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Recruitment Online Help 

– Stephen Digby  Monday, 8 August 2005
Warning:  In the finest tradition of DE&T IT.


The site is 

· very slow,

· will sometimes freeze for long periods

· may take up to 10 min to submit your resume when you click the last submit button

Warning:  If you don’t use it you won’t get a job !!
Hint:  When creating a resume. Put in a little bit of info ONLY and go right to the end so that it saves successfully.  THEN go back and add some more.  If you add it all the first time and it “crashes”, you will lose all your efforts !!

If you are reading this document on a computer screen, you can “jump to” the sites on the internet by holding the ctrl key down while you click on the links……  Try it !
Before you start: Ensure you know you edumail ID and your password are working.

Run all the way through once, giving minimum information.  Some staff have entered reams of data and the system went offline before they finished.  They had to type it all in again !!

Log out and return again now you know what you need: i.e. your full employment history, qualification dates etc

Before you apply for a job you need the personal details of specific referees you want to use for that job.
After you apply for a job you have until the final submission date to fill in the Responses to Selection Criteria
Ctrl + click to go to ………….

http://www.eduweb.vic.gov.au/hrweb/careers/vacs/advacs.htm
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Home > Careers & Recruitment > Advertised Vacancies in the Department > Job Vacancies Print version

Job Vacancies

School Jobs

For all principal, assistant principal, teaching and school services officer jobs in Victorian government schools,
select the fallowing link: School Based Jobs

Jobs for Allied Health Professionals

For all student support services officer (social worker, speech therapist, psychologist) jobs, select the following
link: SS50 Jobs

Central Office and Regional Office Jobs

For jobs in central and regional offices of the Department, select the following link: Non-School Based Jobs
TAFE Jobs

For career and job information in Victorian TAFE colleges, select the following link: http://jobs tafe.vic.qov.au
University Jobs

Victorian universities publish their own information on jobs. For the web sites and contact details of Victorian
Universities select the following link: http: uni/default.htm





Ctrl + click to go to ………….
http://www.edumail.vic.gov.au/hrweb/careers/vacs/recruit.htm
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Ctrl + click to go to ………….
https://hrms.education.vic.gov.au/psp/HR8PRD/EMPLOYEE/HRMS/c/ROLE_EMP

 HYPERLINK "https://hrms.education.vic.gov.au/psp/HR8PRD/EMPLOYEE/HRMS/c/ROLE_EMPLOYEE.ER_EMPLOYEE_HOME.GBL?NAVSTACK=Clear" \t "_parent" LOYEE.ER_EMPLOYEE_HOME.GBL?NAVSTACK=Clear
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1. DE&T Employee Number (i.e. Edumail Username)

2. First Time User:  Password is date of birth
dd/MMM/yy (e.g.: 1/1/1959 MUST be entered as 01/JAN/59)
· You will be FORCED to change your password on first use and every 90 days thereafter.
· Passwords must be 6 characters long with at least one number

· Passwords are case-sensitive – suggest you don’t use capitals (if you do, remember where !)

· Make sure that you click on the ‘Save’ button after password (and many other) changes !

 [ Good practice would be to change your edumail pasword to match every 90 days as well ! ]

Your on the right track to that wonder job…..
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Recruitment Online

Recruitment Online for School Vacancies

Current Employees

Welcome to Recruitment Online, a powerful tool aimed at linking the right person with the right position in a
government school.

This means

= schools now advertise vacancies on Recruitment Online as they arise
= vacancies are only advertised online (ie: they are no longer be published in the Education Times)
= applications for jobs are subrmitted using Recruitment Online

The Department has implemented the Recruitment Online system to standardise and improve recruitment and
selection processes in Yictorian Government schools. Recruitment Online takes advantage of improved web-based
technology to support those invalved in school-based recruitment processes and allows the Department to
address some of the recruitment difficulties experienced by schools. Advertising vacancies as they arise through
this nline system will assist in reducing the time invalved in filing vacancies.
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To use this site as intended, it is required
thatyour browser should be setto have Java
Scripting enabled. Otherwise, some pages
may not be displayed propert.

Optimal operation ofthis program requires
Intemet Explorer Version 5 or higher.ifyou
experience any usage problems please
contact the Departments HR Call Centre on
telephone 1800 641 943 or email
jobapplicationenguiries@edumailic.qov.au
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Stephen Dighy

“This page shows your camplete resume, allowing for easy printing using your brawsers print
button. Ta expand or callapse a section click on the triangle to the left of the heading,

Submitted on: 06/04/2005

Jobs Applied for: 0

iy Resume has changed Collapse Al _ Expand Al
Contact Details

Country: Australia

6 Tyrone Street
Camberwell, VIC, 3124

Cellular

Telephone: 0431701028 Phone Type:

Email Address: dighy.stephen p@edumail ic.gov.au Email Type:  Business
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{Jpdafe Confact Defails

Clickifyour name, address, telephone or email has changed

Updating personal andior address details will only occur on your online
resumeiapplication. For details to e updated on the HRMS system, please also

advise your business manager personnel officer.

Undate VIT Redistration
Ifyou are a teacher, click here to update your VIT Registration Details

Submit New Resurme

Click hers ifyou wish to apply for additional jobs and your resume has significantly
changed since your current application. You wil anly need to update the information
that has changed.

“The new resume will only be applicable to jobs applied for from today omwards. Jobs
applied far priar to today will confinue to use the information you supplied at that ime.
This is because recruitment decisions may have already been made based on the

original information

Your details will be held on the system for a period of six months unless you are
actively applying for positions andor periodically updating your employment

availabiliy details to confrm your continuing inteest.
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[image: image9.png]Apply for Job

!

Your Online Resume

Reviewyour information on the following pages and updats anyining which has changed or is incorrect
Mave between the pages by clicking on the Next and Previous butions atthe hotiom of each page.
Alternatively click he circled numbers above to retum to completed pages.

Ifyou change your resume the date wil be recorded and any new jobs you apply for will use the new
information. Jobs you applied for previously will continus to use the old information. This is because
rectuitment decisions may have already been made bassd on the original information you supplisd

When you reach the last page clickthe Subrmit bution to confirm any changes and to apply for any jobs in
your basket.

Your details will be held on the system for a period of six months unless you are actively applying for
positions andior periodically updating your employment availaility details to confirm your continuing

interest,
Next
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Have your details: personal, career dates, employment history, quals and referee details  with you before proceeding….

Hint:  When creating a resume. Put in a little bit of info ONLY and go right to the end so that it saves successfully.  THEN go back and add some more.  If you add it all the first time and it “crashes”, you will lose all your efforts !!
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This page enables you to creats or modiyyour job search agent profile. Select your search criteria below.
You can snter muliple job categories, locations and subjectsiduties. The Job Search Agentwill use all of
the items sslected below. To chooss ffom all available opportunities, simply leave all checkboxes

unchecked. Once you have made your selections, click the save button and you will be notified by email of

any requisitions meeting your specified crteria. You must specify atleast ane search criteria in order to
save your agent profile.

Flease Note : Not all spportunities have a specified salary range - Choosing the minimum salary
requirement may resrict opportunities that are available {0 you
Job Categories

I~ School Support ™ Principal Class. ¥ Teacher

Location(s)
Search By: [Gehool =] [Cheltenham Secondary Callege o =l





Add as many schools or regions as you want !!!!
Non DEET Applicants:  Go to :

https://hrms1.education.vic.gov.au/psp/HR8PRD_EA/EMPLOYEE/HRMS/c/ROLE_APPLICANT.ER_APPLICANT_HOME.GBL
NOTE:
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