
 

Reviewed: May 2015 

 

 

 

 

 

 

 

 

 

Web Recruitment:  

How to Apply for a Position  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Web Recruitment -  How to Apply for a Position                      

2 
 

 

 

Table of Contents 
Web Site ...................................................................................................................................................... 3 

How do I sign up?..................................................................................................................................... 4 

How do I sign back in? .............................................................................................................................. 6 

What iŦ LΩǾŜ ŦƻǊƎƻǘǘŜƴ Ƴȅ ǇŀǎǎǿƻǊŘΚ ....................................................................................................... 6 

How do I unsubscribe? ............................................................................................................................. 7 

How do I change my email address? ........................................................................................................ 8 

How do I change my password? ............................................................................................................... 9 

Setting up your profile ...............................................................................................................................10 

Personal Details ......................................................................................................................................11 

Job Alert Profile ......................................................................................................................................12 

Job Applications ......................................................................................................................................13 

Employment History ...............................................................................................................................14 

Educational History .................................................................................................................................15 

Licences ..................................................................................................................................................16 

Equity and Diversity ................................................................................................................................17 

Referees .................................................................................................................................................18 

Messages ................................................................................................................................................19 

Automatically Generated Emails .........................................................................................................19 

Eligibility Questionnaire ..........................................................................................................................19 

Employment Opportunity .......................................................................................................................20 

Email a Friend .....................................................................................................................................20 

How do I apply for a position? ...................................................................................................................21 

To continue a saved application ..............................................................................................................28 

To withdraw your application .................................................................................................................29 

To make changes to your application ......................................................................................................30 

Troubleshooting .........................................................................................................................................31 

 

 

 

 

 



Web Recruitment -  How to Apply for a Position                      

3 
 

 

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

 

Click on the DETAILS link beside the vacancy you interested in for more information.   

The below screen will appear.  To apply, click on the APPLY link below. You will then be redirected to the 
registration / sign in webpage.  You first need to register / sign in on our site prior to submitting your 
application. 
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How do I sign up? 

If you are a new user, select SIGN UP AS A NEW USER. The below Privacy Statement will be displayed.  

 

Once you have read the statement, by selecting the checkbox and accepting the conditions, the registration 
screen will be activated.   

 

Enter your details. Mandatory fields are highlighted in red. Please note passwords must at least six (6) 
characters.  

Once all fields are entered, click CONFIRM. 

An email will be sent to your email address with your confirmation code, this should only take 
approximately five (5) minutes.  

 

If an email is not received within this time period, please contact the People & Culture Division on 02 6926 
9205. 
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Once received return to the website, enter the confirmation code and click CONFIRM. 

 
 

Your profile will then appear. 

 

Once you have successfully signed in using your confirmation code, an email will also be sent welcoming 

you to our site. 
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How do I sign back in? 

 

If you have previously registered on our site, select SIGN IN AS AN EXISTING USER and enter your 

previously recorded email address and password. 

Once completed click CONFIRM. Your profile will now appear. 

 

 

²Ƙŀǘ ƛŦ LΩǾŜ ŦƻǊƎƻǘǘŜƴ Ƴȅ ǇŀǎǎǿƻǊŘΚ 

 

First ǎǘŜǇΣ ŘƻƴΩǘ ǇŀƴƛŎΗ {ƛƳǇƭȅ ǎŜƭŜŎǘ I HAVE FORGOTTEN MY PASSWORD. 

 

Enter your email address and click CONFIRM.  

A new confirmation code will be issued to your email address; this should only take approximately five (5) 

minutes.  

Enter your email address and new confirmation code and click CONFIRM.  

  

 

You will then be asked to change your password. Please note passwords must at least six (6) characters. 

Once completed, your profile will then appear. 
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How do I unsubscribe? 

 

To unsubscribe, sign in to your profile and select the UNSUBSCRIBE link at the top of the page. 

 

The following screen will appear. 

 

Enter a brief description about why you are unsubscribing and click CONFIRM. A confirmation email will be 

issued to your email address.  
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How do I change my email address? 

 

To change your email address, click on the CHANGE EMAIL link at the top of your profile. 

 

Change your email address and click CONFIRM. An email will be issued to this email address as 

confirmation. 
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How do I change my password? 

 

To change your password, click on the CHANGE PASSWORD link at the top of your profile. 

 

The below screen will appear.  

Enter in your current password and new password details and click CONFIRM. Please note passwords must 

at least six (6) characters. An email will be issued to your email address confirming this change. 
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Setting up your profile 
 

Your personal profile is made up of sections for you to implement personal information prior to applying 

for a position, and also sections that provide you with information regarding the status of your application. 

These sections in your personal profile include: 

¶ Your personal details; 

¶ Your job alert profile; 

¶ Your submitted, or incomplete, job applications; 

¶ Your employment history; 

¶ Your educational history; 

¶ Your licences; 

¶ Your equity and diversity;  

¶ Your referees; 

¶ Your messages; 

¶ Your eligibility questionnaire responses; and 

¶ Employment opportunity. 

 

Personal information that you provide will be automatically populated each time you apply for a position. 

Alternatively, you can also directly apply for a role within the EMPLOYMENT OPPORUNITY section and 

enter the above information through this process. 
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Personal Details 

 

Start setting up your profile by clicking DETAILS at the end of your personal details panel. 

 

The following screen will appear. To amend your personal details, click MODIFY at the top left-hand corner 

of the screen.  

 

Enter your details then click CONFIRM MODIFY at the bottom right-hand corner to save your changes. 
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Job Alert Profile 

 

A job alert profile can be created if you are interested in receiving an email when a vacancy becomes 

available in a particular area of Council. To set up, click on the START ALERTS link.  

 

The following screen will appear. Choose areas that you are interested in and select CONFIRM. 

 

You can modify or stop these alerts at any time by clicking on the DETAILS link.  
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Job Applications 

 

Under the heading YOUR SUBMITTED, OR INCOMPLETE, JOB APPLICATIONS is a history of the positions in 

which you have applied for, or the applications you have not finalised.  

The status of the application will determine what actions you can perform on these. There are three (3) 

different statuses for applications being:  

1. DRAFT; 

2. SUBMITTED; or 

3. UNDER CONSIDERATION. 

 

For example, a DRAFT status will enable you to modify, submit or delete your application by clicking on the 

details link. The below screen will appear. 

 

A SUBMITTED status will enable you to recall or withdraw your application by clicking on the DETAILS link. 

An UNDER CONSIDERATION status will enable you to withdraw your application by click on the DETAILS 

link. 
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Employment History 

 

In the panel titled YOUR EMPLOYMENT HISTORY is where you can list your previous work experience.  

 

Click on the word NEW to enter in your employment details. The following screen will appear. 

 

Enter your details in the relevant fields and click CONFIRM once finalised. You can add as much history as 

you feel necessary by re-selecting NEW on your profile page. 

Please note CONFIRM will only appear when all mandatory boxes have been completed. Mandatory fields 

are highlighted in red. 
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Educational History 

 

The panel titled YOUR EDUCATIONAL HISTORY records all the information about your learning that you 

want to advise when you are applying for a position. 

 

Click on the word NEW to enter in your educational details. The following screen will appear. 

 

Enter your details in the relevant fields and click CONFIRM once finalised. You can add as much history as 

you feel necessary by re-selecting NEW on your profile page. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Web Recruitment -  How to Apply for a Position                      

16 
 

 

Licences 

 

The panel titled YOUR LICENCES records all licence information.  

 

Click on the word NEW to enter in your licence details. The following screen will appear. 

 

Enter your details in the relevant fields and click CONFIRM once finalised. You can add as many licences as 

you feel necessary by re-selecting NEW on your profile page. Mandatory fields are highlighted in red. 
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Equity and Diversity 

 

The panel titled YOUR EQUITY AND DIVERSITY stores information about your background.  

 

Click on the word NEW to enter in your details. The following screen will appear. 

 

Enter your details in the relevant fields and click CONFIRM once finalised. 
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Referees 

 

The panel titled YOUR REFEREES relates to who you want the interview panel to contact to provide a 

reference of your character and work performance.  

Council requires a minimum of two (2) referees to be provided with your application. Your approval will 

also be sought from the People & Culture Division prior to contacting referees during the recruitment 

process. 

 

Click on the word NEW to enter in your referee details. The following screen will appear. 

 

Enter your referee details in the relevant fields and click CONFIRM once finalised. You can add as many 

referees as you feel necessary (keeping in mind the minimum requirement) by re-selecting NEW on your 

profile page. Mandatory fields are highlighted in red. 
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Messages 

 

The panel titled YOUR MESSAGES keeps a history of emails you receive in relation to vacancies and your 

vacancy profile.  

 

By clicking on the DETAILS link the actual message details will appear. This area is only a view mode. 

 

 

Automatically Generated Emails 

 

Automatic emails are generated when: 

¶ Your application has been submitted; 

¶ You withdraw your application; or  

¶ Your draft application has not been finalised (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 People & Culture 

Division 02 6926 9205. 

 

Eligibility Questionnaire 

 

The panel titled 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. 
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Employment Opportunity 

 

The panel titled EMPLOYMENT OPPORTUNITY enable you to view all current vacant positions at Council. It 

is from here you apply for a position. 

 

Click on the DETAILS link of the relevant vacancy for more information and to apply. Please refer to HOW 

TO APPLY for further information. 

 

 

Email a Friend 

 

If see a vacant position that may be of interest to someone you know, within the vacancy details of a 

position you can click on EMAIL A FRIEND to generate an email notification.  

 

The following screen will appear. 

 

9ƴǘŜǊ ȅƻǳǊ ŦǊƛŜƴŘΩǎ ŘŜǘŀƛƭǎ ŀƴŘ ŎƭƛŎk CONFIRM. The below confirmation message will appear on your scrren. 
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How do I apply for a position? 
 

To apply for a position, go to EMPLOYMENT OPPORTUNITY at the bottom of your personal profile to view 

current vacancies. 

 

Click on the DETAILS link for the vacant position you wish to apply for. The vacancy details screen will 

appear. Click the APPLY link at the top left-hand corner of the screen. 

 

The following screen will appear.  

If you have already set up your profile upon registering, the tabs will be pre-filled with the majority of 

information you have already provided. Work your way through each section by clicking the NEXT link on 

the bottom right-hand corner of the screen.  

The OVERVIEW tab will provide you with further instructions on how to navigate through the sections and 

apply for the role.  

 

Click NEXT to progress to the next tab.  
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The CONTACT DETAILS tab enables you to update your personal details prior to submitting your 

application. 

 

Click NEXT to progress to the next tab. 

The QUALIFICATIONS tab enables you to submit the details and copies of your qualifications relevant to the 

position you are applying for.  

 

To attach a copy of your qualifications, selection ATTACH at the bottom of the screen.  

 

Click on the selection tool to locate the copy of your relevant qualification. 
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Click on your document and click OPEN. The below screen will appear. Click UPLOAD.   

 

The document will appear at the bottom of the page with the options of OPEN, REPLACE or REMOVE if 

required.  

 

Once finalised, click NEXT to progress to the next tab.  
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The EMPLOYMENT tab enables you to submit the details of your employment history that is relevant to the 

position you are applying for.  

You can provide as much of your employment history as you feel necessary by selecting the ADD link at the 

top right-hand corner of the screen. You can also delete information by selecting REMOVE. 

 

Once completed, click NEXT to progress to the next tab. 

The LICENCES / TICKETS tab enables you to submit the details and copies of your licences and tickets that 

are relevant to the position you are applying for.  

 

Copies can be uploaded by clicking on the ATTACH link at the bottom of the page. Use the selection tool to 

locate the copy of your licence or ticket and upload. 

You can provide as many licences and tickets as you feel necessary by selecting the ADD link at the top 

right-hand corner of the screen. You can also delete information by selecting REMOVE. 

Once completed, click NEXT to progress to the next tab. 
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The WORKPLACE DIVERSITY tab enables you to provide information regarding your background. 

 

Once completed, click NEXT to progress to the next tab.  

The REFEREES tab enables you to upload details of individuals you wish the interview panel to contact to 

provide a reference of your character and work performance.  

Council requires a minimum of two (2) referees to be provided with your application.  

 

Once completed, click NEXT to progress to the next tab.  

The COVER LETTER tab simply enables you to upload a copy of your cover letter for the position you wish to 

apply for. 

 

To attach your cover letter, select ATTACH at the bottom of the screen. The following screen will appear. 
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Click on the selection tool to locate your cover letter. 

 

Click on your document and click OPEN. The below screen will appear. Click UPLOAD.   

 

The document will appear with the options of OPEN, REPLACE or REMOVE if required. 

 

Once completed, click NEXT to progress to the next tab.  

The RESUME tab simply enables you to upload a copy of your resume for the position you wish to apply for. 

Repeat the same steps as outlined to upload your cover letter. 

 

Once completed, click NEXT to progress to the next tab.  












