separately
* in the Subject/Duty section (entering both will include all those which

include English and all those which include SOSE).
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Applicant Activities — Provisional Appointments

o Employment Preferences (avoid selecting options here as all available jobs may not be
returned in the search results)

Careers Home Job Search My Saved Jobs My Saved Searches My Career Tools

Job Search

Please enter relevant search criteria to find job vacancies to meet your requirements. Multiple locations,
job categories, classifications and subjectsfduties may he selected. At a minimum ane job category is
required.

Advanced Jobh Search

Search | Clearl Save [fearch |EIaSi|:Bearch Search Tips
L,

~* Job Opening Search
Job Opening ID: |

~* Location Preferences

You have no Location Preferences selected.

Add Location Preference

~ Joh Categories

[] Education Support [] Executive Class [] Teacher
[] Leading Teacher [] Assistant Principal []  Principal

~ Joh Classification Preference

You have no Job Classification Preferences selected.

Add Job Classification Preference

~ Subject Duty Preference

¥ou have no SubjectDuty Preferences selected.
Add SubjectiDuty Preference

When the search criteria has been entered, click the “Search” button. The results, if any, will
be displayed.
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Applicant Activities — Provisional Appointments

( FA[ lick icon to view Advanced Search criteria

¥ 2 Results Found

Search Results

Select&ll Deselectpll  Save Jobs |

First |« |Previous| Mext|» |Last

More Info

Select Position Description Subject/Duty

[] Classtoom Teacher English I SOSE_A

Casterton Secondary

18/07/2009 CLASS
College

At this point, the Advanced Job Search area is automatically collapsed to show you the search
results that have been retrieved.

To expand the Advanced Job Search area, click the arrow icon. This will expand the Advanced
Search criteria section.

You can re-sort the search results by clicking on the underlined headings at the top of each
column. Click the heading a second time to change a sort from ascending to descending (or
vice-versa).

Saving a search

ROL allows you to save your search criteria as a saved search for future uses. The advantage
of this function is that you do not need to re-create your search criteria each time you search for
jobs.

Click the “Save Search” button, to access the section where you can name your search and
save it.
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Job Search

Flease enter relevant search criteria to find job vacancies to meetyvour requirements. Multiple locationg,
job categories, classifications and subjectsfduties may he selected. Ata minimuam one job category is
required.

Advanced Job Search

search | Clearl Basic Search Search Tips

* Jobh Opening Search

Joh Opening ID: |

* Location Preferences
You have no Location Preferences selected.

Add Location Preference

= Job Categories
[[1 Education Support [[1 Executive Class [] Teacher
[] Leading Teacher [] Assistant Principal [] Principal

Save Search

In order to activate the Job Search Agent for this search, tick the ‘Use as Job Agent' check hax and
enter the email address to which the notifications are to be sent. Mote: Only one Job Search Agent can
he activated at any one time.

Save Search
*Name your search: Ity Teacher Search| Use As Job Agent [

Enter a meaningful name for your search. When retrieved later, it will be clear to you what the
search was used for. The search name can be up to 20 characters long, including spaces.

When you have named your search, click the “Save Search” button.

Job Search Agent

ROL also allows you to save your search criteria as a job agent. Where a job agent is created
and saved, ROL will check on a daily basis for job openings that match your search criteria. If
there are new job openings that match the job agent search criteria, an email is sent to your
email address to notify you of those job openings.

Click the “Use As Job Agent” checkbox to save a search as your Job Agent. ROL will prompt
you for an email address.

The content of the email will include the summary information about job openings that match
your saved search criteria, including a “View” /Apply” link that when clicked takes you to the
ROL login page.

ROL will also post a notification in the “Notifications” area on the “Careers Home Page”.
Applicants can click the subject link on the notification to view the job agent search results.
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You can only have one saved search set as a Job Agent.

Save Search

In order to activate the Job Search Agent for this search, tick the ‘Use as Job Agent’ check box and
enter the email address to which the notifications are to be sent. Maote: Only one Job Search Agent can
he activated at any one time.

Save Search

*Name your search: W TEACHER SEARCH se As Job Agent V__D
Enter your email address in the space below and we'll zend you an email
when jobs matching your search criteria are crested on our databasze.

Email Address: |mvemai|@mvisp.cnm.au

If your e-mail zoftware supports HTML formatted Preferred Email Format

e-mail, then you may select that option. If not, o I .

pleasze select Plain Text'. * HTML Plain Text

Save Search I )Cancel |

Click the “ Save Search” button to save your search as a Job Agent.

You should regularly check that the search criteria you entered is still appropriate. You can
change the search or stop the Job Agent at any time.
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Retrieving Saved Searches

To access your saved searches, click the “My Saved Searches” link. This will take you to the
list of your saved searches.

Careers Home Joh Search My Saved Jobs My Saved Searches My Career Tools

My Saved Searches

To activate the Job Search Agentwhich will alertyou when vacancies which match vour criteria become available, click
on Edit' against one ofyour saved searches below and then click the 'Use as Job Agent' check box,

Saved Searchesand Job Agents

Saved Search Created On Job Agent Email Address Run Search

Y SEACRH 2006-10-19 Mot used as joh agent Edit Celete Run Search |

Return ta Previous Page Joh Search

From the Saved Searches and Job Agents screen you can run a saved search by clicking the
“Run Search” button. The search can be edited or deleted from this area.

The “Edit” function, allows you to rename your search, change the email address the alerts are
sent to, allow this as your Job Agent, or deactivate a previously created Job Agent. Remember,
you can only have one of search set as a Job Search Agent.

To deactivate the Job Search Agent at any time, simply remove the tick from “Use as Job
Agent” by clicking the checkbox, then clicking the Save Changes button. The status of your
Job Agent for the search you selected will have changed to “Not used as job agent”.

Saving Jobs

Select and save job openings that are of interest to you and view or apply for these jobs at a
later date. Save jobs from several pages in the Careers component and view your saved jobs
on the “My Saved Jobs” page. There is no limit to the number of jobs you can save.

After searcing for and saving jobs you are interested in, during the application process if you
wish to include a response to the Selection Criteria (highly recommended), prepare the
response in a separate document (e.g. MS Word). Login and access the saved jobs and
continue to apply for the job attaching your key selection criteria response to the saved job.

ROL does not automatically remove Closed or Withdrawn jobs from your saved jobs list.
Manually delete these saved job openings when they are no longer required.
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Job Search 1

These are the job vacancies that match the criteria inyour Joh Search. Select the Position Description
hyperlink ta view the full job description. Ta change the search criteria click the right arrow in the heading
line above the Search Results.

* Click icon toview Advanced Search criteria

[ 2 Results Found

Search Results

Select &l Deselect Al Sa\feJDbS|

[44] First [4]Previous | Mext | Last ]

Position Description SubjectDuty School

Classroom Teacher English F SOSE_A ggﬁteegr;DnSecondaw

Results ifa

18/07r2009 CLASS

Brauer Secondary

athematics to ¥ear12  Maths
College

09/07/2009 CLASS

SelectAll Deselectall  Save.Jobs Ta apply far a job, click on the Position Descriptian.

Eeturn to Previous Pade

To save any jobs you wish to view or apply for, click the check box next to the job to be saved
and click the “Save Jobs” button.

After saving your jobs, ROL will navigate to the “My Saved Jobs” screen, where you can view
the jobs that have been saved.

My Saved Jobs

[ You have successfully saved your new jobis.

[+4] First [4]Previous| Mest [+ |Last [

Mare Info
Select Position Description Subject/Duby School
[] Classroom Teacher English/ SOSE_# gsﬁt;g?” Secondary 4 gn7ia009 CLASS
[] MathematicstoYear12  Maths gﬁf;ﬁfewnda” 09/07/2008 CLASS

To apply far a job, click on the Delata |
SelectAll Deselect All Position Description.

Return to Previous Page Find Jobs

To view the details of a particular job opening, click the link in the “Position Description”
column.
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Job Description

Location: Casterton Secondary College

Classification: Classroom Teacher
Position Description:  Classroom Teacher

SubjectDuties: Endglish Level: Secondary Years 7-12
History Secondary Years 10-12
Begin Date: 27107120049 End Date:
Employment Type: Qngoing
Time Fraction: 1.00 Employment Mode: 520572
Reference #: R97957
Contact Name:
Phone:
School Wehsite: casterton.sc@edumailvic.gov.au
Apply By: 14/07i2007
Sawe Job | Aty Mo | Return to Previous Page

To navigate to saved jobs from any other screen, click the menu link “My Saved Jobs”. The list
of jobs will be displayed.

Careers Home Job Searc Saved Jobs ) My Saved Searches WMy Career Tools

Creating an Online Resume

ROL allows you to create an Online Resume to:
e Save and keep for future use
e Submit to the Talent Pool to be potentially searched by any Recruiter
e Submit to an advertised position within ROL

At any point in the process of creating your Online Resume you can save what you have done
and return at a later stage to complete your resume.

Hint: Regularly save your online resume as it is entered onto ROL.
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Accessing “My Online Resume”

The Online Resume you create can become the basis for all jobs you decide to apply for or may
be used as part of the talent pool if you elect to do so.

Careers Home Job Search MySaved Jobs My Saved Searches My Career Tools

Careers Home
Welcome Deborah

Select My Profile to addiupdate your contact details and VIT registration.
Select My Online Resume to add yourselfto the Talent Pool.
Perform a Search to find suitable vacancies.

My Career Tnulé

4 Applications
Applicant Referral Besponse
I

My Online Resume

To create an online resume, click the “My Online Resume” link on the Careers Home page.

Apply Now
Online Resume/Application

This section allows you to complete an online resume for the Talent Pool or apply for
specific job vacancies. If you are applying for Job vacancies it is strongly recommended
that you address the Selection Criteria, when prompted.

You may save your application as a draft at any stage prior to submitting.

e —
eturn ton Previous Pace

The initial screen explains that this section is to create an online resume for either the talent
pool or for a specific position. Click the “Continue” button to progress with creating the online
resume. If you do not want to proceed, click the “Return to Previous Page” link.

On entry to the “Online Resume/Application” section, the system will initially inform you that your
resume has not yet been submitted to the Talent Pool. You may save your Online Resume at
any time and return to complete the resume at a later time without submitting it to the Talent
Pool. On completion you may simply save the resume or choose to submit it to the Talent Pool.

You will then be prompted to fill out the required information for your Online Resume.
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Sections that are available for entry are:

Self Identification
Preferences
Education
Languages
Employment History
Attachments (Limit 1)

Navigating Through Your Online Resume

To navigate through the different sections, you use the “Next” and “Previous” links or click on
the section’s link to take you directly to that section of the online resume. Do not use the
internet browser’s Back and Forward buttons as these will log you out of ROL and unless your

resume has been saved all data will be lost.

Self ldentification *Preferences Education Languanes Emplovinent History Attachments

ave Submit Exit'withaut Saving viiiherzw Application | Print Friendyy Version | caresrs
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Self Identification Section

Apply Now
Online Resume/Application

Daonald Dart

41 Smithacres Rd
Maontrose, WIC, 3765
Edit Prafile

Your resume has not yet been submitted to the Talent Pool. Please select the Submit action when your resume is ready.

Previous Save Submit Exit'Without Saving Wiithdrawy Application Frint Friendly¥ersion | Careers Home Hext [¥]

Self Identification Preferences Education Languages Emploviment History Attachments

Thiz information will assist the Department to ensure that people from diverse groups have access to
employment oppartunties within the Department. Information you provide is conficentisl and wil not be used
in making any employment decisions. Data will be used in aggregated reporting and individual information wil
nat be distinguishable.

Self ldentification

Date of Birth: 15111942 3
*Gender: I Male b I
Ethnicity: | =

Self Identification *Preferences Education Languages Emplovment History Attachments

previous  Save | | submit | EsitwithoutSaving | | withcrawapnication | erntFriendlyversion | carsers Home  Mext [5]

Enter the details required in the Self Identification section. The table below gives a description
of the fields and whether those entries are mandatory (required) or not.

Section Fields Description Mandatory?
Self Date of Birth Enter your birth date X
Identification
Gender Click on drop down arrow to X
select your gender
Ethnicity Click on drop down arrow to X

select your Ethnicity

Note: the Date of Birth and Gender fields will default from the payroll if you are or have been a
Department employee.
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Preferences Section

The Preferences Section allows you to add your preferences for Start Date, Employment Type

(Fixed Term or Ongoing), Desired Work Days, Location Preferences and your Subjects and
Duties.

The Job Categories section must be completed in order to save your resume.

Employment Preference

Enter your employment preferences in the first section. If there are no specific preferences for
this section, leave the default values.

[4] Previous save | Submit | | ExitwithoutSaving | witncraw Application | | Print Friendly version | carsers Hom

Self ldentification *Preferences Education Languages Emplovinent History Attachments

Desired Start Date: [

Employment Type I j

Desired Work Days: ¥ Monday | Tuesday | Wednesday [ Thursday
¥ Friday [ Saturday [~ Sunday

FullPart-Time: I Either i I

Desired Hours Per Week: [~ are you interested in casual employment?

*Joh Categories
[] Education Suppart [0 Executive Class [ Teacher
[ Leading Teacher [ Assistant Principal [ Principal

To add a Location Preference, click the Add Location Preference hyperlink below . Click on delete icon to
remove corresponding Location Preference Information.

Location Preferences

¥ou have not added any Location Preference information to your application.

Add Location Preference %

To add a SubjectDuty Preference, click the Add SubjectDuty Preference hyperlink belove, Click on delete icon
ta remove corresponding Subject/Duty Preference Infarmation.

Subject Duty Preference
¥ou have not added any SubjecttDuty Preference infarmation ta your application.

Add SubjectiDuty Preference

Self ldentification *Preferences Education Languages Emplivinent History Attachments
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Section Fields Description Mandatory?
Preferences Desired Start Date Click the calendar icon to select a X
date or type in your desired start
date
Employment Type Click the drop down arrow to select | %
your preferred employment type of
either fixed term or on-going
Desired Work Days Click to select your preferred X
working days (ROL will default to
Monday to Friday)
Full/Part-Time Click the drop down arrow to X
change the default of Either to Full
Time or Part Time
Desired Hours Per Week | You can enter your preferred hours | %
per week
Section Fields Description Mandatory?
Preferences - | Job Categories Click the desired job category of v
Job Education Support, Teacher,
Categories Leading Teacher, Principal, and
Assistant Principal.
Multiple selections can be made.
Location Preferences Allows you to add which X
preferences by location you would
prefer. The location can be either a
Region, Local Government Area
(LGA) or school
Subject/Duty Preference | Allows you to add the subjects and X

duties you are qualified
for/interested in.

~ -
/;;\

NOTE: It is preferable to indicate your Subject/Duty Preference before

you submit your Online Resume into the Talent Pool.

Location Preference

Select your preferred location preferences in this section. If you have no specific preferences,
leave this section blank.

To add a Location Preference, click the &dd Location Preference hyperlink below . Click on delete icon to
remnove corresponding Location Preference Information.

Location Preferences
You have not added any Location Preference information to your application.

d Location Preference

By clicking the “Add” icon or the “Add Location Preference” link the “Add Location

Preferences” screen appears. Search for location preferences either by Region, LGA or School

Location Preference Drill Down Function
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ROL allows you to drill-down in the locations to be able to view:
LGAs within a Region
Schools within an LGA

If you know the LGA or School you wish to find, you can enter the details directly to search for a
particular LGA or School.

Search Criteria

*Search Locations By | Region j
“Where Location [beginswith =] e
Search | Clear search Fitter | ::DDC;:E:: gif;:;mﬂ; :’n”ap ba

Save & Return | Cancel |

Find | B Fret (o B e

Select List All Locations Within

Eastern Metropalitan Region r List All Lacations Within

SelectAll Deselect All

Save & Return | Cancel

In the above example, the initial criterion was to search by Region, where the Region Location
began with the letter “E”.

This listed “Eastern Metropolitan Region”. To view all the LGAs within this region, click the
“List All Locations Within” link.

Local Government Area

Eastern Metropolitan Region

Local Government Area

Boroondara
Cardinia
Glen Eira

Khaox

Wanningharm

To view all schools within the LGA, click the “List All Locations Within” link. Click on the
“Select” check boxes to select that school.

Schools

Eastern Metropolitan Region > Boroondara

Hawtharn West Primary School

-
Camberwell Primary School I
Balwyn Pritmary School Il
Kew Primary Schoal r Schools
N
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Online Access

For more information about Victorian Government schools, browse the Schools Online website
by clicking the map of Victoria in the Location Search Criteria screen.

Search Criteria

*search Locations By Region
“Where Location [beginswith x| |
Search | Clear Search Filter |

Far mare infarmation an
lacations click on the mag

Eeturn to Previous Page

Schools Online

Victorian Government Schools

HDITIE‘SitB Map‘searchlndvanced Search|A - Z Listing [Regional WEB Sites| Non Government Schools |Usefu| Links

You are here: Home > Regional WEB Sites

Previous Page

selecting s regional area button you will be leaving the schools online web site,

To navigate to s regional area web site, simply use the buttons provided or alternatively you can select any region on the map provided.

Please note that by

Regional Office Region No.
[Barwon South Westerm | 28
[sippsland | 3z
|Erampians | 29
[Humne | 31
[Loddan Hallee | 30
|Eastern Metropolitan | 33

.|Nnrﬂ|ern Metropolitan | 36
[seuthem Metropolitan | 35
|Wesbern Metropolitan | 34

[Contact: SchoolsOnline@edurnail.vic.goy.au

[Created On: Tuesday, 11 May 2004 | Last Updated: Thursday, 24 July 2003
State of Victoria (Department of Education & Training) 2003

| Disclaimer | Privacy

"

Knowledge&Skills v

L Vi
Building a Fulure l'h
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Subject/Duty Preference

Subject Duty Preference
You have not added any SubjectiDuty Preference information to your application.

Add SubjectDuty Preference

In this

section you add your preferences for Subjects and Duties. It is preferable to indicate your
preferences in this section.

By clicking the “Add” icon or the “Add Subject/Duty Preference” link a new row where you
can enter your preferred Subject//Duty will appear.

SubjectDuty Preference
*Subject / Duties Level l_

Add SubjectDuty Preference

Click the “Look Up” icon (magnifying glass) to display a list of Subjects/Duties that you can
select from. Enter the Level for that particular Subject/Duty to indicate your Level preference(s).

For education support jobs, select Education Support in level.

Look Up Subject/Duty
Search by: IDeacriptiDn vI beging with|

Look Up | Cancel |Advanced Laokup

S

Fir=t E 1-100 of 285 [

Description Cateqory

Eeading Intervention Both
Arahic Both
Auslan Both
Chinese (Mandaring Both
French Both
German Both

To select a Subject/Duty, click the link of the particular Subject/Duty that is underlined. This will
add that value to the previous screen and populate the field.

Note: When entering a subject/duty preference, do not select values with the word “(method)”
included in brackets in the description as these relate to teaching qualifications.

Education Section

Enter in your Post Secondary Education in this section including your Teaching Methods and
any Licenses or Certificates which you may hold.
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[4] Previous Save Submit Exit Without Saving Wyithdrayy Application Print Friendly Version | Careers Home — Mext [

Self ldentification *Preferences Education Languages Employment History Attachments

Education History

Highest Education Level: |A—N0t Indicated j
To add a degree, click the Add Post-Secondary Education History hyperlink below Post-Secondary. To change

information for & degree, click the hyperlink under Degree field. Click on delete icon to remove corresponcding
degree.

Post-Secondary Education

Field of Study School Complete:

Accounting S Banking &

EfaneE Ceificate I University of Yollongong 19599 E

[+] Add Post-Secondary Education Histary

Teaching methodology (or teaching area studied) is the teacher education component you undertook as part of
your course to become gqualified as a teacher.

Teaching Methods
fou have not added any Teaching Method information to your application.

Add Teaching Methods

[y

If you have any licenses or certificates you wish to tell us about, enter them here.

Licenses and Certificates

License or Certification Date Issued |License # Issued By

Health & Safety Rep Training 10092006 1414144 Red Cross E

[+]add Licenses and Certificates
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Highest Education Level

Enter the highest education level you have attained in this section.

Add Online ResumelApplication

Add Post-Secondary Education

Save & Return | | Save & Add More |

Cancel

I Eeturn to Previous Page

Enter Post-Secondary Education Details

'I It ywour School, Gualification, Field of Study or Major
does not appear in the drop dowen list please enter the

Country: [Australia
State: | wictaria
*School:

vI detzils in the relevant "Other' field.

|Universih~' of vwallongong

S Other School: |University of Wollongong

“Qualification:

| other quar: |

Associate Degree

Associate Diploma

Bachelar Degree

Bachelor Degree with Distinctn
Bachelor Degree with Honours
Cetificate
Certificate |
[ =N
Certificate [
Cetificate W
Diploma

*Field of Studhs

Completion ¥r:

“ou have not ad

Add Majar

Other Field: |

Click the drop down arrow for “Highest Education Level”, to select the highest education level

that you achieved.

Post Secondary Education

Click the “Add” icon or the “Add Post-Secondary Education History” link to enter relevant

post secondary education information.

Post-Secondary Education
You have not added any education infornation ta your application.

T Add Post-Secondary Education Histaory >

On the “Add Post-Secondary Education” screen, the Country will default to Australia. If you
achieved a qualification outside of Australia, click on the drop down arrow and select the

relevant country.

Enter the relevant State and then click the “Look Up” icon to select the school.

Click the dropdown arrow to select your Qualification. Click the “Look Up” icon to select your

Field of Study.
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Add Online ResumefApplication
Add Post-Secondary Education

Sawve & Return I Sawve & Add More I Cancel I Return to Previous Pade

Enter Post-Secondary Education Details

Country: [Austraiia Tl e ot apratn i the dhor e st ploace enter the
State: ;I details in the relevant 'Cther' field.
*School: < Other School: |
*Qualification: | = |Other Qual: |
*Field of Studhs | ), Other Field: |
[ Graduated
Completion Yli.'x ’— Example: 2005

“ou have not added any Majors information to your application.

Add Major

Sawve & Return I Sawve & Add More I Cancel I Beturn to Previous Page

* Required Field

If your School, Qualification or Field of Study does not appear in the lists, please enter the
details in the relevant “ Other” fields.

Click the “Graduated” tick box, if you have graduated and enter the year of completion in the
“Completion Yr” field.

@ Note: If your field of study is not available in the look up list or you are
<\~ not able to find its closest match, you may select the value “other”.

Adding Major Subjects to Post Secondary Education

After entering the details of the school and qualification, enter the details of the Major and/or
Sub Major for that qualification. Multiple entries can be made if you have majored in more than
one subject. At least one major/sub major must be selected or you cannot include the post
secondary education information.

<

|Majnr j |A|:cc:unting &) Accaunting ﬁ[
(
.. Add hajor >
Save & Retun | Save g AddMore | Cancel | patim to Previous Page

Click the “Add” icon or “Add Major” link to add a Major or Sub Major to your qualification.
Note: If there is no Major for your qualification, select “Not applicable’ from the list of Majors.

After entering your details:
e Click “Save & Return” to save your entries and return you to the “Education History”
page.
e Click “Save & Add More” to save what you have entered and clear out the fields ready
for your next entry.
e Click “Cancel” to return you to the “Education History” page without saving any of your
changes.
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Self ldentification *Preferences Education Languages Employinent History Attachments

Previous Save Submit Exit Without Saving \iithidraw Application | PrintFriendly Version | Carsers Home Mext [»]

Teaching Methods

Where you have entered a teaching qualification, click the “Add” icon or “Add Teaching
Methods” to add the teaching methodology (teaching area studied) that you undertook as part
of your course to become a qualified teacher.

Teaching Methods
Yol have not added any Teaching Method infarmation to your application.

Add Teaching Methods

Teaching methodology (ar teaching area studied) iz the teacher education component you undertook as part of
your course to become gualified as a teacher.

Teaching Methods

Teaching Methods Level [
| Q | I A

£dd Teaching Methods

Click the “Look Up” icon to view a list of teaching methods. Select “Teaching methods” in the
“Search by” drop down list. Enter “M” in the “begins with” field on the “Look up teaching
methods” page. All teaching methods have a prefix of “M” therefore only teaching methods will
be returned, rather than the full list.

Look Up Teaching Method

Search by: |Teaching Methods v|begins with|ru1

Look Up | Cancel |Advanced Lookug

earch Results

: First E 1 7
g Methods [Description
ol 1 01 ArtfCraft (Method)
102 Dance (Method)
103 Crama (Method)
104 Visual Arts (Method)
1 05 Music (Method)
w112 Business Management (Method)
m113 cCommerces BusSt (Method)

To select the Teaching Method, click the Description of the Teaching Method required.
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Licenses and Certificates

To enter any Licenses and Certificates you feel would enhance your online resume, click the
“Add Licenses and Certificates” link to add a new entry.

If you have any licenses or cedificates you wish totell us about, enter them here.

Licenses and Certificates

You have not added any licenses or cedificates to yvour application.

N

@d Licenses and Cedificates

Eenter the details of the License or Certificate you wish to record.

Add Online Resume/Application
Add License or Certificates

License or Certificate Details

"LicenseiCertificate | Oecupational First Aid (L2) =l

Issued By: |

License/Certification Number:
Date Issued: 1]

Save & Return Save & Add More | Cancel | Return to Previous Page

*Required Field

Click the “License/Certificate” drop down arrow to view a list of the Licenses/Certificates
available to select from.

Enter the details of the organisation that issued the license or certificate, enter the
license/certificate number and the issue date.

After entering your details:
e Click “Save & Return” to save your entries and returnto the “Education History” page.
e Click “Save & Add More” to save your entries and clear out the fields ready for your

next entry.
e Click “Cancel” to return you to the “Education History” page without saving your
changes.
Self Identification ‘Preferences Education Languages Employment History Attachments
Previous Save Submit Exit Without Saving Withdravy Anplication PrintFriendly Yersion | carpers Home — Mext [¥]
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Languages Section

Click the “Add Languages” link to add any languages that you are familiar with to enhance
your online resume.

Pleaze indicate languages (other than Englizh) that vou are proficient in. Mote that any languages vou are
gualified to teach should alzo be included in Teaching Methods in the Education History section.

Languages
You have not added any languages to your application.

o
[+] Add Langh I

Enter the language and your speaking, reading and writing proficiency in the language. Click
the “Look Up” icon to display a list of languages. Click the drop down arrow to select from a
list of Low, Moderate or High for your speaking, reading or writing proficiency in that language.

Add Online ResumelApplication
Add Language

Enter Language Details

*Language: French QL
Speaking Proficiency: I High vI
Reading Proficiency: IMnderate vI

Writing Proficiency: L -

Save & Return | Save &addMore | Cancel | Return to Previous Page

* Required Field

After entering your details:
e Click “Save & Return” to save your changes and return to the “Education History”

page.

e Click “Save & Add More” to save your changes and clear out the fields ready for your
next entry.

e Click “Cancel” to return you to the “Education History” page without saving your
changes.

Remember to save your resume regularly as you enter information.

The “Save” button is the only button which saves all of the
w=z» information you have entered in the current session on ROL. To
@ ensure no data is lost save your resume regularly and always save
before exiting ROL. Information that has not been saved will be lost
and cannot be retrieved.
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%Jur resume has not yet been submitted to the Talent Pool. Please select the Submit action when your resume is ready.

Kl M\D Submit
S

Exit Without Saving Wiithdraw Application Frint Friendly Version | Careers Home Nex(m

Self Identification *Preferences Education Languages Employment History Attachments

Plesse indicate languages (other than English) that you are proficient in. Note that any languages you are
qualified to teach should also be included in Teaching Methods in the Education History section.

Languages

Language

Belorussian

Speaking Proficiency Reading Proficiency Writing Proficiency

High High

High |}

[¥]add Languages

Employment History Section

Click the “Add Employment History” link to add employment history to your online resume.

Enter the information that is relevant to your employment history.

Employment History

You have not added any employment information to vour ness application.

4| Add Emplayment HistnE >

Add Online Resumel/Application

Add Employment History

Save & Return |

Save & Add More |

Cancel | Eeturn to Previous Page

*Start Date:

End Date:
*Employer:
*Ending Job Title:

Telephone:

Commems:

g1iodizaos  [=
o7H oizong [

|Caster‘ton Secondary Caollege

[classroam Teacher

Enter Employment Details

Country: [ Australia |
Address 1: |
Address 2: |
city: | State: | ~
Postcode: l—
Sawve & Return | Sawve & Add Maore | Zancel | Return to Previous Page
Section Fields Description Mandatory?
Employment | Start Date Enter the start date of your v
History employment
End Date Enter the end date of your X
employment. If you are still
employed with this employer, then
leave this blank.
Employer Enter the name of your employer or |
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Section

Fields

Description

Mandatory?

the school (not the Victorian
Education Department) that you
were employed with

Ending Job Title

Enter the job title or role that you
held at the end of this employment,
or if still employed, your current title

Telephone

Enter the contact telephone
number of your employer

X

Comments

Enter your key responsibilities or
major accomplishments in that role.

X

Address

Enter address details of the
employer

X

Repeat these actions for each employer/school as required. You should enter the information in
the order of most recent first.

After entering your details:
e Click “Save & Return” to save your entries and return to the “Employment History”

page.

e Click “Save & Add More” to save what you have done and clear out the fields ready
for your next entry.

e Click “Cancel” to return you to the “Employment History” page without saving your

changes.

Remember to save your online resume regularly.

~ -
/;;\

and cannot be retrieved.

The “Save” button is the only button which saves all of the
information you have entered in the current session on ROL. To
ensure no data is lost save your resume regularly and always save
before exiting ROL. Information that has not been saved will be lost

E@ Submit | ExitWithoutBavingl Wyithdraw Application Erint Eriendly ¥ersion | careers Home Nex(m

Self ldentification *Preferences Education Languages Employment History Attachments

Casterton Secondary College
Brauer Secondary Collene

Y T T T

Classroom Teacher

Classroom Teacher

01/01/2008 07H 0/2008 I
2110112006 211 212007 I

[+]Add Employment History
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Attachments Section

You may attach a document that has been prepared separately (MS Word format) which
provides relevant additional information as part of your online resume, such as referees and
professional learning undertaken.

There is a limit of 300kb for the attached document.
o= Attachments will be checked for Viruses upon viewing files, if a Virus is found
'@( recruiters will be unable to access the attachment. It is advisable that you
perform your own virus check prior to submission to ensure that your file is
accepted by the system.

You may optionally attach a document which provides relevant additional information as part of vour online resume, such
as referees and professional learning undertaken. NB There is & limit of 300kb for this document.

Attachments
You have not added any attachments

(éﬁ«dd Aftachiment )

Click the “Add Attachment” link, to attach your document.

Attachments

Add Attachments

‘Attachment Type:

Attachment Purpose:

Add Attachment

C Save & Return j Save & Add More | Cancel |

v

Click “Add Attachment”, to browse/search your computer for the document to be attached.
Click the “Upload” button after selecting your document.

| CBowes 1
Sancel

Attachments

Add Attachments

*Attachiment Type:

Attachment Purpose: [Fesume

Eezsume.doc

Save & Return | Save & Add Mare Cancel
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Click the “Save & Return” button to save your attached document and return to the previous
screen. You can only attach one document for an online resume that is not associated with an
advertised position.

|I|Previoul Save | Submit Exit'Without Saving Withdraw Anplication Frint Friendly Version | Careers Home — Mext

Self ldentification *Preferences Education Languages Employment History Attachments

*ou may optionaly sttach & document which provides relesant additional information ss part of your online resume, such
as referees and professional learning undertaken. NB There is a limit of 300kb for this document.

Attachments

File Hame (Attachment Type (Attachment Purpose Uploaded
SC

Eesume.doc ResponsefAdditional Resume 05/08/2009 2:42PM El
Infa

[+]Add Attachment
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Saving your Online Resume

To save your Online Resume click the “ Save” button at any time,

The “Save” button is the only button which saves all of the
== information you have entered in the current session on ROL.
@ To ensure no data is lost save your resume regularly and

always save before exiting ROL. Information that has not been

saved will be lost and cannot be retrieved.

Self ldentification *Preferences Education Languages Employment History Attachments

gpm\m) @ Submit Exit ¥ithout Saving ithdraw Application Frint Friendly Version | careers Home — Hext

Clicking the “ Exit Without Saving” button will exit your Online Resume without saving any of
your changes.

Submitting Your Online Resume into Talent Pool

On completion and once you are happy with the contents of the online resume, you may submit
itto the Talent Pool.

By submitting your Online Resume to the Talent Pool any recruiter has access to your resume
by searching the Talent Pool. This Online Resume is not attached to any particular Job
Opening.

Other Applicants that do not have Recruiter Access will not be able to search for your resume
that you submit into the Talent Pool.

The Talent Pool refers to the applicants, internal and external, who
@ have proactively completed an online résumé and are genuinely
-~ interested in and available for employment in Victorian Government
Schools.

Your resume has not yet been submitted to the Talent Pool. Please select the Submit action when your resume is reacy.

[4] Previous Save Submit I it Without Saving yyithdraw Application Print Friendly Version | Careers Home — Mest

Self Identification *Preferences Education Languages Employment History Attachments

Click the “Submit” button to submit your resume to the Talent Pool.

You will be prompted to agree to the Privacy and Disclaimer terms. Click the “1 agree to these
terms” to be able to submit your Online Resume into the Talent Pool. The Privacy Provisions
and Disclaimer for Recruitment Online are available in links within the footer of all pages in the
system, clicking on each will open a new window with the corresponding information. Ensure
you have read this information prior to submitting your resume or application.
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Submit Online Application

Terms and Agreements

I have read and understood the privacy and disclaitmer information accessed by selecting the links
for Priwvacy and Disclaimer in this site (awailable from the footer of this page).

(L~ i agree to these t® 1 do not agree to these terms

i )
Submit Cancel I Eeturn to Previous Pane

n: Monday, Decermber 19, 105 | Last Updated: Fri

A confirmation email will be sent advising that you have submitted your resume to the Talent
Pool.

Helen Hunter
100 Colling Street
MELBOURNE, ¥IC, 3000

Edit Profile

Your resume is currently in the Talent Pool. If you wish to update any details, make your changes and select Submit. If you
wish to remove your resume from the Talent Pool, select Withdraw Application.

|I| Previous Save Submit Exit Without Saving Withdraw Application Frint Friendly Version | Careers Home — Mext E‘

Next time you click the “My Online Resume” link from the Careers Home Page, a message is
displayed advising that your resume is currently in the Talent Pool.

You may update your online resume at any time. After making any changes required click
“Submit” to submit the updated resume to the Talent Pool.

Withdrawing your Online Resume from the Talent Pool

Your Online Resume can be withdrawn from the Talent Pool at any time.

From the Careers Home Page, click “My Online Resume” to access your Online Resume.

Helen Hunter
100 Colling Street
MELBOURNE, ¥IC, 3000

Edit Profile

Your resume is currently in the Talent Pool. If you wish to update any details, make your changes and select Submit. If you
wish to remove your resume from the Talent Pool, select Withdraw Application.

|I| Previous Save | Submit | Exit Without Saving Withdraw Application rintFriendIyVersionl Careers Home — Next E‘

Click “Withdraw Application” to remove your resume from the Talent Pool. Your details and
resume will no longer be searchable by Recruiters, although your résumé will still be stored in

the system.
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Applying for an Advertised Position

An application can be lodged through Recruitment Online until midnight on the advertised
closing date. Applicants who are unable to access or use Recruitment Online may submit a
written application (hard copy). The hard copy must reach the school no later than the
advertised closing date. Late applications may be accepted at the discretion of the principal.

When applying for a job use the Save button at any time to save your work without submitting
the application.

After having saved and/or submitted an application or online resume (filling in Education,
Languages, Employment History etc.) previously, you will not have to re-enter your Self-
Identification, Education, Languages, Employment History as this information will default from
your previously saved resume. You should verify the information and update this if necessary.

To view further information or apply for a job opening that has been found through an ad-hoc
search, from a saved search or from the job agent results email, access the details of that job
opening by clicking the name link in the “Position Description” column to review and submit
your resume and application. This will open up the details of that particular job opening.

First |4 |Previous| Mext |+ |Last

Mare Infa

[Fo M
Select Position De=scription Subject/Duty School

[] Classroom Teacher English  SOSE_A giﬁ‘;gf”gmnda” 15/07/2008 CLASS
[] Mathematicsto'Year12  Maths E':EIUEEJESEC””E'EW D9/0TI2008 CLASS

Select Al Deselectall  Save Jobs To apply for a job, click on the Position Description.

Job Description

Location: Casterton Secondary College

Classification: Classroom Teacher
Position Description: Classroom Teacher

SubjectDties: Enaligh Level: Secondary Years 7-12
History Secondary Years 10-12

Begin Date: 27i0712009 End Date:

Employment Type: Qngoing

Time Fraction: 1.00 Employment Mode: 52752

Reference = GO7057

Contact Name:

Phone:

School Website: casterton.sc@edumail vic.gov.au

Apply By: 1800772007

Save JD(' ApRly M ow | )eturn to Previous Pace

Click “Apply Now” to commence the application process to apply for the Job Opening. Click
“Continue” to confirm the process of lodging your application.
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Apply Now
Online Resume/Application

This section allows you to complete an online resume for the Talent Pool or apply for
specific job vacancies. If you are applying for Job vacancies it is strongly recommended
that you address the Selection Criteria, when prompted.

You may save your application as a draft at any stage prior to submitting.

Beturn to Previous Page

If you have previously created an Online Resume, ROL will use that as a basis for the Online
Resume to be submitted for the Job Opening. Modify any section of your resume in order to
tailor it to the Job Opening.

If you have not previously created an online resume, you will be prompted to enter all relevant
details as part of your application. Information entered during the application process is only

saved as part of this particular application. For information on entering your resume refer to the
Create an Online Resume earlier in this document.

Return to this section of this document after entering your resume details to the “Employment
History” point to complete your application

Subject/Duties Section

The subjects or duties that are relevant to the job you are applying for, as entered by the
Recruiter will be listed for you in this section, except where the vacancy is for a Principal or
Assistant Principal position.

You must complete this section.
For teacher jobs, indicate a level for each subject that has been entered.

For education support jobs, select Education Support.

by

[ Previous  Save | Suornit | ExtwithoutSaving | | ithciraw Applcation | | Print Friendly Version | Careers Home  Nest [¥]

Self Identification Education Languages Employment History *Subjects/Duties *Online Questionnaire *Attachments

The following subjects or duties are relevant to the job you are applying for. For subjects please indicate the levels
you are gualified to teach. For duties please indicate the appropriste level.

| Subjects/Duties
SubjectsDuties
Generalist (Primary Teaching)

Self Identification Education Languages Emplovinent History *SubjectsDuties "Online Questionnaire *Attachments
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Online Questionnaire Section

Answer the questions in this section (if any) that the Recruiter has deemed important for this job
opening.

[4] Previous Save | Submit | Exit Without Saving | W\thdrawApplicationl PrthriendIyVersionl Careers Home  Mext [»]

Self Identification Education Languages Employment History Online Questionnaire Attachments

Application Questionnaire

Prior to employment all persons will be reviewed for suitability through referee and internal

system checks and must meet all Department pr. ploy it 1 eqquir it fing a
criminal records check. Do you understand these requirements?

O MNa

O ves

Are you a current or former employee of the Victorian Departiment of Education & Early
Childhood Development?

O Mo
O ves

Have you received any form of Voluntary Departure Package from the Victorian Public Sector in
the past three years?

O Mo
O ves

Please select your Australian CitizenshipResidency Status

O Australian or New Zealand Citizan

() Mon Resident of Australia

O Australian Permanent Resident

(O Tempaorary Australian ResidentWITH a wark visa

O Temporary Australian Resident WITHOUT a work visa

Attachments Section

Selection criteria document

This section allows you to attach to the online application a document in which you have
responded to the Selection Criteria for the Job Opening. It is strongly recommended that you
attach this document for each job you apply for.

You may also include other relevant information in this document, such as referees, references,
and professional learning undertaken.

When completing your online resume you will not be prompted to enter this information. Include
your chosen referees (generally up to 3 names) at the end of the document with your responses
to the Selection Criteria.

Include for each of your nominated referees:

Title (e.g. Mr, Mrs, Miss, Dr)

First Name and Family Name

Job Title (e.g. Principal, Co-ordinator) and Employer
Contact details-telephone number(s), email address
Reference type (e.g. personal, professional or both)

There is a limit of 300KB for this document. It is recommended that the document does not
contain images as this will quickly increase the document size and exceed the limit.

Note: Recruitment Online will automatically log out if no entries are made after approximately 20
minutes. It is advisable that you click the “Save” button to ensure your data has been saved on
a regular basis. If you require a significant amount of time to prepare the attachment, please
click “Save” to ensure that all your previous information is maintained.
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The “Save” button is the only button which saves all of the
== information you have entered in the current session on ROL.
@ To ensure no data is lost save your resume regularly and

always save before exiting ROL. Information that has not been

saved will be lost and cannot be retrieved.

E Pri’nus Save | ’Submn Exit Without Saving iithdrawr Application Frint Friendly Yersion | Careers Home Hext

Self ldentification Education Languages Emploviment History *SubjectsiDuties *Online Questionnaire *Attachments

It iz strongly recommended that you attach a document that addresses the key selection criteria. You may also include
other relevant information to this job application, such as referees and professional learning undertsken. Employees
approved for compassionate transfer may also attach the Compassionate Transfer Approval a3 a separate sttachment
type. NB There is a limit of 300kb for each of these documents

Attachments
*fou have not added any attachrnents
( [¥]Add Aftachrnent )

Self Identification Education Languages Employment History *SubjectsDuties *Online Questionhaire *Attachments

|I|Previnus Save | Submit | Exit Without Saving | Withidraw Application Frint Friendly Version | careers Home — Mext

Compassionate Transfer Approval letter
If you have been granted compassionate transfer status, the electronic version of the letter
granting you this status is also attached in this section.

Click “Add Attachment” and browse your computer to attach the document(s).

Attachments

Add Attachments

Attachments

*Attachment Type: I j

Attachment Purpose: |

Add Attachment

Save & Return Save & Add More Cancel

Click the drop down arrow for the Attachment Type and select
SC Response/Additional Info to attach the Selection Criteria document

*Attachment Type:

attachment Purpose: [~ ompazsionate Transferipproval
5 Respansefdditional Infa
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The “Attachment Purpose” field is a free text area and you can enter up to 30 characters
(including spaces) in this field.

Attachments

Add Attachments

“Attachment Type: SC RespgnsefAdditional Info j
Attachment Purpose: | Selection Criteria Respons

SC Response.doc

Sawe & Return | Save&AddMnrel Cancel |

Repeat this process to add the Compassionate Transfer Approval document (if applicable).

After uploading your document:
e Click “Save & Return” to save your attachments and return you to the Attachments
section.
e Click “Save & Add More” button to save your current attachment and clear out the
fields ready for your next attachment (if applicable)
e Click “Cancel” to return you to the Attachment section without saving any of your
changes.

Note: Ensure your system performs regular up to date virus scans. Recruitment Online will
perform a virus check on attachments prior to them being viewed. If a virus is detected, the file
will not be available to recruiters or you. You will not receive any notification if a virus was
detected.

Submitting Your Application

After completing your resume, adding attachments and checking everything is correct, Click
“Submit” to submit your application for the job opening.

[4] Previous Save S| Submit |) Exitwithout Saving | WWiiadra Application | Print Friendly version | careers Home  Next

Clicking the “Save” button, saves your application with a Not Applied status and does not
submit your application to the recruiter. To submit your application and apply for the position
you must click the “Submit” button

Applications can be lodged through Recruitment Online until midnight on the advertised closing
date. Applicants who are unable to access or use Recruitment Online may submit a written
application (hard copy). The hard copy must reach the school no later than the advertised
closing date. Late applications may be accepted at the discretion of the principal.

After saving or submitting your application for the job opening, the Applications link on the
Careers Home page will increase from zero (0) to one (1). As you apply for more positions, the
number will increase. This number is only visible to you.

After clicking “Submit” you will be prompted to agree with the Privacy and Disclaimer terms.

Click the “1 agree to these terms” radio button to submit your Online Application for this Job
Opening.
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Submit Online Application

Terms and Agreements

| hawe read and understood the privacy and disclaimer infarmation accessed by selecting the links
for Privacy and Disclaimer in this site (available from the footer of this page).

* ] agree to these terms

w' Cancel |Returntn Previous Page

| do not agree to these terms

.An email is sent confirming that you have submitted your online application.
If you submit an Application without an Attachment the following message displays:

Canfirmation of Proceeding without an Attachrment (22000,4)
In arder to maximise your opportunity for appointment, it is strongly recommended that you attach a document containing vour response to the selection criteria for this position

Do yau wish to continue without attaching a SC Response/Additional Infarmation?
es MNo

After submitting your application, you cannot modify the application. Where a change is
required open the existing application, withdraw it, and then submit a new revised application.
When entering your application details for the second time, most of the details will default from
your previous application, however the subject/duties questions, the, questionnaire answers will
need to be completed again and your attachments. must be re-entered/reattached.

Check the Status of Your Application

To view the status of your application, click the “ Applications” link in “My Career Tools” on
the Careers Home page. A list of positions that you have applied for (including those which you
have saved but not submitted) will be displayed including those applications you have
withdrawn online. Applications that you've been linked to will also be shown.

My Career Tools
Iy Frofile
by Online Fesume

Alternatively, click the “My Careers Tools” on the Application Menu area.

Careers Home Job Search My Saved Jobs My Saved Searched My Career Tools

Careers Home Job Search My Saved Jobs iy Saved Searches Wy Career Tools

My Career Tools

Deborah Law

changed first line street
Clitton Hill, VIC, 3065
Edit Profile

My Applications

Display applications from: | Al Applications =1
FPrevious | Mext Last
[ [mpplication  'status |statusDate
Early Years Applied 1001 I2006
Teacher Scholarship Prograrm With draren| 10/ 22006
Classroom Teacher Applied 10M 2006
N’

Eeturn to Previous Page
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From this section, you can see what Job Openings you have applied for or have been linked to,
and your status regarding that application. The following statuses are shown:

Status Description
Applied You have submitted an application, or a recruiter has linked you
to the job opening.
Not Applied You have saved the application without submitting it.
Withdrawn You have submitted the application, and then withdrawn it.
Linked A Recruiter has linked you to the Job Opening

If you have many applications, you can filter the results by clicking the “Display application
from” drop down list and selecting the relevant period. Click the “Refresh” button, to re-
display your applications.

My Applications

Display applications from: | Al Applications |=| _Refresh |

First [4] Previous | Mext [ Last
Application Lastyear | Status Status Date
n Last Month )
Early ¥ears ithin Last Three Months Applied 1001 2006
Teacher Scholarsh|¥¥ithin Last\teek Withdrawin 10/1 242006

Classroorm Teacher Applied 101 r2006

All Applications

Regularly check your emails. Emails are used within Recruitment Online to notify you of the
status of applications or any job search agent results. You may be notified by phone or email,
based on your preference, if an interview is arranged, for a job offer (if successful) or to confirm
a successful outcome and a hire/rehire in the job.

If you are receive a pop-up message advising you that the status of the job vacancy you wish to
apply for online has changed, that job is no longer available as it has been withdrawn by the
school. A vacancy that has been withdrawn, whilst visible on the day of withdrawal will not be
visible after the overnight processing has finalised. Contact the school directly for further
information and details.
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You may withdraw your application at any time up until the closing date of the job opening.

After the closing date has passed, contact the school in writing advising that your application is
to be withdrawn. The Recruiter can withdrawer your application on your behalf.

To withdraw your application prior to the closing date, access the application clicking the
“Applications” link or clicking the “My Career Tools” link as described earlier.

Careers Home
Welcome Donald

Select My Profile to addfupdate your contact details and WIT registration.
Select My Online Resume to add yvourselfto the Talent Pool.
Ferform & Search ta find suitable vacancies.

My Career Tools
1 Applications
My Profile
My Online Resurme

Click on the name of the Job Opening that you wish to withdraw from.

Careers Home Job Search MMy Saved Jobs W Saved Searches My Career Tools

My Career Tools

Donald Dart

41 Smithacres Rd
mMontrose, WIC, 37TES
Edit Profile

My Applications

Display applications from: | All Applications - | Refresh I

First FPrevious | Mext

Application Status Status Date

Classroom Teacher Applied  09/11/2006

BEeturn to Previous Pade

Click “Withdraw Application”, to withdraw the application from this particular job opening.

Self lentification Education Languages Emploviment History *Subjects/Duti o iohhaire ‘Attachments

Previous Save | Bubrmit | Exit Application WithdrawApplicatmnl Pri

riendly Version | careers Home — Next [¥]

The status of your job application will change to “Withdrawn” and an email sent to your
nominated email address advising that you have successfully withdrawn your application.

My Career Tools

Donald Dart

41 Smithacres Rd
Montrose, WIC, 3765
Edit Profile

My Applications

Display applications from: | -~ | Refresh I

First Prewvious | Mext

Application A Status Date

Classroom Teacher withdraswn 0551142006
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Provisional appointments

The transfer or promotion of an ongoing member of the teaching service to another ongoing
position in the teaching service (i.e. assistant principal, leading teacher, teacher or education
support class employee) is provisional and subject to review by the Merit Protection Board
(MPB).

Appointments under the teaching service are not subject to review by the MPB in cases where
the successful applicant has priority status. Employees with priority status are those who have
been declared excess or granted compassionate transfer status and have been referred and
selected for an advertised vacancy.

The details of a provisional appointment, including the grievance closing date, will be available
from the day after applicants have been notified through the Recruitment Online system of the
selection outcome. The details will be accessible through the “Provisional Appointments” link
on the Careers page on Recruitment Online for fourteen (14) calendar days for all applicants to
view and determine their eligibility to lodge a selection grievance.

Provisional Appointrments

To view current Provisional Appointments, please click an the following link:
Provisional Appointments

Note: Only 300 provisional appointments are shown in the Results. If the appointment you wish
to review is not available click Find and enter the Job Opening number(s) you are interested in.

To browse the Department’s policy information regarding selection grievances, including

determining your eligibility to lodge a grievance, click the “Provisional Appointments Policy”
link on the Provisional Appointments page.

Appointments can only be confirmed following advice that no grievances have been lodged or
where a grievance was lodged that the grievance has been resolved.

The Return to Previous Page link will get you back the Careers Page
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Excess Referral

Where you have been declared in excess, your principal should search for
appropriate job vacancies and forward them to you through Recruitment Online. You
should also be searching for suitable vacancies.

You will only be able to access these through your internal EduMail account. You will
receive an email containing the job(s) your Principal wishes to refer you to and a link
to Recruitment Online. Click the link, and follow the prompt to login. The Referral
Response Page appears.

Applicant Referral Response
Positions Identified for Referral

The following positions have been identified by your Principal for you to consider being referred to. Please select yvour response for each
position and select the 'Save' button. NB Positions which have closed are no longer able to be selected

Applicant Referral Response § £ 10

Referred Date Job Ho. [Position Descrip Apphy By Accept Decline

11/03/2006 115072006

To review and respond to the jobs you have been referred to, click on the Applicant
Referral Response link. The list of referred jobs displays. Click the “Position
Description” link to view details of the job.

After deciding whether to accept or decline the referral(s), check the corresponding
box alongside each job opening and click “Save”.

Applicant Referral Response
Positions ldentified for Referral

The follovving positions have been identified by your Principal for you to consider being referred to. Plesse select your response for esch
position and select the 'Save' button. MB Positions which hawve closed are no longer able to be selected.

Applicant Referral Response e
Referred Date Job Ho. |Position Description Apply By Accept Decline
01/08/2006 602985 Ciazsronm Teacher 09/06/2006
01/0652006 B03021 mathematics to Year12 1406/2006 || [

S —

Save I Eeturn to Previous Fade

An email is sent confirming the jobs you have accepted the referral to. Your principal
who referred the job(s) will also be informed of your choice. Additionally, the
principal(s) of the school(s) advertising the jobs you have accepted referral to will be
informed of your acceptance (i.e. to apply for the job).

To formally apply for the job(s), follow the link provided in the email or return to
Career Home and click the “My Saved Jobs” link at the top of the page.

Careers Home Job Search My Saved Jobs My Sawved Searches My Career Tools

My Saved Jobs

Saved Jobs

Frevious | rMext Last

More Info

Position Description Subject Dty

™ cClassroom Teacher GeneralPri SOTEEES BErRIeEs 09/06/2008 cLAasSS

Select Al Deselect ol Delete I To apply for a job, click on the Position Description.

Note that My Saved Jobs page will include any job(s) you have saved in addition to
the referred job(s) you have accepted.

To proceed with an application for the job, click the link in the “Position Description
column and apply for the job as you would any other job.

Excess employees are strongly encouraged to provide a response to the key
selection criteria for the job as part of their application.
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Trouble Shooting

If you are experiencing difficulties using Recruitment Online, this
information may assist you in resolving your problem.

Assistance for Applicants

This Applicant Help Manual is available on the Department’s HR website
HRWeb by clicking here Applicant Help Manual and can also be accessed
directly at any time from within Recruitment Online, by clicking the Help link in
the top right hand corner of each screen.

Time-out / Automatic Logout

To ensure system security, Recruitment Online will automatically log you out
after 20 minutes of inactivity. Regularly save your updates to ensure information
is not lost.

Accessing Recruitment Online Using Teacher Laptops

Some employees have experienced issues when accessing Recruitment Online
from home. This is generally due to the proxy server settings on the laptop which
connects to the school’'s domain. To enable access from home, laptops should
have the laptoplogin.vbs script installed to support different login scripts based on
the IP address. Details are available in the IBM r52 Install Instructions and
Scripts at
(http://www.eduweb.vic.gov.au/techroom/forums/20160/ShowPost.aspx)

Using Internet Browser Controls

Recruitment Online (ROL) does not operate correctly if you use your Internet
Browser's (e.g. Internet Explorer, Safari, Mozilla...) navigation buttons. Do not
click the Back or Forward buttons while in ROL.

Sorting Results in Lists

After performing a search, re-sort the results by clicking on the column headings
above the results. Clicking the heading a second time changes the sort from
ascending to descending (or vice-versa).

Refining Search Criteria

On search results screens (e.g. Job Search, Job Opening Search), you can
review and refine your search criteria without returning to the search screen and
re-entering all criteria. As shown in the graphic below, find the 'Click icon to...'
heading above the search results and click the >icon. This will display the
search screen for refining your search criteria or allow you to save the search.

C b Click. icon to view Quick Search criteria

[+ 6 Results Found
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