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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 atVagga Wagga City Council.

€ Aurion V10 :: External Web Candidate - Windows Internet Explorer

bl |A http://isdevaurion01/recruittrain, - ‘ é,‘ x ||/'1 Bing o -|
i Favorites | g3 @] Web Slice Gallery ~
A Aurion V10 i: External Web Candidate

»

i v B - = &% v Pagev Safetyv Toolsv (@~

Employment Opportunity Job Alerts Sign In 7:
Gardener Inthe Garden Applications close 25-MAR-2015 ( Details )
Horticulturist

. Detalls ]
Horliculture Applications close26-HARR2015 Defals

Click on theDETAIL$nk beside the vacancy you interested in for more information.

The below screen will appear. To apply, click onAR€LYink below. You will then be redirected to the

registration / sign in webpageYou first need to register / sign in on our gitéor to submitting your
application.

A Aurion V10 :: External Web Candidate

=< Go Back
Vacancy Details
e I
Appl
| ety /)

»

£~ B - ) & v Pagev Safetyv Toolsw @~

Position Gardener

QOrganisation Unit | Parks and Gardens

Location Inthe Garden

Package $42,174.56 - 542,587 41

Employment Casual

Status

Closing 25/03/12015

Position AS104 AS111 Gardener Position Description 18 March
Description 2015.pdf Open

Position Criteria Position Criteria Template.docx  Open
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How do | sgnup?

If you are a new user, seleStGN UP AS A NEW USH#e below Privacy Statement will be displayed.

A Aurion V10 :: External Web Candidate % v~ B - [ ® v Pagev Safetyv Tooks~ @+

Sign In | Register K

© Signin as an existinguser

Privacy Statement
The personal information provided in this document is protected under the PRIVACY and PERSONAL INFORMATION PROTECTION ACT (PPIPA) 1998. The Act provides for the protection of personal infarmation
and the privacy of individuals. Your personal information:

1. is collected for the purpose of assessing suitability for employment;
2. is limited to use by Council employees and other authorised persons; and
3. will be stored in Council’s systems.

[ | accept these conditions )

| cancel

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

A Aurion V10 :: External Web Candidate i v~ B v [0 # v Pagev Safetyv Tools~ @~

Sign In | Register
@ sSignlin as an existnguser @ Sign Up as a new user @ I have forgotten my passwaord

= Eligibility Questionnaire

Have you previously been employed by Wagga Wagga City Council? v
Where did you see our job advertised? v
Are you an Australian Citizen? -

-

If No, have you applied for citizenship or permanent residency?

« Login Details
Email

Confirm Email
Password

Confirm Password

« My Details
FirstName
LastName
Mobile 0
’/’> ( | Can%e\ |

Enter your details. Mandatory fields are highlighteddd. Please note passwords must at least 8)x (
characters.

Once all fields are entered, cliGlONFIRM

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

Message Details

Received 14/05/2015 09:51:25

Tvpe Correspondence

Synopsis Email: Email confirmation

Details To: hosie therese@wagga nsw.gov.au

From: recruitment@wagga.nsw.gov.au
Subject Email confirmation
Message:

Thank you for your interest in Wagga Wagga City Council as a potential employer.

Email confirmation: Your confirmation code is: E73ER8
Please enter the confirmation code to continue your job application.

You will require your login ID and password every time you want to access Wagga Wagga City Council's online recruitment system to view, amend or submit your application. For security and
privacy reasons, your logon ID and password should be kept in a safe place.

If an email is not received within this time period, please contact the People & Culture Division on 02 6926

9205.
4
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Once received return tthe website, eter the confirmation codand clickCONFIRM

»

| & Aurion V10 : External Web Candidate | i v B v ) @ v Page~ Safety= Toolsw i@~

Email Confirmation

@ Enter Confirmation Code @ 8end 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 hosie therese@wagga nsw.gov.au

Caonfirmation Code

Your profile will then appear.

| & Aurion V10 : External Web Candidate | Ziov B v 0 & v Pagev Safetyv Tooksw @+ 7
Welcome Therese Hosie, your personal details are: Unsubscribe Change Email Change Password Sign Out
Therese Hosie hosie therese@wagga.nsw.gov.au Details
Your job alert profile: Start Alerts

New
Ne
New
New
New
Your messages:
14/05/2015 09:52:49 Correspondence Email: Welcome Details
14/05/2015 09:51:25 Correspondence Email: Email confirmation Details
Your eligibility questionnaire responses:
Have you previously been employed by Wagga Wagga City Council? Yes
Where did you see our job advertised? Daily Advertiser
Are you an Australian Citizen? Yes
If No, have you applied for citizenship or permanent residency? MNo
Employment Opportunity
Manager Peaple & Culture Peaople and Culture Applications close 10-MAR-2015 Details
Gardener In the Garden Applications close 25-MAR-2015 Details
Horticulturist Horticulture Applications close 26-MAR-2015 I

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

Message Details
Received 14/05/2015 09:52:49
Type Correspondence
Synopsis Email: Welcome
Details To: hosie.therese@wagga.nsw.gov.au

From: recruitment@wagga.nsw.gov.au
Subject: Welcome
Message:

Dear Therese,

Welcome. You have registered as an applicant with the Wagga Wagga City Council Web Recruitment website.
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How do | sign back in?

If you have previously registered on our site, sef&&EN IN AS AN EXISTING Usidrenter your
previously recorded email address and password.

Once completed clickONFIRMYour profile will now appear.

A Aurion V10 = External Web Candidate % v B - [ # v Pagev Safetyv Tooks~ @+

=

Sign In | Register

Sign In as an existing user () Sign Up as a new user ) I have forgotten my passwaord

=« Login Details
Email

Password

2 KGO AF LO@S FT2NB200Sy Yeé LI dag2NRK

Firsta i SLIE R2y Qi LIHAKEGFBRJOX TENIRPASSMOED U

| & Aurion V10 : External Web Candidate | f v B v = @ v Pagew Safetyv Tools~ @~

Sign In | Register

(@ SignIn as an existing user (@ SignUp as a new user (\

« Login Details

Email

Enter your email address and clickONFIRM /

A new confirmation code will be issued to your enaaitiressthis should only take approximately five (5)
minutes.

Enter your email address and new confirmation code and ClieklIFIRM

A Aurion V10 :: External Web Candidate B~ B - [ # v Pagev Safetyv Tooks~ @+

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 hosie therese@wagga.nsw.gov.au

Confirmation Code

WETmETY

You will then be asked to change your passwtdase note passwords must at least Sjxcharacters.
Once completed, your profile will then appear.
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How do | unsubscribe?

To unsubscribe, sign in to your profile and selectth¢SUBSCRIHEK at the top of the page.

A Aurion V10 :: External Web Candidate \ % o~ B - [ ® v Pagev Safetyv Took~ @+
Welcome Therese Hosie, your personal details are: < ribe Change Email Change Password Sign Out i
Therese Hosie hosie therese@wagga nsw.gov.au I —_—_-“ Details
Your job alert profile: Start Alerts
Your i or il job
Manager People & C‘S*Hm = People & Culture People and Culture Permanent Full-Time This application is Draft Details
5SS WON
Your employment history: New
‘ou have not pro loyment Hisf
Your educational history: Ne
‘ou have not provided any Qualification details at this time.
New
New
New
Your messages:
14/05/2015 10.07:23 Correspondence Email: Your application has been deleted Details
14/05/2015 10:02:25 Correspondence Email: Your application has been deleted Details
14/05/2015 09:52:49 Correspondence Email: Welcome Details
14/05/2015 09:51:25 Correspondence Email: Email confirmation Details
Your eligibility questionnaire responses:
Have you previously been employed by Wagga Wagga City Council? Yes
Where did you see our job advertised? Daily Advertiser
Are you an Australian Citizen? Yes
If No, have you applied for citizenship or permanent residency? MNo
Employment Opportunity
Gardener In the Garden Applications close 25-MAR-2015 Details
Horticulturist Horticulture Applications close 26-MAR-2015 Details
A Aurion V10 :: External Web Candidate % o~ B - [ ® v Pagev Safetyv Took~ @+
<< Go Back
Unsubscribe i
Email hosie therese@wagga.nsw.gov.au
Please tell us why ‘ -
you are

unsubscribing

— s

Enter a brief description about why you are unsubscribing and CliskFIRMA confirmation email will be
issued to your email address.
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How do | change my email address?

To change yauemail address, click on tHeHANGE EMAlibk at the top of your profile.

A Aurion V10 : External Web Candidate \ Zi v B v = # v Page~ Safety~ Tools+ @+

Welcome Therese Hosie, your personal details are: ‘\( Change Email Change Password Sign Out
Therese Hosie hosie therese@wagga nsw.gov.au T Details
Your job alert profile: Start Alerts
Your i or il job
Manager Peaple & Culture People & Culture People and Culture Permanent Full-Time This application is Draft Details
Your employment history: New
ou ha loyment Hisf e
Your educational history: New
‘ou have not provided any Qualification details at this time.
New
New
New
‘ou have not pro = time
Your messages:
14/05/2015 10.07:23 Correspondence Email: Your application has been deleted Details
14/05/2015 10:02:25 Correspondence Email: Your application has been deleted Details
14/05/2015 09:52:49 Correspondence Email: Welcome Details
14/05/2015 09:51:25 Correspondence Email: Email confirmation Details
Your eligibility questionnaire responses:
Have you previously been employed by Wagga Wagga City Council? Yes
Where did you see our job advertised? Daily Advertiser
Are you an Australian Citizen? Yes
If No, have you applied for citizenship or permanent residency? MNo
Employment Opportunity
Gardener In the Garden Applications close 25-MAR-2015 Details
Horticulturist Horticulture Applications close 26-MAR-2015 Details

Change your email addreaad clickCONFIRMAN email wilbe issued to this email address as
confirmation.

A Aurion V10 & External Web Candidate B B v = # v Pager Safety~ Took+ @+ 7

<< Go Back

‘Change Email i
Email hosie therese@wagga nsw.gov.au

< | confirm || capcel |
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How do | change my password?

To change yaupassword, click on theHANGIPASSWORIink at the top of your profile.

A Aurion V10 :: External Web Candidate \ Biv B v = # v Pagew Safety~ Tookw @+ 7

Welcome Therese Hosie, your personal details are: ibe Change Ema\( Change Password )Sign Out i

Therese Hosie hosie therese@wagga nsw.gov.au T Details

Your job alert profile: Start Alerts

Your i or il job

Manager Peaple & Culture People & Culture People and Culture Permanent Full-Time This application is Draft Details

Your employment history: New
New
New
New
New

‘ou have not pro = time

Your messages:

14/05/2015 10.07:23 Correspondence Email: Your application has been deleted Details

14/05/2015 10:02:25 Correspondence Email: Your application has been deleted Details

14/05/2015 09:52:49 Correspondence Email: Welcome Details

14/05/2015 09:51:25 Correspondence Email: Email confirmation Details

Your eligibility questionnaire responses:

Have you previously been employed by Wagga Wagga City Council? Yes

Where did you see our job advertised? Daily Advertiser

Are you an Australian Citizen? Yes

If No, have you applied for citizenship or permanent residency? MNo

Employment Opportunity

Gardener In the Garden Applications close 25-MAR-2015 Details

Horticulturist Horticulture Applications close 26-MAR-2015 Details

The below screen will appear.

Enter in your current password and new password details and click CONH#HsE note passwords must
at least six@) charactersAn email will be issued to your email address confirming this change.

A Aurion V10 : External Web Candidate fi v B v 0 d v Pagew Safetyv Toolsv @~

=< Go Back

Change Password

Email hosie therese@wagga.nsw.gov.au

Current Password |\ |

MNew Password | |

Confirm Password | |
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Setting up your profile

Your personal profile is made up of sections for you to implerpergonalinformation 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 profitelude:

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 questionneae responses; and
Employment opportunity.

=4 =4 =4 =4 -8 4 -4 -4 -8 - 9

A Aurion V10 : External Web Candidate % - B - = & - Page- Safety~ Tooks~ @~ 7
Welcome Therese Hosie, your personal details are: Unsubscribe Change Email Change Password Sign Qut
Therese Hosie hosie.therese@wagga.nsw.gov.au Details
Your job alert profile: Start Alerts
Your or job

Gardener Parks and Gardens In the Garden Casual This application is Draft Details
Your employment history: New
Your educational history: New
Your licences: New
Your equity and diversity: New
Your referees: New

Your messages:

14/05/2015 11:25:02 Correspondence Email: Your application has been deleted Details
14/05/2015 10:07:23 Correspondence Email: Your application has been deleted Details
14/05/2015 10:02:25 Correspondence Email: Your application has been deleted Details
14/05/2015 09:52:49 Correspondence Email: Welcome Details
14/05/2015 09:51:25 Correspondence Email: Email confirmation Details
Your eligibili e I

Have you previously been employed by Wagga Wagga City Council? Yes

Where did you see our job advertised? Daily Advertiser

Are you an Australian Citizen? Yes

If Mo, have you applied for citizenship or permanent residency? No

Employment Opportunity

Horticulturist Horticulture Applications close 26-MAR-2015 Details

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

Alternatively, you can alstirectlyapply for a rolevithin the EMPLOYMENT OPPORUNiéationand
enter the above information through this process.

10
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Personal Details

Start setting up your file by clickinddETAIL&t the end of your personal details panel.

A Aurion V10 : External Web Candidate fi v B v = & v Pagev Safetyv Toolsv @~

Welcome Therese Hosie, your personal details are: Unsubscribe Change Emall hange Password Sii —_
Therese Hosie hosietherese@wagga.nsw.gov.au Details )

The following screen will appear. To amend your personal details MlidkiFYat the top lefthand corner
of the screen.

| & Aurion V10 : Extemal Web Candidate i fii v B v ) # v Page~ Safety~ Tools+ @+

<< Go Back /
H tails
Modify

Salutation
FirstName Therese
LastName Hosie

Preferred Name Therese

Referee Upon Reguest ]

- Contact

Phone

Mobile ]
Fax

Email hosie therese@wagga nsw.gov.au

- Address

Street Address B

Suburb
State
Post Code

Country Australia ~

//// Qﬂnﬁrm Modify || Eance\ |

Enter your details then clicRONFIRM MODIFat the bottom righthand corner tassave your changes.

11
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Job Alert Profile

A jobalert profile can be created if you are interested in receiving anilewlaen a vacancy becomes
available in a particular area of Council. To setclipk on theSTART ALERIiii.

Your job alert profile: \ ( Start Alerts >

Subscribe to job alerts to be notified of suitable vacancies arising in the future. Click 'Start Alerts' to subscribe

The following screen will appeaChoose areas that you are interested in and sel&gNFIRM

A Aurion V10 : Extemal Web Condidate B-R-2 & - Pa%v Sefety~ Tools~ @~

=< Go Back

Job Alerts Details

Work Types All Work Types
Commercial & Economic Development
Council Businesses
Airport
Livestock Marketing Centre

s

Locations All Locations

Tenures All Tenures .

Casual Roles
Full Time

... Part Time

... Permanent Roles

(]

< | confirm || capcel |

You cammodify or stop these alerts at any time by clicking onEHET AILEnk.

Welcome Therese Hosie, your personal details are: ibe Change Eni Change Password Sign Out fl
Therese Hosie hosie therese@wagga.nsw.gov.au Details
Your job alert profile:

Finance Al Al @ >
— I

12
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Job Applications

Under the headingy OUR SUBMITTED, OR INCOMRLIDEEAPPLICATIOIS@ history of the positions in
which you have applied for, or the applicatioyu have not finalised.

The status of the application witleterminewhat actions you can perform on thesehere are three (3)
different statusedor applications being:

1. DRAFT;
2. SUBMITTED,; or
3. UNDER CONSIDERATION.

Your i or job

Gardener Parks and Gardens In the Garden Casual ‘\ This application is Draft / Details

— —

For example, ®RAFBtatus will enable you to modify, submit or delete your application by clicking on the
details link.The below screen will appear.

I
A Aurion V10 = External Web Candidate £~ B - O & v Pagev Safetyv Toolsw @~

<< Go Back
Application Details
Modify Submit Delete
Position Gardener
Organisation Unit | Parks and Gardens
Location Inthe Garden

Employment Casual
Status

Status Draft

A SUBMITTEE&atus will enable you to recall or withdraw your application by clicking on the DETAILS link.

AnUNDER CONERATIONtatus will enable you to withdraw your application by click on the DETAILS
link.

13
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Employment History

In the panetitted YOUR EMPLOYMENT HIST{SRere you can list your previous work experience.

Your employment history: < New >

Click on the wordNEWto enterin your employment detailsThe following screen will appear.

A Aurion V10 :: External Web Candidate ".”ﬁ v B v 1 # ~ Page~ Safety~ Tools~ gv “

<< Go Back
Employment History Details
From = To
Position Title
QOrganisation
Industry v

Employment ~
Status

Job Details

Document Attach

T
Enter yourdetails in the relevant fieldand clickCONFIRMnNcefinalised.You can add as much history as
you feel necessary by 4selectingNEWon your profile page.

Please note€ ONFIRMill only appear when all mandatory boxes have been compléshdatory fields
are highlighted imed.

14
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Educational History

The panel tittedr OUR EDUCATIONAL HISTr@Bofds all the information about your learning that you
want to advisevhen you are applying for a position.

/// D

Click on the wordNEWto enter in your elucationaldetails.The following screen will appear.

Your educational history:

A Aurion V10 :: External Web Candidate % v~ B - [ ® v Pagev Safetyv Tooks~ @+

<< Go Back
Education Details

Please click on Attach below, to upload a copy of your relevant qualification or certificate.
Type | -

Discipline ~
Description

Institute -
Institute Comment

Completed

Other Details

Document Attach

m———
Enter your details in the relevant fields and clidRNFIRMnNcefinalised. You can add as much history as
you feel necessary by +selectingNEWon your profile page.

15
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Licences
The panel tittedr OUR LICENCHeSords all licence information.

Your licences: // ,’_% < i >

Click on the wordNEWto enter in yourlicencedetails.The following screen will appear.

| & Aurion V10 : External Web Candidate | %i v B v &R v Page~ Safety= Toolsw @@+

<< Go Back
Licence Details

Please click on Attach below, to upload a copy of your relevant licences or tickets.
Licence/Ticket A4

Licence/Ticket
MNumber

Issued
Expiry
Issuing Authority

Endorsements /
Restrictions

Document Attach

///’% < | confirm || capicer |

Enter your details in the relevant fields and clid®NFIRMnNce finalised. You can add as many licences as
you feel necessary by +selectingNEWon your profile pageMandatory fields are highlighted ied.

16
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Equity and Diversity

The panel titlel YOUR EQUITY AND DIVERSHArgs information about your background.

Your equity and diversity: < il

D,
ou have not provided any Equity and Diversity detals at this time. / —

Click on the wordNEWto enter in your detailsThe following screen will appear.

A Aurion V10 :: External Web Candidate i~ B ~ [ o= v Pagev Safety~ Took~ @~

== Go Back
Equity and Diversity Details
Country of Birth ~
First Language v

= Other Details

Indigenous ~
Background

Second Language »
MNon English »
Speaking

Disability ~

/> < | confirm || capcel |

Enter your details in the relevant fields and clitRNFIRMnNce finalised.

17
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Referees

The panel tittedy OUR REFEREE&I&tes 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 provigdtl your application. Your approval will
also be sought from the People & Culture Division prior to contacting referees during the recruitment
process.

Your referees: ( \\‘

=
=

\

Click on the wordNEWto enter inyour refereedetails.The following screen will appear.

»

A Aurion V10 : External Web Candidate f v B v = @ v Pagew Safetyv Tools~ @~

<< Go Back
Referee Details

You must provide a minimum of two (2) referees to be contacted. Please note Council will seek your permission prior to contacting referees. Once you have added the first referee click on the New or Add button to add a
second

Title

First Name
Last Name
Position Title

Relationship

Organisation
Phone
Mobile

Fax

Email

Document Attach

A T
Enter your referee details in the relevant fields and dlickNFIRNoNnce finalised. You can add as many

referees as you feel necessdkgeping in mind the minimum requiremehbt) re-selectingNEWon your
profile pageMandatory fields are highlighted ned.

18
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Messages

The panel titted OUR MESSAGKegpsa history of emails you receive in relation to vacancies and your
vacancy profile.

Your messages:

14/05/2015 11:47:24 Correspondence Email: You have created a job alert profile Details
14/05/2015 11.25:02 Correspondence Email: Your application has been deleted Details
14/05/2015 10:07:23 Correspondence Email: Your application has been deleted Details
14/05/2015 10:02:25 Correspondence Email: Your application has been deleted Details
14/05/2015 09:52:49 Correspondence Email: Welcome Details
14/05/2015 09:51:25 Correspondence Email: Email confirmation Details

By clicking on th®ETAIL#nk the actual message details will appear. This area is only a view mode.

A Aurion V10 : External Web Candidate Zi v B v 0 @ v Pagew Safetyv Tookw @+

<< Go Back

Message Details

Received 14/05/2015 11:47:24

Type Correspondence

Synopsis Email: You have created a job alert profile
Details To: hosie.therese@wagga.nsw.gov.au

From: recruitment@wagga.nsw.gov.au
Subject You have created a job alert profile
Message:

Dear Therese,

This email is confirmation that you have created a job alert profile on the Wagga Wagga City Council Web-Recruitment website.

Automatically Generated Emails

Automatic emails are generated when:

9 Your application has beemilsmitted;

You wihdraw your applicationpr

9 Your draft application has not bedinalised(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 titledr CUR ELIGIBILITY QUESTIONNAIRE RESROAAE® of the questionnaire responses
you gave when registering on our site. This area is only a view mode.

Your eligibility questionnaire responses:

Have you previously been employed by Wagga Wagga City Council? Yes
Where did you see our job advertised? Daily Advertiser
Are you an Australian Citizen? Yes
If No, have you applied for citizenship or permanent residency? No

19
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Employment Opportunity

The panel tittedcEMPLOYMENT OPPORTUNable you to view all current vacapositions at Council. It
is from here you apply for a position.

Employment Opportunity pm— Y

Gardener In the Garden Applications close 25JAR-2015 ( Details. D

Horticulturist MR—2015 T mmE
Click on theDETAIL$Nnk of the relevant vacancy for more information and to applease refer t¢tHOW
TO APPLér further information.

»

A Aurion V10 : External Web Candidate Fi v B v [0 & v Page~ Safety~ Tools~ @~

<< Go Back

Vacancy Details
Apply Email To A Friend
Position Gardener

Organisation Unit | Parks and Gardens

Location Inthe Garden

Package $42,174 56 - 543,587 41

Employment Casual

Status

Closing 25/03/2015

Position AS104 AS111 Gardener Position Description 18 March
Description 2015.pdf Open

Position Criteria Position Criteria Template.docx  Open

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 oBMAIL A FRIEND generate an email notification.

»

A Aurion V10 : External Web Candidate fi v B v [0 ®h v Page~ Safety~ Tools~ @~
<< Go Back /
Vaw

A;{my Email To A Friend >
Ry —

Position | Gardener

Organisation Unit | Parks and Gardens

The following screen will appear.

A Aurion V10 :: External Web Candidate % v~ B - [ ® v Pagev Safetyv Tooks~ @+

<< Go Back
Email Vacancy To A Friend
Your Mame Therese
Your Email hosie therese@wagga.nsw.gov.au
Friend's Mame |

Friend's Email

/’/% ///7 ‘mcr;me\ )|
. EIRED)
9y (i SNJ &2 dzNJ F NAIKYRARRVTHR Below dohfiimatioryniess@pe wilbappear on your scrren.

An email has been sent regarding this Vacancy.

OK

20



& City of

Web Recruitment - How to Apply for a Position el Wagga Wagga

How do | apply for a position?

To apply for a position, go ®MPLOYMENT OPPORTU NifTtiie bottom of your personal profile to view
current vacancies.

Employment Opportunity

Gardener /Hmns close 25—rv1AR—201§/iD=_‘l:5i_,J:>
Click on theDETAIL$nk for the vacant position you wish to apply for. The vacancy details screen will
appear. Click thaPPLYink at the top lefthand corner of the screen.

| & Aurion V10 :: External Web Candidate | % o~ B - [ ® v Pagev Safetyv Took~ @+
<< Go Back /
Details

Apply Email To A Friend
T—Pasitlon Horticulturist

Organisation Unit | VMG/Collins Pk/Civic Prec

Location Horticulture

Package $48,107.32 - 549,718 92
Employment Tempaorary Full-Time
Status

Closing 26/03/2015

The following screen will appear.

If you have already set up your profile upon registering,téies will be prefilled with the majority of
information you have already provided/ork your way through each section by clicking ieXTink on
the bottom righthand corner of the screen.

TheOVERVIEWAb will provide you with further instructions dmow to navigate through the sections and
apply for the role.

»

| & Aurion V10 : External Web Candidate | %i v B v 0 &R v Page~ Safety= Toolsw i@~

W Contact Details Qualifications Employment Licences / Tickets Workplace Diversity Referees Cover Letter Resume Position Criteria Submit Application

Overview
Horticulturist

Thank you for registering for the above position.

We invite you to complete the following sections which allow you to define your qualifications, experience, and referee details, and attach your cover letter, resume and responses to the position criteria contained within the
Position Description

Once each page is complete, navigate to the next or previous pages by clicking the appropriate link at the bottom right hand corner of the screen. Alternatively, you may use the above tabs to navigate to a specific screen

You may Save and Close the application at any point, and return at a later time to finalise your application.

—> < Next >> }ve and Close Finalise Application

ClickNEXTo progress to the next tab.
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TheCONTACT DETAtBB enables you to update your personal details prior to submitting your
application.

e | Cusifications. ” Employment H Licences / Tickets. H Workplace Diversity ” Referses. ” Cover Lstter ” Resume ” Fostion Criteria ” Submit Application =

Personal Details
Salutation |
First Name Therese
Last Mame Hosie
Preferrad Name Therese
Referee Upon Request ]
+ Contact
Phone
Mobile a
Fax

Email hosie therese@wagga.nsw.gov.au

+ Address

Street Address g~

Suburb
State
Post Code

Country Australia v

TheQUALIFICATION&b enables you to submit the details and copies of your qualifications relevant to the
position you are applying for.

ClickNEXTto progress to the next tab.

| & Aurion V10 Extemal Web Candidate [ 5o~ ~ [ # v Pagev Safety~ Toolsw @+
P L Employment ” Licences / Tickets ” Workplace Diversity H Referees. H Cover Letter H Resume ” Fosition Criteria H Submit Appiication I =
Education
Add Remove
Type Discipline Description Completed

Education Details

Please click on Attach below, to upload a copy of your relevant qualification or certificate

Type v
Discipline -
Description

Institute v

Institute Comment
Completed ]

Other Details g~

Document
\ << Previous | Next>> SaveandClose Finalise Application

To attach a copy of your qualifications, selectioniT ACHat the bottom of the scren.

Select a Document to Attach X

File Mame @

Maximum file size: 10MB

|| cancel |

e |

Click on the selection tool to locate the copy of your relevant qualification.
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& Choose File to Upload M
%v‘- Desktop » - |¢,| | Search Desktop 2 |
Organize = Mew folder = v [ ®
<t Favorites gigisiﬁ Word 2010 = | cover Letter Resume Position Criteria Submil
Bl Desktop =4 2.55KB
4 Downloads - Mozilla Firefox
=l Recent Places | Shortcut
112 KB Description
4 Libraries Performance Planning

Shortcut
@ Documents 3.06 KB
J’ Music

X T1 Finance 11.09
[E5] Pictures Shortcut
B videos 1.69 KB |

T1 Property & Rating 10.04
Shortcut
1.70 KB

8 Computer

m

“j Metwaork wl Qualification - Cert Il
[Ei —1 Greenkeeping

Microsoft Word Document

Type: Microsoft Word Document
Authors: Hosie, Therese

Size: 14.7 KB

Date modified: 15/05/2015 8:43 AM

File name:

Maximum file size: 10MB

= || cance
Document Attach -

Click on your document and cli€kPENThe below screen will appeatlickUPLOAD

Select a Document to Attach £

File Name CiUsersthosietiDesktop\Qualification - Certlll Greenkeeping.doc |~

ya

(L=l

The document will appear at the bottom of the page with the option©® BENREPLAGH REMOVH
required.

Maximum file size: 10MB

<< Previous

| & Aurion V10 Extemal Web Candidate [ %iov B v/ # v Pagev Safety= Toolsw i@+

[ Employment ” Licences / Tickets ” Workplace Diversity H Referees. H Cover Letter H Resume ” Fosition Criteria H SuumnAppncanu/| =

Education

Add Remove

Type Discipline Description Completed

Education Details

Please click on Attach below, to upload a copy of your relevant qualification or certificate

Type v
Discipline -
Description

Institute v

Institute Comment

Completed ]
Other Details g~
Document Qualification - Certlll Greenkeeping.docx  Open Replace Remove )

v << Pn:.viove and Close  Finalise Application

/

Once finalised, clickEXTo progress to the next tab.
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TheEMPLOYMEN{ab 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 histmsyou feel necessary by selecting th®Dlink at the
top righthand corner of the screen. You can also delete information by selegihgOVE

|A Aurien V10 5 Extenal Web Candidate i v B v # v Pagev Safety~ Toolsw @+

I Overview ” Contact Delalls I quaifications | e Licences fTicket G5e Diversity Referees Cover Letter ” Resume ” Postion Criteria ” Submit Application }

Employment History

Add Remove

Position Title Organisation From To

Employment History Details
From 05/05/2015 4 To |18/05/2015
Pasition Title
Qrganisation
Industry v

Employment ~
Status

Job Details

Document Aftach

TheLICENCES / TICKEAIBenables you to submit the details and copies of your licences and tickets that
are relevant to the position you are applying for.

Once completed, clickEXTto progress to the next tab.

7|A Aurion V10 :: External Web Candidate | | @ < [ @z ~ Page~ Safety~ Tools~ @v >
l Overview ” Contact Details ” Qualifications ” Employment |ECEREEEYRIEIEEN  Workplace Diversity ” Referees ” Cover Letter ” Resume ” Position Criteria ” Submit Application l

Licences

Add Remove

Licence/Ticket Issuing Authority Issued Expiry

Licence Details

Please click on Attach below, to upload a copy of your relevant licences or tickets.
LicencefTicket v

LicencelTicket
Number

Issued
Expiry
Issuing Authority

Endorsements /
Restrictions

| -
Document Attach
\ << Previous | Next>> Saveand Close Finalise Application

Copies can be uploaded by clicking on A7l ACHink at the bottom of the page. Use the sel®n 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 seleciin®limi at the top
right-hand corner of the screen. You can also delete information by selegihgOVE

Once completed, clickEXTo progress to the next tab.
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TheWORKPLAJEVERSITtab enables you to provide information regarding your background.

A Aurion V10 :: External Web Candidate B~ ~ [ @ v Pagev Safetyv Tooks~ @+

I Overview ” Contact Details H Qualifications ” Employment ” Licences | Tickets. Referses H Cover Latter H Resums H Fosition Criteria H Submit Appiication I

Equity and Diversity Details
Country of Birth ~
First Language ~

+ Other Details

Indigenous v
Background

Second Language v
MNon English -
Speaking

Disability ~

<= Previo@ve and Close Finalise Application

Once completed, clickEXTto progress to the next tab. /

TheREFEREIb enables you to uploadetails of individuals you wish the interview panel to contact to
provide a reference of your character and work performance.

Council requires minimum of two (2) refereet be provided with your application.

A Aurion V10 :: External Web Candidate @ < [ @z ~ Page~ Safety~ Tools~ @v >

l Overview ” Contact Details ” Qualifications ” Employment ” Licences / Tickets ” ‘Workplace Diversity Cover Letter ” Resume ” Position Criteria ” Submit Application 1

Referees
Add Remove

First Name Last Name Position Title Organisation

Referee Details

You must provide a minimum of two (2) referees to be contacted. Please note Council will seek your permission prior to contacting referees. Once you have added the first referee click on the Hew or Add button to add a
second

Title

First Name ‘ ‘

Last Name ‘ ‘

Pasition Title

Relationship

Organisation
Phone
Mobile

Fax

Email

Document Attach

== Prevlou@ve and Close Finalise Application

Once completed, clickEXTo progresgo the next tab. /

TheCOVER LETTtah simply enables you to upload a copy of your cover letter for the position you wish to
apply for.

A Aurion V10 :: External Web Candidate M- ~ [ @ v Pagev Safetyv Tools~ @+

[ Overview ” Contact Details ” Qualifications ” Employment ” Licences / Tickets. ” Workplace Diversity ” Referses Resume ” Fostion Criteria ” Submit Appiication }

Cover Letter

Cover Letter Attach

<= Previous Mext>> Save and Close Finalise Application

To attach your cover letter, selesfl TACHt the bottom of the screen. The following screen will appear.

25



& City of

Web Recruitment - How to Apply for a Position el Wagga Wagga
File Name < : >

Maximum file size: 10MB

| cancel |

Clickon the selection tool to locate your cover letter.

Click on your document and cli€ckPEN The below screen will appear. ClicRLOAD

\\‘4‘//

D
J

. C ~
- i

Once completed, clickEXTo progress to the next tab. /

TheRESUMIEab 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.

N4

Once completed, clidkEXTto progress to the nexttb.
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