User Guide for creating a Job Profile in the
AMES Australia Recruitment System for
vacancies advertised on the

Internal Vacancies Page
and/or

External Careers Page
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Go to Internal Vacancies. Click on “Register” (AMES Australia employees only)
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In this Section Home ¥ Support Services » Human Resources ¥ Vacands

Human Resources >

Internal Vacancies

Human Resources Contacts

Organisation Chart You can search vacancies and career opportunities here and apply on{ine.

Position Descriptions You will need to attach your resume and any other supporting documeNts requested in the job advertisement.

Police Check We will review applications received for all vacancies and contact candidades with an update as soon as possible after the closing date of the job advertisement.

Pulse Employee Survey >
Employee Relatiens > - =
G»AMES Australia Careers
Awards Agreements Pay Rates
employeeBenefits
Diversity at AMES
s N List all Vacancies| Login |\ Register| Privacy Policy | Help

Employee Assistance Program

Closing
Date

Learning and Development >

nduction Orientation toea e
LearningDevelopment Senior Manager SASP Noble Park Settlement and ASP
Ref No: 00
Training Sessions Backend
SEE Coordinator (Administration) Flagstaff Operations Support
Training Registrations Backend Ref No: 00306
Work Broker Dandenong Education and
Ref No: 00305
payroll N o: Employment
Youth Services Pathway Counsellor Metropolitan Education and
Ref No: 00302 Melbourne Employment
Recruitment > a
Work Broker Noble Park Education and
3 Ref No: 00300 Employment
Internal Vacancies
Industry and Client Manager Metropolitan Education and
eRecruitment Ref No: 00301 Melbourne Employment

ocumentl - Word

03/06/2018

04/06/2018

05/06/2018

07/06/2018

31/05/2018

04/06/2018

LOGIN

Or from AMES Australia Careers Page click and then Register (bottom of page).

E Job Opportunities - Melbourne © X IS

]

https://www.ames.net.au/careers-at-ames/vacancies

LEARN ENGLISH | FINDACOURSE | FINDAJOB | HIRESTAFF | SKILLED MIGRATION SERVICE |

Login

Username

Forgot Username

Password
Forgot Password

Don't have gh account?
REGISTER
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Enter your details in each field. Fields with an * must be completed to save your profile.
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Pulse Employee Survey > A
~
Employee Relations > - -
<G> AMES Australia Careers
Awards Agreements Pay Rates
EmployeeBenefits
Diversity at AMES
List all Vacancies | Login| Register| Privacy Polic: Hel,
s N | Log gister | y Policy | Help
Employee Assistance Program
Incident Notification Form Register your details to simplify the job application process.
Once you are registered you can optionally create a job search agent profile and view your job
Learning and Development > application status.
) ) . * = mandatory field
LearningDevelopment
Training Sessions Backend Melissa
Training Registrations Backend Last Name *
Address * [e/- Level 5 |
Payroll >
[255 william Street |
Recruitment > CitylTown " [Melboure J
Internal Vacancies State*
eRecruitment Postcode *
Country
AMES Consultative N il
mail *
Committees b netau
Phone 0399384794
AMES Administrative Employees
(AAECC) Phone
Teacher Consultative Committee Username *
AMES Occupational Health and Password *
Safety (OHSCC)
Password *
HR Team Site > B A
Resume
H Ol v |
28/05/2018
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Incident Notification Form * = mandatory field
Your Details "
Learning and Development >
Induction Orientation Last Name *
LearningDevelopment .
& i Address [e--Level 5 |
Training Sessions Backend
) [285 william Street |
Training Registrations Backend
City/Town™  [Melbourne |
Payroll > State
Postcode *
Recruitment >
Country
Internal Vacancies
Email [
eRecruitment = netay
Phone * 0399384794
AMES Consultative Alternate l:l
>
Committees Phone
AMES Administrative Employees
Passwrd-
(AAECC)
Teacher Consultative Committee Repeat
Password
AMES Occupational Health and Resume * Resume_Melissa_Pratt_JUL15.docx
Safety (OHSCC) Remove
y Privacy Policy  [] The applicant agrees with the conditions outlined in the Privacy
HR Team Site > - Policy.
™
~/ Imnota robot
reCAPTGHA
Prvacy - Temz
v
hittps://hembBl 16/erec_register2.asp v

20 PM ™

28/05/2018

When you have saved your Profile you will be offered a “Login” option. To enter your preferences for vacancies,
click on Login and enter the user name and password you created above.
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In this Section Home ¥ Support Services ¥ Human Resources ¥ Vacancies

Human Resources > .
Internal Vacancies
Human Resources Contacts
Organisation Chart You can search vacancies and career opportunities here and apply online.

Position Descriptions You will need to attach your resume and any other supperting documents requested in the job advertisement.

Police Check we will review applications received for all vacancies and contact candidates with an update as soon as possible after the closing date of the job advertisement.
Pulse Employee Survey >

Employee Relations >

G>AMES Australia Careers

Awards Agreements Pay Rates

EmployeeBenefits

Diversity at AMES

oHs > Listall Vacancies| Login| Register| Privacy Policy | Help

Employee Assistance Program

Incident Notification Form
Enter your details below to login

Induction Orientation Password

LearningDevelopment

Learning and Development >

Login
Training Sessions Backend

Training Regjstrations Backend Forgotten Password

payroll >

Recruitment >

Internal Vacancies

eRecruitment E

<)

Once logged in, review the Privacy Policy (or if already reviewed click on the check box) and then “I’m not a Robot”
and respond to the questions / pictures you see on the screen.

Then scroll down to “Job Alerts”, and tick “Yes” if you want to receive emails notifying you of vacancies.
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ﬁ My Tools ~ Quality System Sites ~

Portfolios ~

In this Section

Human Resources >

Internal Vacancies

Human Resources Contacts
Organisation Chart

Position Descriptions

police Check
Pulse Employee Survey >
Employee Relations >

Awards Agreements Pay Rates
EmployeeBenefits

Diversity at AMES
OHS

Employee Assistance Program

Support Services ~ Staff Info ~

Home ¥ Support Services  Human Resources ¥ Vacancies

You can search vacancies and career opportunities here and apply online.

Projects

IMPACT

You will need to attach your resume and any other supporting documents requested in the job advertisement.

About Us ~

We will review applications recefved for all vacancies and contact candidates with an update as soon as possible after the dlosing date of the job advertisement

Job Al

Any jobs that match the following criteria will be emailed to you

B4 Yes - | want to receive job alert emails that match the following criteria.

Note: If you don't check the box above, you will NOT receive emails, even if you have selected

criteria below.

Job Alert Criteria
Incident Notification Form
Location Category Job Type
Learning and Development > [ 1 Litte Collns Street, [ os
Melbourne VIC 3000 ; ol
Induction Orientation [ Adelaide O Senvices O time
Aub c Casual
LearningDevelopment £ Aubum [0 gommunily [0 Casud
[] Bankstown Participation ) FullTime
Training Sessions Backend 1] Bendigo £ eCommunlT [ Parttime
Training Registrations Backend @ Box Hil [0 Education 0] Sessional
O 7 Education and

Everything ~

6:27 PM
28/05/2018

Tick the boxes for your preferences, so when vacancies are advertised, you will be emailed to be notified of any

opportunities in these areas.
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Cinpuyssusisie

Diversity at AMES

OHS >
Employee Assistance Program
Incident Notification Form

Learning and Development >

Induction Orientation
LearningDevelopment
Training Sessions Backend

Training Registrations Backend

payroll >

Recruitment >

Internal Vacandies

eRecruitment

AMES Consultative

Committees

AMES Administrative Employees
(AAECC)

Teacher Consultative Committee
AMES Occupational Health and
Safety (OHSCC)

HR Team Site >

=)
NOTe: IT yoU GON T CNIECK e DX 300V, YOU Wil NU | Tecelve emalls, even IT you nave seiecied
criteria below A
Job Alert Criteria
Location Category Job Type
[] 1 Littie Colins Street, Oe
Melbourne VIC 3000 Bothiul
[ Adelaide M Services 0 tme
] Avbum ) Community [ Casual
articipation
[] Bankstown Participati [ FullTime
o [ eCommuniT part
endigo artime
o . Hg“ [ Education O . ‘
ox Hil essional
g [ Education and o
[] Cabramatta [ Employment Services
[ Coburg [ Expression of Interest
[ Craigieburn €Oy
Doos [ Financial Services
al
g Dandenong [¥] Operations Support
- [ Research and Policy
agstal
“ . gl [] Settiement and ASP
otscra
g o Y [ Social Participation
enro:
d ’ Volunteer and
[] Kensington ¥ Community
11 Liverpool Development
Volunteer
[ Melton U Management Unit
@ Metropoltan
Melbourne
[ Multicutural Hub
Narre Warren
B (utreach)
[] Noble Park
[ Preston
] Salisbury
[ Springvale
[ StAlbans
] Sunbury
[] Sunshine
[ Various
[] Werribee ~

To save your changes, click on “Save Profile”.
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LearningDevelopment
Training Sessions Backend

Training Registrations Backend
payroll >

Recruitment >

Internal Vacancies

eRecruitment

AMES Consultative

Committees

AMES Administrative Employaes
(AAECC)

Teacher Consultative Committee
AMES Occupational Health and
Safety (OHSCC)

HR Team Site >

L) ans
[] Dandenong
[ Flagstaff
[] Footscray
7] Glenroy

[] Kensington
[y Liverpool

[] Preston
1] Salisbury
[ Springvale
[] St Albans
[ Sunbury
[] Sunshine
[] Various
[] Werribee

Application Status

No Job Applications found

Page Owner : Melissa Pratt | Mo

[ Operations Support
[ Research and Policy
[] Settiement and ASP
[ Social Participation

Volunteer and

[ Community
Development

O Volunteer
Maniagement Unit

dified : 10/07/2017

B | |
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Once you have created a Profile, you can save time when applying for by logging in to your profile as your persona
details will be populated when you click on the vacancy and click on “Apply Now”.

=)o s

G =

et.au/SupportServices/|

/Pages/Vacanci O ~ @ & ” RS Waiting for hemb12.peoplestr. ‘“ | AMES Intranet

Yk

- ‘ |

3% G GOOGLE [ Suggested Sites +

SharePoint

Incident Notification Form

Learning and Development >

Induction Orientation
LearningDevelopment
Training Sessions Backend

Training Registrations Backend

payroll >

Recruitment >

Internal Vacandies

eRecruitment

AMES Consultative

>
Committees
AMES Administrative Employees Location
(AAECC) Category
Teacher Consultative Committee
Work Type
AMES Gecupational Health and
Safety (OHSCO) Position
Description
HR Team Site > Applications
Close On

58ureid= |

-_candidate_job 2

Melissa Pratt~ 2

Applications for these positions will be accepled ip to SPM on ~
Thursday, 7" June 2018

To apply for these positions please submit:

+ Your current resume

+ Cover letter the Q s and Experien
Knowledge and Skills, and Other Relejant Information
detailed in the Position Description (mjandatory for all
applicants)

AMES Australia is committed to achieving 4 diverse workforce and
strongly encourages applications from Abgriginal and Torres Strait
Islanders, people from culturally diverse backgrounds and people
with disabilities
AMES Australia is an Equal Opportunity Employer and abides by the
Occupational Health and Safely Act. Agplicants must have the right
to work in Australia. All offers of employment are subject to a
satisfactory police check and provision/of a current Working with
Children Check (where required for poition)

AMES Australia’s Values include: Responsiveness, Integrity
Impartiality, Accountability, Respect, |eadership, Human Rights

Metropolitan Melbourne
Education and Employment
Full Time

Youth Services PW Counsellor[FINAL Apr18 J201809 v1 pdf

07/06/2018 at 5:00 PM

Apply Now

M | |

28/05/2018 |

You will be able to upload a Cover Letter for each vacancy you are applying for and then answer the screening

questions that have been set for that position.
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Incident Notification Form
Job Application - Youth Services Pathway Counsellor - Screening Questions 2
Learning and Development >
1. Please state your citizenship status *
Induction Orientation
LearningDevelopment -select- hd
Training Sessions Backend
Training Regjstrations Backend
£ Rl 2. Are you a current AMES Australia employee or volunteer? *
payel >
Recruitment >
3. Do you have a Diploma in Youth Work, Social f Community Welfare, Counselling or
Internal Vacandies Education? *
eRecruitment
AMES Consultative
>
Committees ) )
4. Do you have at least 3 years' experience working with, supporting and empowering
young people in the education seclor wih at least 2 years' experience dealing with
AMES Administrative Employees complex and disadvantaged individuals?
(AAECO)
Teacher Consultative Commitize
AMES Occupational Health and
safety (OHSCO 5. Do you identify as being of Aboriginal or Torres Strait Islander origin? *
HR Teamn Site >
6. From which job board did you first leam of this vacancy? *
v
7. Have vou previouslv been emploved by AMES Australia?
v
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