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ROL Applicant portal – Apply for job 
Recruitment Online is the Department’s online job advertisement and recruitment management system for 
Victorian Government school jobs. Recruitment Online allows you to: 

• Search for and apply for current vacancies 
• Be notified of relevant new vacancies by setting up a job alert via ‘My Saved Searches’ 
• Apply for a job  
• Choose to be included in the Job Opportunities section for Schools to search for potential applicants 

NAVIGATION 

All Applicants can enter through to DET’s Recruitment Online portal (Jobs in Victorian Government Schools) 
via Applicant link on HRWeb at:  http://www.education.vic.gov.au/hrweb/careers/Pages/advacsSCH.aspx  

 

From this Careers page, Applicants wanting to search for jobs, can either: 

• Click on ‘View Jobs Posted in Last 7 Days’ 
• Click on ‘View All Jobs’ 
• Entering either job title, location or keyword into the search section 

http://www.education.vic.gov.au/hrweb/careers/Pages/advacsSCH.aspx


 

ROL Apply for a Job – Quick Reference Guide Page | 2  

Note: Internal Applicants that have a DET log in ID, can also enter through eduPay. Once logged on to 
eduPay, Internal Applicants can navigate via Careers > Schools; in order to go to ROL through seamless 
sign on. 

 

 

Clicking the different tiles would take the internal applicant to the respective sites. Clicking on ‘Schools’ will 
direct Applicant to the Careers home page.  
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SEARCH JOBS 

1. Applicants will see a list of advertised jobs based on the search criteria.  

 

2. Clicking on the job opening title will take you to the Job description page. You could progress to 
‘Previous job’ or ‘Next job’ using the respective buttons.  

 

3. Click on ‘Apply for Job’ 
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APPLY FOR JOB 

1. Once you’ve clicked on the ‘Apply for Job’ button on the job description page, you will be prompted 
to sign into your Recruitment Online account (if you haven’t already signed in). If you have not 
already created an account, click the “Register Now” link and follow the prompts to set up your 
account. 

 

STEP 1: START 

1. Once you’re logged in, you will see the 8 steps to complete the application process. The left bar will 
help you show your progress through the online application process. 

2. Click the View Terms and Conditions to progress to step 2. 

 

 

STEP 2: ATTACHMENT 
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1. In step 2, you would include any attachments including: 

• Key Selection criteria 
• Resume/CV; or 
• Cover letter 

You could progress ahead without attaching these documents. However, at time of application 
submission, the system will check to see if you have attached the documents and will not allow to 
submit without these attachments.  

 

  



 

ROL Apply for a Job – Quick Reference Guide Page | 6  

STEP 3: EDUCATION 

1. In step 3, you would include details relating to your Education 

2. You can add information about your education history to your online application. Select from the 
dropdown and free text. Note: If you cannot find the appropriate selection from the dropdown, you 
could choose ‘Other’ and enter in your information in the ‘Other Degree Type/Name’.  

 

3. Click “Next” to move to step 4. Note: you can progress to step 4 without entering information in this 
step.   
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STEP 4: OTHER INFORMATION 

1. In step 4, you would enter information including: 

• License/certification 
• Language 
• Teaching method (for teaching position only) 

 
Adding a License and Certifications 
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Adding Language Skill/s 
 

 
 
Adding Teaching Methods 

 

2. Click ‘+’ to add more information in the different sections. If you are proficient in a language other 
than English, you can enter this information. Note that you can progress to step 5 without entering 
information in this.  
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STEP 5: WORK EXPERIENCE 

1. You can add information about your employment history to your online application.  

 

Add Work Experience 

 

Add Reference 
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2. Click ‘+’ to add more information in the different sections. Click “Next” to move to step 6.  

Note: that you can progress to step 6 without entering information in this step.   

 

STEP 6: QUESTIONNAIRE SUBJECTS/DUTIES 

1. Recruiters may include Subject/Duties in the job advertisement and this section will only come up it 
has been.  
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2. If there is a Subject/Duties listed in this section, you must enter your proficiency to teach this 
Subject/Duties 

 

3. Click “Next” to move to step 7.  

Note: that you can’t progress to step 7 without entering required information (if applicable) in this step.   

 

STEP 7: QUESTIONNAIRE  

1. This section asks applicants whether you have any of the relevant circumstances.  
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2. If you are an existing employee at a Victorian Government School, and have Excess, 
Compassionate Transfer or Redeployment status, you can identify at this stage. If you are, the 
system will auto populate your Employee ID for you to confirm. If you have been identified as a 
Compassionate Transfer, you will need to attach the Compassionate letter to as supporting 
evidence.  

 

 

3. Note that you can progress to the last step without answering the questions at this step.  
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STEP 8: REVIEW AND SUBMIT 

1. In this last step, you can preview all the information that you have added to your online application.  
You can expend the relevant sections and click ‘Modify’ to make any changes.  

 

2. To submit your application, click the “Submit” button 
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APPLICATION SUBMITTED CONFIRMATION 

1. After you have completed and successfully submitted your online application, a confirmation 
message will appear on screen.   

 

2. From this page, you could either navigate to ‘View submitted application’ or return to the ‘Careers’ 
page 

WITHDRAWING AN APPLICATION 

1. When you are in ‘My Activities’ page, a list of the vacancies that you have commenced an 
application for will appear.  You can confirm the status of your online application by viewing the 
“Status” column.  Applications that have been successfully submitted online will show with a status 
of “Submitted”.    

2. To withdraw an application, click on the ‘Withdraw’ button 
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