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Registering and Logging In

[bookmark: _Toc416344800]Registering 
1. Go to www.asbestossafety.gov.au	

2. Select the ‘About Us’ tab and scroll down the page and click on Working with the agency hyperlink. Once in the Working in the Agency page select ‘View current vacancies’ hyperlink.
 [image: ] 
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3. The Jobs List Screen should now be open.  
This list includes:
· Current Vacancies
· Jobs list



4. Now you need to register with eRecruitment – to do so click on Start New Application on the position you want to apply for. You will first be taken to a screen that provides details about the job, scroll to the bottom of the page and click on Begin. Next you will see a Privacy Statement that you must read and accept. Once you have read it click “I Accept”.
[image: ]
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[image: C:\Users\AB2918\AppData\Local\Temp\SNAGHTML4ea45b.PNG]
5. Once you have accepted the privacy statement you will be asked a number of pre-employment questions relating to the minimum requirements for working in the Australian Public Service (APS). Upon completing these questions, if you have met the minimum requirements, you will be asked to register.


[image: ]

6. Click Save and Continue. You will be taken to a confirmation screen.  An email will be sent to you to confirm your access details. Please make a note of your user name and password. If you forget your password, you will need to reset it using the reset function. An email will be sent to you to confirm your access details.
[bookmark: _Toc416344801]
Logging In
You need to Login to eRecruitment to apply for a position, edit /change your details or to access you application history. Your ID is the email address you registered with.
[image: ]
[bookmark: _Toc416344802]Forgotten Password
If you’ve forgotten your login details, click the link provided on the login page. Enter your email address and click Submit.
[image: ]
You can also access this function by looking at any of the advertised jobs and clicking the link provided under How to apply.
[image: ]
Please note:  You can only change your password once every 24 hours.
[bookmark: _Toc416344803]
Finding a Job
[bookmark: _Toc416344804]Jobs
1. The first page of the e-Recruitment system displays the following groups of vacancies.
[image: ]

Job List
2. Selecting Job list will take you to a list of corresponding vacancies.

[image: ]

Click the job name to view the Job details. You can also start a new application, access your previous application, preview the application form or email the job to a friend using the links on the right.

Note that if there are currently no vacancies a message will appear on the job board advising you of this.

[bookmark: _Toc416344807]

Job Details
3. The job details page provides detailed information about the vacancy. From here you can view the Job Description, preview the application form or begin your application.
[image: ]Click this link to download the Job Description.


4. Click the Begin button to start your application. 

[bookmark: _Toc416344808]How to Apply
Please note: The system will automatically disconnect after 20 minutes, if there is no activity.  Typing information onto a screen will not prevent you from disconnecting – you must save or send to maintain your connection.
[bookmark: _Toc416344809]Privacy Policy
1. When you start an application you will provided a link to the Departmental Privacy Policy. Once read If you accept the policy, click the I Accept button 

[bookmark: _Toc416344810]


Register or Login
2. If you haven’t registered before, register by filling in the form provided and click the Save & Continue button to register. If you’ve already registered, click the link provided to login. 
[image: Register Job alert]Any field with an * is a mandatory field.

3. If you’ve just logged in you will go straight to the application form. If you’ve just registered, you will be taken to a confirmation screen. An email will be sent to you to confirm your access details. Click the Save & Continue button to begin the application form.
[image: ]

[bookmark: _Toc416344811]The Application Form
4. Work your way through the application form by filling in the various fields and clicking Save and Continue at the bottom of each page. You can also click Save if you haven’t completed a page but would like to save your progress.

Please note:  You will be unable to submit your application unless you have clicked Save and Continue for each page of the application form.  Remember to click Save your application regularly. Remember that the system will automatically disconnect after 20 minutes, if there is no activity.  Typing information onto a screen will not prevent you from disconnecting – you must save or send to maintain your connection.


Now that you have begun your application, it will appear in My Profile If you logout and come back to the application form at a later stage, login first and then go to My Profile to access the form.
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Please Note: Some questions are mandatory and are marked with an *. Mandatory questions must be answered before you can move onto the next page. If you have missed a mandatory question you will be notified when you click Save and Continue.
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[bookmark: _Toc416344812]Response and Resume
5. A part of the application form asks for your response to the vacancy or to each selection criteria. Note that each response has a word limit as specified on the application form and in the Job Description. If your response is over this word limit you will not be able to submit your application.

[image: ]

Please note: Prepare your response in a word document before copying and pasting into this box.  Ensure that you only use plain text, and do not include any bullet points, underlines, bolding or italics.  If you do want to use bullet points please indicated this using * or – instead.
6. You will also be asked to upload your resume. Click the Browse button and locate your resume. The resume will upload when you click Save or Save and Continue
[image: ]

[bookmark: _Toc416344813]Preview and Submit
7. The preview and submit step allows you to review your responses and edit them if required.
 [image: ]

If you can’t see Submit Application Now at the top of the screen, check that you have answered all of the mandatory questions, and that all steps are complete.  If any mandatory questions and/or steps are incomplete, click the relevant step number at the top of the page, add any answers required, and click Save and Continue.
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8. You should now be able to submit your application. Click Submit Application Now at the top (or the bottom) of the Preview and Submit page.
 [image: ]
9. You will now see a confirmation screen. This is your last chance to go back and change any information on your application, as you will not be able to edit your application once it has been submitted.

Please note:  You cannot withdraw your application to make edits, and then re-submit.

[image: ]

Submit your application by clicking Submit Now.

10. The final page will confirm that your application has been received.
[image: ]
An email will be sent to you to confirm that your application has been accepted. You can also go to My Profile to check that your application is submitted and not incomplete.
[bookmark: _Toc416344814]My Application History and Withdrawing an Application
You can access any incomplete or submitted applications by using the My Profile function. 
[image: ]Select My Profile from the left hand menu. You must be logged in to do this. This allows you to see all the jobs you have applied for and the details.  
From this screen you will be able to see whether your application is incomplete or submitted, withdraw a submitted application, access any emails that have been sent about the vacancy and edit your personal details.




If you need to continue an incomplete application, or withdraw a submitted application, click View my application summary for that job.
[image: ]

Click View my emails to access any emails sent to you from e-Recruitment regarding a particular job.
If you have submitted an application, but no longer wish to be considered for the position,
you will need to withdraw your application within e-Recruitment.

Please note: Once you withdraw your application you will be unable to re-submit it or submit
another application for this vacancy.

1. Select My Profile from the left hand side menu. You must be logged in to do this.
2. Find the relevant application in your history and click View my application summary for that job.
Click Withdraw Application if you no longer wish to be considered for this role.
[image: ]

3. You will now be taken to a confirmation screen. If you are sure you would like to withdraw, provide some details in the text box provided.

[image: ]
4. Click Withdraw Application to confirm that you are withdrawing your application.
You have now withdrawn your application. 
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[bookmark: _Toc416344815]Emails

1. Emails from eRecruitment will be sent to your nominated email address
[bookmark: _Toc199319010][bookmark: _GoBack]Emails relating to a vacancy can also be accessed through My Profile. This will mean that you will never miss any correspondence from eRecruitment as long as you regularly check My Profile.
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Working with the agency - employment opportunities

The Asbestos Safety and Eradication Agency offers unique opportunities for motivated
individuals to apply their skills to focus on asbestos issues which o beyond workplace
safety to encompass environmental and public health concerns.

Visit the Working with the agency webpage tdliFewearrerremmeres—
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Working with the agency

Working with the agency

The Asbestos Safety and Eradication Agency offers
unique opportunities for motivated individuals to
applytheir skills to focus on asbestos issues which
20 beyond workplace safety to encompass
environmental and public health concerns.

We value our highly motivated, diverse and skilled
workforce and pride ourselves on our
professionalism and commitment to asbestos
safety. We offer a broad range of challenging,
rewarding and flexible employment opportunities.
Our people are able to balance their work and
personal responsi

es.

On this page

> Working with the agency
> View current vacancies
> Applying for positions within
agengy

> Eligibility

> Advertising vacancies

> How to apply.

> Progress of

Applications/Feedback

> Privacy

The agency is committed to workplace diversity, staff wellbeing and creating and
sustaining a work environment where different perspectives and capabilities are valued
and which utilises the contribution of people from different backgrounds, experiences

and perspectives.

View current vacancies g————=
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Assistant Director - Canberra, ACT 14-May-2015 13days

Job Ref - 15/0114 11:30 PM (AEST)
Executive Level 1

Start New Application
Access Existing Application

Preview Application Form
Economic Strategy Group

$98,624 - $109,001

Job Description Applicant
User
Guide
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How to apply:

Ifyou have NOT registered with our Online Application System, you can begin your Application by clicking the ‘Begin’ button.

Ifyou are unsure f you have registered before, click here and follow the steps.
FORGOTTEN YOUR LOGIN DETAILS? click here and follow the steps.
Ifyou wantto preview the Application form prior to logging in, click here &

IMPORTANT: This site is optimised for - Internet Explorer 7.0 (or later browser versions), Safari, Firefox 3 (or later browser versions) and
Chrome. Note that earlier versions of any of the browsers mentioned are supported, but likely to demonstrate slower response times.

Back Begin <_




image8.png
arennd DTN AON A, e IS RIS e
“and secured behind a firewall, The dat cin only be accessed with a User Id
and Password supplied by the candidate or by the Recruitment Officer,
Professional Scribe, or Selection Advisory Committee members who are
conducting the selection process. Access to the data for either, the
Recruitment Officer or Selection Advisory Committee, is done using Secure
Sockets Layer (SSL) ensuringall data is encrypted as it travels across the
Internet.

Selection Advisory Committee Members can only access data relating to the
recruitment action that they are currently working on.

Applicants can only apply for jobs. They cannot view any other information
in the system. Finally, a service level agreement exists between the
Department and the service provider, NGANET, which states that data held
ies associated

on behalf the Department is used only for recruitment acti
with the Department of Employment.

Back | Accept
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If you have already registered with this system, click here to Log In to your
account now.

Title*  FirstName*

al LastName*
Your Email Address * Confirm Your Email Address *
Your Desired Password *  Confirm Your Password *

The State YouReside In* Ifother, please specify

Mobile Number (for sms communication):

Please choose your preferred time zone *
--Please Select--

Back Save and Next
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Login
Forgot password? slick here o resetvour passworg

D (e-mail address)

Password
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Forgotten Password

Enter your email address below and a linkto resstyour password will be emailed to you

Email Address.
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How to apply:

Ifyou have NOT registered with our Oniine Application System, you can begin your Application by clicking the "Begin' button below.
Ifyou are unsure ifyou have registered before, click hete and follow the steps

FORGOTTEN YOUR LOGIN DETAILS? click here,

Ifyou wantto preview the Application form prior to logging in, click here
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Senlor Communication
Officer - Canberra, ACT

Job Ref - 15/0079

« APSLevel6

« People and Communication
Group.

+ $80204-$88,197

Job Description

13-Apr-  4days
2015

11:30PM

(AEST)

Start New Application

Access Existing.
Application

Preview Application Form
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Senior Communication Officer -
Canberra, ACT

The Department's Communication Branch supports the ministerial offices, the departmental
executive and business areas on a wide range of communication issues. These include media
ligison and monitoring, internal and programme communication, speech writing, events

management and public information campaigns.

The Communication Branch is seeking to fill the position of Senior Communication Officer in
the Programme Communication Team. The Senior Communication Officer will work on the
implementation of communication activities and campaigns that support the Department of

Employment’s portfolio ministers, policies and programs.

Please note that you must be an angoing (permanent) Australian Public Service (APS) Employee

to apply and be eligible for this employment opportunity.

Job Description

How to apply:

Click begin to proceed to the application form. If you want to preview the
Application form before applyi

g click here®®

IMPORTANT: This site s optimised for - Internet Explorer 7.0 (or later
browser versions), Safari, Firefox 3 (or later browser versions) and Chrome.
Note that earlier versions of any of the browsers mentioned are supported,
but likely to demonstrate slower response times.

Back Beg
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Registration Process
* Denotes a mandatory question

Ifyou have already registered with this system, click here to Log Into your account now.

Title * First Narme * Iniial__ LastName
Your Email Address * Confirm Your Email Address
Your Desired Password * Confirm Your Password *

‘The State You Reside In*  If other, please specity

Mobile: (For SMS communication - optional)
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Registration Process

Thank you for your registration details.
Please take careful note of the following login detals for future access to your information.

Usemame:
Password,

Please diicknextto proceed
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About Us Events News

Switch to accessibilty mode

JoblList Current Vacancies Help My Profile Logout
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AGS Number: * *AGS Number' is required,
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RESPONSES TO SELECTION CRITERIA

* Denotes amandatory question

Where possible, please use work related examples. Study or personal related examples
will also be accepted. When responding, please use the STAR method:

« Situation - What was the situation?
« Task - Whatwas the task you had to complete?
« Action - What action did you take?

« Results - What was the outcome?

For more information and tips on applying for jobs in the Australian Public Service (APS),
please click here to view the Australian Public Service Commission publication "Cracking
the Code: How to apply for jobs in the Austratian Pubiic Service".

One Page Brlef - Please provide a summary {no more than 850 words) outlining your

skills, knowledge and experience and why you should be considered for this vacancy. You
should take into consideration the Job Overview (including any detailed position specific
requirements) when drafting your response. Where possible include specificrelevant
examples of your work. When you include examples, you should:

+ set the context by describing the circumstance where you used the skills or quall
and gained the experiences

+ detail whatyour role was

+ describe what you did and how you did it

« describe what you achieved - what was the end result and how does it relate to the job

youare applyingfor?

| Cancel | | Save || Save and Continue |
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Flease upload your resume: *

Save and Continue
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DETAILS DETAILS  TO SELECTION  DIVERSITY UPLOAD
CRITERIA

S print Summary

Status: Complete.

Step 1 - PERSONAL DETAILS Edit
Question 1.1

First Name *

Deputy
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@ Message
« DECLARATION saved successfully

iew Job details for Senior Communication Officer - Canberra, ACT

Application Status: Complete but not Submitted

Your application is now complete.
Click the Submit Application Now button to submit your application.

‘Submit Application Now
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Please note: You are about to
submit your Application.

You can edit your application after submission while the job is open.
Please make sure you are completely satisfied with your entire Application
BEFORE submitting.

If you are ready to submit your Application click the ‘submit now’ button.
Otherwise you can click the 'submit later' button which will allow you to
return to your Application for editing.

NOTE: Please be patient as the submission process may take some time.

Submit Later ‘Submit Now
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Application Status: Complete and Submitted

« Your application has been received.

« Ifyouwish towithdraw your Application you may do soat any time.
Edit Personal Detai

Withdraw Application
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My Profile

My Job Applications | My Forms | My Emails | My Tests | My Interviews

Rl My Job Applications

1-200f43records

1]2]3>

JobRef- Job Name Application Job  Application Action
Date Status Status

15/0079 - Senior Communication  09-Apr-2015 Open  Submitted Veewmy
Officer - Canberra, ACT Until: applcation
13-Apr- summary

2015 §
09:30 Ear
PM Application

(AWST)
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A\ Anplication Status: Complete and Submitted

o our application has been received
 Ifyou wish to withdraw your Application you may do so at any time.

Withdraw Application
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Flease note that ifyou withdraw your application you will not be able to

o access this application again and make changes to it
o re-submitthis application
o submit another application for this vacancy

Sory to see you 5o, but before you do,
please tell us why?

Withdraw Application
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A\ Anplication Status: Withdrawn

Your application has been Withdrawn. Please call or e-rmail the contact offcer for this position ifyou have any further enquires.
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