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Web Site

From the web site you can view all the vacancies available. The initial screen will show a summary of
the vacancies at Greater Shepparton City Council.

Vacancies Job Alerts Sign In »

Position Synopsis Location Closing

ECE - Assistant (Casual) Applications are invited from interested and appropriately skilled persons to work as Cerfificate lll trained Early Various ChildCare D
Childhood Educators on a casual basis in Council's Children's Senvices Centres

ECE - Room Leader (Casual) Applications are invited from interested and appropriately skilled persons to work as a Diploma trained Early Various ChildCare
Childhood Educators on a casual basis in Council's Children's Senvices Centres

Program Leader - Planned Activity This exciting and challenging role offers the successful applicant the chance to demonstrate their skill and ability  Planned Activity Group

(Casual) in working with and leading a highly dedicated team within the rapidly growing field of community aged care.

By pressing on the details link beside the vacany you are interested in will provide more information,
including the position description. Read the information carefully as it will assist with your
application and subsequent interview. Take note of the closing date, all vacancies are removed from
the web site at 5pm on the closing day.

To apply for a vacancy you need to be registered on our site.

Registering

Sign In | Register

@ Sign In as an existing user ) Sign Up as a new user @ 1have forgotten my password

= Login Details
Email

Password

|| cancel |

There are three options when you get to the Sign In / Register page, sign in as an existing user, sign
up as a new user and | have forgotten my password

Sign in as an existing user

Sign In | Register

@ signinas anexistnguser O Sign Up as a new user @ Ihave forgotten my password

= Login Details
Email @shepparton.vic.gov.au

Password sssaes

| confirm || Cancel |

Enter in your previously recorded details and press confirm.



Personal Unsubscribe Change Email Change Password Sign Out

FirstName LastMName Mobile
@shepparton vic.gov.au

Your job alert profile:

‘Work Types Locations Tenures
All All All

Your submitted, or incomplete, job applications:

‘ Position - ‘ Organisation Unit Location Tenure

You have no job Applications in process at this time. To start an application select a vacancy from the Vacancies list below and select the *Apply’ Ink

Your employment history:  tew

| Job - Organisation

You have not provided any Employment History details at this time.

Your educational historv:  new
Your profile will now appear.

Sign Up as a new user

|
Sign In | Register

@ Sign In as an existing user @ Sign Up as anew user @ | have forgotten my password

Privacy Statement

Personal Information collected by Council is used for municipal purposes as specified in the Local Government Act 1989. The Personal Information will be used solely by Council for these purposes
and or directly related purposes. Council may disclose this information to other organisations if reguired by legislation. The applic de ds that the Personal Information provided is for the
above purpose and that he or she may apply to Council for access to and/or amendment of the information. Requests for access and or correction should be made to Council’s Privacy Officer.

| accept these conditions

Confirm Cancel

Click on Sign Up as a new user a Privacy Statement will be displayed. Once you have read the
statement and agree click on the checkbox next to accept the conditions, this will activate the
registration screen.

Sign In | Register

() SignIn as an existing user @ Sign Up as a new user @ I have forgotten my password

[~ = Eligibility Questionnair

Are you an Australian Citizen or possess a current working visa?

Have you worked with Greater Shepparton City Council before?

[~ Login Details

Email | |

Confirm Email | |

[~ Personal




Enter all the details, anything with a red field box is mandatory. Use the drop down lists if they are
available such as those next to the Eligibility Questionnaire.

Passwords must be at least five characters

Once all your details are entered press confirm.

~ = Other Details

confirm || cancel |

An email will be sent to your email address with your confirmation code, this should only take
approximately five minutes.

From: recruitment@shepparton. vic.gov.au Sent: Sat
To: )

Ca

Subject: Greater S City Council Email

Thank you for your application to register on our recruitment website. To complete the process please enter this confirmation code into the web page and continue to enter in your information.
Email confirmation: Your confirmation codeis: 0E6 TE

If you have any trouble please contact our Human Resources Team on 03) 5832 9593,

‘We look forward to vour application.

Email Confirmation

@ Enter Confirmation Code © Send Confirmation Code

An email containing a confirmation code has been sent to your email address. Enter the confirmation code below to proceed.
If you do not receive the message within a few minutes, please check your Junk E-mail folder in case the confirmation email got delivered there instead of your inbox.

Email |

| confirm || cancel |

Enter the confirmation code and press confirm

Personal Unsubscribe Change Email Change Password Sian Out

First Name Last Name Mobile
Ronald Jones Details

Your job alert profile:  startalerts

‘Work Types Locations Tenures

You have no Alerts at this time.

Your submitted, or incomplete, job applications:

| Position ~ | Organisation Unit Location Tenure

*ou have no job Appiications in process at this time. To start an application select a vacancy from the Vacancies list below and select the ‘Apply link.

Your employment history:  new

|Johv Organisation

You have not provided any Employment History detais at this time.

Your profile will be displayed.



Once you have successfully signed in an email will be sent to welcoming to you to our site.

Welcome and thank vou for vour interest in joining our organisation.
You have now sucessfully registered.
Please ensure that vou keep vour information up to date.

If vou have any questions regarding our recruitment process please contact our Human Resources Team on 03) 5832 9393

I have forgotten my password

Use this option if you forget your password at any stage

Sign In | Register

(@ signInasanexistinguser ) Sign Up as a new user @ | have forgotten my password

= Login Details

Email |

|| cancel |

Enter in your email address and press confirm

Email Confirmation

@ Enter Confirmation Code © Send Confirmation Code

An email containing a confirmation code has been sent to your email address. Enter the confirmation code below to proceed.
If you do not receive the message within a few minutes, please check your Junk E-mail folder in case the confirmation email got delivered there instead of your inbox.

Email

Confirmation Code |

|| eancel |

A new confirmation code will be issued to your email address this should take approximately five
minutes, enter in the details and press confirm.

You will then be asked to change your password. Passwords must be at least five characters.



Personal Unsubscribe Change Email Change Password Sign Out

First Name Last Name Maobile
Ronald Jones Details

Your job alert profile:  startaerts

‘Work Types Locations Tenures

ou have no Alerts at this time.

Your submitted, or incomplete, job applications:

| Position ~ | Organisation Unit Location Tenure

You have no job Applications in process at this time. To start an application select a vacancy from the Vacancies list below and select the “Apply’ link

Your employment history:  New

[ Job - Organisation

ou have not provided any Employment History detalls at this time.

NP4t _wwt_a_

Your profile will be displayed.

Unsubscribe

To unsubscribe to our web service at any time log into the web site and click on the word
Unsubscribe

Personal  umsubscite Chasgo Emas Chasgu Passwors Sga Out

Farst Nama Lastame Emai e
Rea smen @sheppancawe gov.m 400000000

Unsubscribe

Email | @shepparton.vic.gov.au
Please tell us why | | have moved a
you are

unsubscribing

| confirm || cancel |

Enter in a brief description about why you are unsubscribing and press confirm.

Changing email address

To change your email address log into the web site once you are in, click on the word Change Email

Personal  usssscbs Chasge Emad Change Password Sign Dut

Farst Name Lasthiame Eman Mones




Change Email

R —

| contim || cancel |

Change your email address and press confirm. An email will be issued to this email address as
confirmation.

Changing password
To change your password log into the web site, click on the word Change Password

Personal  tmsubscribe Chasge Emas Chassge Password Sngs Oul

First Nawta. LavtHame Emaa ot
Ros Sman @sherrain At gov i 40000000

Change Password

Email | @shepparton.vic.gov.au

Current Password | | |

Mew Password | |

Confirm Password | |

| confirm || Cancel |

Enter in your current password and new password, confirm your new password and press confirm.
Remember passwords must be at least five characters.

Personal

Start by clicking on details link at the end of the Personal panel.

Personal Unsubscribe Change Email Change Password Sign Out

First Name Last Name Email Mobile |
‘@shepparton.vic.gov.au Details

Personal Details

Modify |

Click on the Modify button



<< Go Back

Personal Details

Modify
Salutation Mr
First Name Rob
Last Mame Smith

Preferred Mame Rob

Gender Male j|

Date of Birh 130061977 3|

Referee Upon Request |

=~ Contact

Phone 035830 0000

Maobile | 0400000000] |

Fax

Email [@shepparton.vic.gov.au

Change or add any details required.

Country Australia

| Confirm Modify || Cancel |

By pressing Confirm Modify will save your changes.

Job Alert

A job alert profile can be created if you are interested in receiving an email when a vacancy becomes
available in a particular field. Press on the start alerts.

Your job alert profile:  startlerts

Work Types Locations Tenures

¥ou have no Alerts at this time
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Job Alerts Details

Work Types (Al Work Types |1
... Administrative
... Chief Executive Officer
... Children’s Senices
... Executive Managers
... Labourers -

m

Locations (Al Locations
... Within the Municipality

Tenures (Al Tenures
.. Casual
.. Full Time
.. Part Time
... Temporary Staff

| confirm || Cancel |

Choose areas that you are interested in and press confirm.

Your job alert profile:

Work Types Locations Tenures
All All All

You can modify or stop these alerts at any time by pressing on the details link.

Applications

Your submitted, or incomplete, job applications:

Position Organisation Unit Location Tenure Status

‘ou have no job Applications in process at this time. To start an application select a vacancy from the Vacancies list below and select the ‘A

Under the heading Your submitted, or incomplete, job applications: is a history of the positions in
which you have applied for that have not been finalised either by completing the application or by

appointing someone to the vacancy.

Depending on the status of the application will depend on what actions you can perform on these.
For example on a Draft status you have the ability to modify, submit or delete your application,
press on the details link

11




Your submitted, or incomplete, job applications:

Position Qrganisation Unit Location Tenure Status
ECE - Room Leader (Casual) Occasional Care/ChildCare Various ChildCare Centres Casual Draft

ECE - Assistant (Casual) Occasional Care/ChildCare Various ChildCare Centres Casual Submitted

Application Details

Modify | Submit | Delete

Paosition ECE - Room Leader (Casual)
Crganisation Unit | Occasional Care/ChildCare
Location Warious ChildCare Centres

Tenure Casual

INFORMATION FOR APPLICANTS

Greater Shepparton City Council, situated in the heart of the Goulburn Valley, is the fc
irrigation base, with major industries related to food processing. manufacturing and trz
Victoria's agricultural

on a Submitted status you have the ability to recall or withdraw your application, press on the
details link.

Application Details

Recall | Withdraw

Position ECE - Assistant (Casual)
Crganisation Unit | Occasional Care/ChildCare
Location WVarious ChildCare Centres

Tenure Casual

INFORMATION FOR APPLICANTS

Greater Shepparton City Council, situated in the heart of the Goulburn Valley, is the fol
irrigation base, with major industries related to food processing, manufacturing and trar
Victoria's agricultural

production is generated in this area.

on an Under Consideration status you have the ability to withdraw your application
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Employment History

Your employment history: = hew

Job Organisation From To

*You have not provided any Employment History details at this time

In the panel titled Your employement history is where you can list your previous work experience.
Click on the word New to enter in your employment details.

Employment History Details

From | ||j| To E|

Job | |

Crganisation | |

Industry :|
Tenure :|

Job Details *

Document

Attach

| confirm || Cancel |

Complete the details and press confirm. Confirm will only appear when the mandatory fields have
been completed. Mandatory fields are identified by the red box around the field ie From, Job and
Organisation.
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Employment History Details

Fram 27102008 E| Ta E|
Job The Best Job EVER
Crganisation Greater Shepparton City Council

Industry :I
Tenure :I

Job Details A copy of my Position Drescription and tasks are attached. &

Document
PD.docx.docx Open Replace Remove

| Confirm || Cancel |

Continue to add as much history as you feel necessary.

Educational History

The Your Educational History: panel records all the information about your learning that you want

to advise when you are applying for a position.

Your educational history: = tew

Type Discipline Description Completed

By clicking on the word New it will activate a form to enter your educational details.



Education Details

Type Certificate Il ™
Discipline Business :|
Description

Institute Goulburn Ovens Institute :|

Institute Comment

Completed 111112004 E|
Other Details Course results are attached p
Diocument

Results.docx Open Replace Remove

| Confirm || Cancel |

Once the details have been entered press confirm.

Continue to add as much history as you feel necessary.

Licences

The Your Licences area records all licence information that has an expiry date. Itis an area that
highlights the licence information you want to for the various vacancies you will apply for.

Your licences: L

Licante Hguing Moty msued Erry

To add Licence information press on the word New a Licence Details form will be displayed. Enter in
relevant information, mandatory fields are highlighted by a red field box.
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Licence Details

Licence |Heavy Rigid |v]

Licence Number | 123456789 |

lssued 221102006
Expiry 21102016

Issuing Authority | Vic Roads

Endorsements / -
Restrictions

Document ) _ .
heavy vehicle licence jog Open Replace Remove

| confirm || cancel |

Press confirm.

You can enter in as many details as you consider necessary.

Equity and Diversity

In the area titled Your equity and diversity: you can store your information about your background.
To enter your details press on the word New.

epiace FentLanguige -

I Your equity and diversity: s

An Equity and Diversity Details form will be activated for you to complete.

16



Equity and Diversity Details

Birthplace Australia (MFD) :I

First Language “English |v|

| confirm || Cancel |

Press confirm once your details have been entered

Referees

The Your Referees: section relates to who do you want the interview panel to contact. Who will
provide a reference of your character or work performance. To enter these details press on the
word New. The word new activates a referee details form.

Your referees:  tew

Ptbame  Last e 30 Empioses




Referee Details

Title Hr

First Mame | Tim |
Last Name Bird |
Job ' The Best Job EVER

Relationship Supervisor m
Employer | Greater Shepparton City Council
Phane 10358329700 |

Mobile | |

Fax | |

Email | tim.bird@shepparton.vic.gov.au
Document

Reference.docx Open Replace Remove

Confirm || Cancel

When you have entered in the details press confirm.

Continue to add as many as you feel necessary however it is best having at least two referees.

Messages

Your messages: will keep a history of emails you receive in relation to vacancies and your vacancy
profile. By clicking on the details link the message the actual message details will appear. This area
is only a view mode.

Your messages:
[ T Epnapsis ) Ay
UG eI ConEipensence limast Graater Letaty
01072012 181439 Consspendence Emait Greatee Shepparien Ciy Counal yous apsbcann has ben re (=
3008012 TH1400 Comapendence Emait Graster Shepparien Gy Council Job alert prodie
WATO1T IV 1R Coripensence s Grastee Shappanicn City Counci |6 se prolle
A0 0 Cansspiasence fmast Grastes
20082012 082852 Comvpandence Emait Greates Sheppanicn Ciy Counc Yeu apshcaion has baen o8
22002012 154523 Conespendence Emait Greatee Shepparien Ciy Council Job alet prosie Crme
TP 180847 Coneipsndance. limast Graat Sheppansn Cty Councl Weicome tmany
FIOAT012 150440 Conmeipondence. Ermat Graste Sheppancn Ciy Councal [madl confmaticn
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Message Details

Received
Type

Synopsis

Details

010712012 16:31:27
Correspondence

Email: Greater Shepparton City Council application withdrawal

To: @shepparton_vic.gov.au

From: recruitment@shepparton_vic_gov.au

Subject: Greater Shepparton City Council application withdrawal
Message:

Thank you for your time in submitting this application as per your request your application for
the ECE - Assistant (Casual) vacancy has been withdrawn.

Reqgards
Human Resources Team

Automatically generated emails

There are a few automatic emails, these include when your application has been submitted,

withdrawn, when your draft application has not been updated for more than 48 hours, if your draft

application has a closing date approaching and draft applications will be deleted if they are past the

closing date. If you have any questions regarding the emails that have been sent please contact the
Human Resources Team on 03 5832 9593.

Eligibility Questionnaire

The Your eligibility questionnaire responses: is a view of the questionnaire responses you gave

when registering on our site. This area is only a view mode.

Your eligibility questionnaire responses:

| Cussben

Anzwet
Vs, can workin Austraa

Vacancies

The Vacancies area relates to current vacant positions available. It is from here that you apply for

positions.

| Vacancies

When you click on the details link on one of the Vacancies the information relating to the position

appears.

e Conres

106 s Thi SUOCESEAN JopRCINt Mhe CANOE 33 SHMBNSata el S arvd 3588 in working wilh 3nd Ieacing 2 feghiy deScaled  Flanned Actusy Gioup
3 of community aged care
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Vacancy Details

Email To A Friend

You have already applied for this Vacancy
Position ECE - Assistant (Casual)

Organisation Unit | Occasional Care/ChildCare

Location Various ChildCare Centres
Tenure Casual
Closing

INFORMATION FOR APPLICANTS
Greater Shepparton City Council, situated in the heart of the Goulburn Valley, is the fourth largest provincial centre in Victoria and has a well dev
The Goulburn Valley is often referred to as 'The Food Bowl of Australia’ as around 25% of the total value of Victoria's agricultural

production is generated in this area.

Greater Shepparton has a population of approximately 60,000, and an expenditure budget in excess of $118 million. The population is culturally ¢
is a developing focus for the region.

For more information about this position, please contact Jenni Harris Family and Children's Services Administration Assistant on 03) 5832 9757
ABOUT THE POSITION

Applications are invited from interested and appropriately skilled persons to work as Certifidate 1Il trained Early Childhood Educators on a casual |

A malane rammn ~F TOT A4 EO0 EC rmre homaare wnill bom ~ffrred Aseandins mon manmesrieasn s mn A ralificaticne Thic rade Af e imelidae 5D Lroadine in

Refer to How to apply - External for further information.

Email to A Friend

Vacancies can be emailed to notify friends, to do this detail out on vacancy when the vacancy details
(as shown above) appear click on email to a friend

20



Vacancy Details

Email To A Friend

¥ou have already applied for this Vacancy
Paosition ECE - Assistant (Casual)

Organisation Unit | Occasional Care/ChildCare

Location Various ChildCare Centres
Tenura Casual
Closing

INFORMATION FOR APPLICANTS
Greater Shepparton City Council, situated in the heart of the Goulburn Valley, is the fourth largest provincial centre in Victoria and has a well dev
The Goulburn Valley is often referred to as 'The Food Bowl of Australia' as around 25% of the total value of Victoria's agricultural

production is generated in this area.

Greater Shepparton has a population of approximately 60,000, and an expenditure budget in excess of $118 million. The population is culturally ¢
is a developing focus for the region.

For more information about this position, please contact Jenni Harris Family and Children's Services Administration Assistant on 03) 5832 9757

ABOUT THE POSITION

Applications are invited from interested and appropriately skilled persons to work as Certifidate Il trained Early Childhood Educators on a casual |

A ralane ramnn AF @AT A4 EO0 EC mer bmaar il ko affrend Aasondine ae mormeerisones s A malificaticne Thic rade Af moae inelidae 9800 Lradine s

Enter in your friend’s name and email details

Email Vacancy To A Friend

Your Mame Rob

Your Email @shepparton.vic.gov.au
Friend’s Mame Teri

Friend’s Email teri.smith@hotmail.com.au

| Confirm || Cancel |

Press confirm

An email has been sent regarding this Vacancy.

21



Confirmation will appear when the email has been sent.

How to apply - External

Once you have found a vacancy on the web site that you would like to apply for click on the details
link the Vacancy Details screen will appear. Read the information carefully as it will assist with your
application and subsequent interview. Take note of the closing date, all vacancies are removed from
the web site at 5pm on the closing day.

Vacancy Details

Email To A Friend

You have already applied for this Vacancy
Paosition ECE - Assistant (Casual)

Organisation Unit | Occasional Care/ChildCare

Location Various ChildCare Centres
Tenure Casual
Closing

INFORMATION FOR APPLICANTS
Greater Shepparton City Council, situated in the heart of the Goulburn Valley, is the fourth largest provincial centre in Victoria and has a well developed economy due to its strong agricultural and irrigatior
The Goulburn Valley is often referred to as 'The Food Bowl of Australia' as around 25% of the fotal value of Victoria's agricultural

production is generated in this area.

Greater Shepparton has a population of approximately 60,000, and an expenditure budget in excess of $118 million. The population is culturally diverse with 9.9% of residents being born overseas. The ar
is a developing focus for the region.

For more information about this position, please contact Jenni Harris Family and Children's Services Administration Assistant on 03) 5832 9757

ABOUT THE POSITION

Applications are invited from interested and appropriately skilled persons to work as Certifidate lll trained Early Childhood Educators on a casual basis in Council's Children's Services.

A salary range of $27.44 - $28.56 per hour will be offered, depending on experience and qualifications. This rate of pay includes 25% loading in lieu of annual, sick leave and other enfiflements.

Persons interested in registering for the Children's Services Relief list should call Jenni Harris on 03) 5832 9757

At the bottom of the information will be a link to the Position Description

Yacancy Details . o i i
Position_Description_Early_Childhood Educator Assistant_FINAL pdf Open

Click on the word Open to view the document.

When you click on Open you will be given the oportunity to save or just view the document.

22



File Download ||

Do you want to open or save this file?

| | While files fram the Intemet can be useful, some files can potentialhy
@ harm your computer.  you do not trust the source, do not open or
E save this file. What's the rgk?

Ei: Mame: ..ces_-_Early_Childhood_Educator_-_Assistant.pdf
Ea— Type: Adobe Acrobat Document, 62.5KB
From: wm035
Open ] [ Save ] [ Cancel ]

Greater Shepparton City Council
Position Description

Early Childhood Educator — Assistant

CLASSIFICATION: Band 2
BRANCH: Aged and Children's Services
DEPARTMENT: Community Development

Read the document carefully paying particular attention to the Key Selection Criteria (KSA).

23



POSITION OBJECTIVES

« To help in the provision of a high quality program for 0-6 year old children in
which social, manipulative and cognitive skills are developed.

« To provide a stimulating and secure environment for all children attending
Greater Shepparton City Council's Children’s Service.

« To participate in the planning and implementation of a program that is flexible and
responsive to the needs of children and families utilising Greater Shepparton City
Council's Children's Service.

KEY SELECTION CRITERIA

Selection will be based on demonstrated ability to meet the following Key Selection
Criteria. Applicants are to state how they are able to meet the criteria listed.

» The skills/qualifications experience relevant to the position as recognised by
Department of Education and Early Childhood Development in accordance with
the Education and Care Services National Law Act 2010 and Education and Care
Services National Regulations 2011 and Children’s Services Regulations 2009
and Children’s Services Act 2009 (as amended). Certificate 3 Children’s Services
is essential

Current First Aid qualifications level 2

Criminal History Check (valid within six months)

Current and valid Working with Children Check Card (WWCC)

Current Anaphylaxis Management fraining (within 12 months)

0 000

« Experience in the provision of quality customer service

= Ability to provide for the security, safety and well being of children in your work
practices

« Experience working in a team, being inclusive and respectful towards others

« Experience in assisting in the implementation of a quality age appropriate
children’s program

KEY RESPONSIBILITY AREAS

The functions that this position is pnmarily responsible for is to:

« Provide quality customer service.

- Asfisi ithhe demelopjnent ant__iiim?iemintiﬁon’af a quality program. Be auy;arelff

The KSA will be required to have a response against each statement in the Questionnaire part of
your application.

If you have any question regarding the postion being advertised contact the person listed in the
vacancy details.

Once you are happy and wish to proceed with your application press the Apply button



Vacancy Details

Apply | Email To A Friend

Pasition ECE - Assistant (Casual)

Organisation Unit | Occasional Care/ChildCare

Location Various ChildCare Centres
Tenure Casual
Closing

INFORMATION FOR APPLICANTS

Greater Shepparton City Council, situated in the heart of the Goulburn Valley, is the fourth largest provin
The Goulburn Valley is often referred to as 'The Food Bowl of Australia' as around 25% of the total value
production is generated in this area.

The application wizard will walk you through the steps of applying for the position and what
information will be sent onto the selection panel.

. | e *
ettven o

Ety Chibchona Eoucatnr - Axsestant

Save and Ciose  Fimakiss Appbcation

The Overview step will give you another look at the position description. Click on Next when you
wish to move to the next step.

- << Preveous | fexi=> ©

Save aad Cose Finabye AppRCEOn

The Documents step is where you get to load a copy of your Cover Letter and Resumé. To attach the
documents press on the word Attach

File Mame

Maximum file size: 10MB

Press on the selection tool to help you find the file name of your document.
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I.@ Choose File to Upload = u I
S e e—

l\u)i J=o| ll Desktop » w | #4 | | Search Deskiop 2

Organize » Mew folder # o~ [l '@'
o Favorites I @Leisure.exe - Shortcut ﬂ]l‘u‘licrusuﬂ Outlook 2010 |
B Desktop |IE_]Letter.docx | @Micrusuf‘t Visio 2010
4 Downloads _| g retums.pdf (3] Microsoft Word 2010
| 1= Recent Places 1 (&) Linking test.accdb (@ Offline Records (5H) !
i liz admin tools.msc T Organisation[1].pdf
- Libraries ~ | Locations.bd 1, ergmod.zip IJI
> || Documents | Locations2.tet ) owell.exe i
J} Music IZI_]Mll 62036 Licence Bulk Import Template - Operations.xlsx @PathwayB PROD [
=] Pictures 1) MCH.zip 7| Pathway 3 SMART TEST |
l E Videos @ Merit CRM Test E] Pathway 3 TEST [
{2 Merit CRM ] Payroll.docx [
M Computer GSW530 @ Microsoft Excel 2010 1, Payroll.zip f
L# (B:) agual (\Vigss - 4 el p
File name: Letter.docx - [A” Files (*.") "']
[ Open |v] l Cancel ]
[ - o

Highlight your document and press Open

Select a Document to Attach

File Mame Letter. docx

Maximum file size: 10MB

Press Upload

Do the same process for each document type

Documents
Cover Letter Letter.docx  Open Replace Remove
Resume Resume.doc Open Replace Remove

Your documents can be Opened, Replaced or Removed at any stage of the application up until it has
been submitted.

Press Next to go to the next step of the wizard
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Retarsas B
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Frsthiame LastName Jon Empsaser
Tem Beo The Best 90 EVER Gevales Shapparion Gy Counal
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Ratamonsns Superisol
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Prioss
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fm
Emat

Dicmant

Savw and Close  Fimalisn Appication

The Referees step will populate with information stored from the Referees step as mentioned
earlier. At this stage you have the opportunity to Add or Remove.

If you are satisfied press Next to go to the next step of the wizard

o Previoss | Memee

Save nd Close  inalne Applcason

The Resumé step is giving you another opportunity to view / amend / replace the resumé you

uploaded.

Press Next to go to the next step of the wizard

<t Pravicms | haxt o

1 Kery Setechon Criiena

= 11 Ky Sebbchion Cotaria 1

T vy & a Earty C prment i accorance il T Eucatlon and Care Sensces Nabonal L A 2010 and Esucation and Care Exndces Nabonal Reguliions 2011 and Chidren's Saraces
Reguiations 2008 and Chikdren's Serces At 2001 {as amended. Certitcate 3 Crikdren's Sendces is essental

© Cummmet First N0 Quakicatons bevel 2

& Crimnai History Check (vaid wiin 3is manta)

& Curtenk ARaph sz Mandgemend Baireng (whe 12 mosha)

FRespsnse ||

1.7 Koy Selection Criwia 2
ETSANNnCe i e DroATion of Quasey CUSTIMeT S4MCE

Fusponsa

= 1.3 Kay Sedechion Crtaria 3
Aty 15 Dol Tl T SNty 300ty S0 will B of CHESHSN In yOUr Webra pradtices

Raspenis

= 14 Kay Sessction Crbaria 4
Exparinnce wirking in & am, Being inclutive and e pecil knwieds oers

Fesponse

The Questonnaire step is where you respond to the Key Selection Criteria, you will notice that the
field boxes are red indicating that they are mandatory. Give time and consideration to your
responses as this is how your application will be judged. If you prefer to answer some now and then
come back and review your responses or add additional information remember to save your

application to this point by pressing Save and Close
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Criteeia 5

148G N 4 W SRABEn o & Ay S8 SEPEOPTALY CIGIATE Progrars

Save and Close Finaise Application

Your application can sit in draft form and be modified at any time right up until applications close.
Remember applications which do not specifically address the Key Selection Criteria will not be
considered. If you wish to come up with your answers in word they can then be copy and pasted
into this screen (one response at a time) by using Ctrl C (Copy) and Ctrl V (Paste).

Once all mandatory fields have been compled and you are satisfied with your response press Next to
go to the next step of the wizard

o Pravioun | Hexdon

Save and Close  Finalise Applicason

The Cover Letter step is giving you another opportunity to view / amend / replace the cover letter
you uploaded.

Press Next to go to the next step of the wizard

<t Pramous

Heterees

Firsl Name Lasttiama Employt

b
Thie Bist Job EVER Geaatie Enspgansn Oy Counc

Save and Close  Subwit Appbcation

The Submit Application stage of the wizard will collate all of your responses all that is left to do is
Submit Application.

Once the submit application has been pressed the wizard will take you back to the vacancies portal if
you then go to the Your submitted, or incomplete, job applications: area, the status of your
application will show as Submitted

Your submitted, or incomplete, job applications: % 2 -
Created Pasition Organisation Unit Location Tenure Status
28/06/2012 Early Childhood Educator - Assistant Occasional Care/ChildCare Frank Pullar Part Time Submitted
16:15:15 ChildCare

An automatic email will also be generated once the application has sucessfully been received into
our system.
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ted application has been received for the Program Leader - Plansed Activity (Casual) vacancy.

apypli

Thask you for

order all applicazions. 1f you have bern usecenltl in gaining an intervbew vom will be notified i dus courie.

The Selection Pane will

v\

All applicanis will be notified when the has been filled

interest in the position and the Greater Shepparton City Coundl

To Continue a Saved Application
If at any stage you have saved and closed your application and now have time to go back to finalise it

go to the web site and sign in. In the Your submitted, or incomplete, job applications area press on

the details link for your application with a status of Draft

Your submitted, or incomplete, job applications:
Tenute E
- ol Dualt

Application Details

Modify | Submit | Delete

Position ECE - Room Leader (Casual)

Organisation Unit | Occasional Care/ChildCare

Location Warious ChildCare Centres

Tenure Casual

From here you can Modify, Submit or Delete your application. To continue your application press

Modify

| i
Overview

ECE - Room Leacer [Casual)

The appikcation process for s vacancy wil step you Sugh 2 series of sErpens 1o provide Itomraston

Asansemam Poston_Descrpeon Eam_Chichood_Eucatcr_Room_Laade:
Iijpar Open

Using the drop down step process find the step you were up to, alternativly press next until you

reach the step you were up to.

Go Back

If you are in one of the section pages and you wish to return to your profile press on the Go Back link

at the top of each page.
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<< o Back

Licence Details

Withdrawing an application

To withdraw your application so it will no longer be considered in the recruitment process go to the

heading Your submitted, or incomplete, job applications: highlight the application you are wanting
to withdraw, it will have a status of either submitted or under consideration.

Your submitted, or incomplete, job applications:

Position Organisation Unit
ECE - Room Leader (Casual) Qccasional Care/ChildCare
ECE - Assistant (Casual)

Occasional Care/ChildCare

Location
Various ChildCare Centres
Varigus ChildCare Centres

Tenure Status
Casual Draft
Casual Submitted

Press on the detail link

Application Details

Recall  Withdraw

Tenure Casual

INFORMATION FOR APPLICANTS

Victoria's agricultural

production is generated in this area.

Press on the withdraw button.

Pasition ECE - Assistant (Casual)
Crganisation Unit | Occasional Care/ChildCare

Location Various ChildCare Centres

Greater Shepparton City Council, situated in the heart of the Goulburn Valley, is the fol
irrigation base, with major industries related to food processing, manufacturing and trar
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Status Submitted

Modified 05/07i2012 09:51:22
Withdrawal | have been sucessful in obtaining employement -
Reason

| Confirm Withdraw || Cancel |

Put in a brief reason why your application is being withdrawn and press confirm withdraw. An email
will be issued to confirm your application has been withdrawn.

Opening Documents

From anywhere where a document is located and you wish to view

Vacancy Details Position_Description_-
_Aged_and_Children_s_Senvices_-
_Early_Childnhood_Educator_-_Assistantpdf  Open

Click on the word Open to view the document.

When you click on Open you will be given the oportunity to save or just view the document.

File Download S|

Do you want to open or save this file?

Ei-. Mame: ..ces_- Early_Childhood_Educator_-_Assistant.pdf
B Type: Adobe Acrobat Document, 62.5KB
From: wm05
Open ] [ Save ] [ Cancel ]

harm your computer. f you do not trust the source, do not open ar

= 2 | While files fram the Intemet can be useful, some files can potentialhy
- save this file. What's the rsk?
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.......

Greater Shepparton City Council
Position Description

Early Childhood Educator — Assistant

CLASSIFICATION: Band 2
BRANCH: Aged and Children's Services
DEPARTMENT: Community Development

The document will then be displayed.

Attaching a document

Anywhere where documents can be attached ie Cover Letter, Resume, copy of licence, copy of
reference etc

To attach the documents press on the word Attach

File Mame

Maximum file size: 10MB

Press on the selection tool to help you find the file name of your document.
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I‘@ Choose File to Upload
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Ei Pathway 3 PROD

=] Pictures 1) MCH.zip 5| Pathway 3 SMART TEST
B videos @ Merit CRM Test E] Pathway 3 TEST
{2 Merit CRM ] Payroll.docx
1M Computer GSWS30 @ Microsoft Excel 2010 1, Payroll.zip
L# (B:) agual (\Vigss - 4 ]
File name:  Letter.doc | AllFiles ¢ - |
[ Open |v] l Cancel ]

[

Highlight your document and press Open

Select a Document to Attach

File Mame Letter. docx

Maximum file size: 10MB

Press Upload

Troubleshooting

When you go to Submit Application if any mandatory part of your application is missing, error

messages will appear

Submit Application >
Submit Application
Error: Cannot submit this application as your Resume has not been recorded yet

Error: Cannot submit this application as your Cover Letter has not been recorded yet

Submit Application

Error: Cannot submit this application as the Questionnaire has not been completed yet
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Fix the relevant errors and continue to Submit Application if you have any problems trying to work
out what the error is please contact Human Resources on 03 5832 9593.

Terminology

Recall Recalling an application means you would like to make adjustments to your application that
has already been submitted, you can recall your applications and make the required changes and
resubmit providing it is still within in opening period. If you wish to amend your application after the
closing date please contact Human Rescources on 03 58 32 593 to be granted special permission.

Withdrawal Withdraw your application will mean it will not be considered in the recruitment

process.

Mandatory fields are identified with a red box
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