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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

<

C & rolptst1.education.vicgov.au/pso/ROLPTST1_EA/APPLICANT/HRMS//HRS_ HRAM_FL HRS CG_SEARCH_FL.GBL?FOCUS=Applicant&:Porta
Careers
Jobs in a Victorian Government School

Search Johs

[Search by job title, location, or keyword ]

Welcome Sign In | New User
View Jobs Posted in Last 7 Davs >
I®  View All Jobs >
|E.' My Job Notifications >
B My Activities >
I My Favorite Jobs >
|:| My Saved Searches >
&y My Account Information >
» Helpful Links

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
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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.

eduPay ¥ Employee

My Declarations My Pay My LearnED My Leave
A v

My Personal Details

&l

Announcements

s

No Announcements available

@ Employee Careers

School Jobs School Appointments VPS Jobs

2

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.

v Joh Family Search Jobs

() Teasher (22) [search by job title location, or keyword

(] Education Support Class (21)
() Principal (15}
() Assistant Principal (11}

Clear Search| Save Search
‘Add your resume to ROL Job Opportunities @

() Leading Teacher (5} 75 jobs found. N

[ Executive Class (1)

Classroom Teacher

~ Role Type Job ID 1194250
= Location Crusoe 7-10 Secondary College N
Department Crusoe 7-10 Secondary College
[ principal (13} Posted Date 09/18/2020
() Learning Specialist (12) Apply By 10/01/2020

Assistant Principal (10)
o pel (19) Coordinator

[ secondary Teacher (7)

Job 1D 1194251
[ After School Care Assistant (5) Location Paynesville Primary School N
() Business Manager (5) Department Paynesville Primary School
X Posted Date 09/18/2020
(7] After School Care Co-ordinator
@) Apply By 10/01/2020
7] Teacher Leadership - not Prin
Class (3) Access to Excellence
[ Executive Class (2) Job 1D 1194246
Location Heidelberg Primary School N
More N .
Department Heidelberg Frimary School
« Subject/Duty Posted Date 09/17/2020
| Apply By 09/30/2020
[ Educational Leadership (11)
[ English (6) Classroom Teacher
() Accounting (5) Job 1D 1194249
. . Location Crusoe 7-10 Secondary College N
[ Agriculture & Horticulture (4)
Department Crusoe 7-10 Secondary College
O ana Posted Date 09/17/2020
[ Etectronics (3) Apply By 09/30/2020

[ Mathematics (3)
[O) Asian Studies (2}

[ Info Tech- Software Devment

Classroom Teacher
1194247

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.

7 Add to Favorite Jobs i Share

Job Details
Job ID 1194250 Full/Part Time. Full-Time
Location Crusoe 710 Secondary College Ongoing/Fixed Term Ongoing
Department Crusoe 7-10 Secondary College ificati inistrative Officer Class A
Role Type Secondary Teacher Apply By 10/01/2020
i i View i
v Other Information
Begin Date 09/18/2020 Contact Name Brad Madden
End Date Phone 0477705257
Hours 38.00 School Website www.crusoecollege vic.edu.au
Location Profile
Crusoe Colege 52 College i the as of faciiies in 2008 The.

ge. g name
\g growth fo each yzar tney are at schaal. This can only be achieved fteachers, stuents and familles are warking together to create an enviranment where [zarning
is the priorit. To enable tris culture to be reinforced, teachers have B in g in correct unif time, bringing the required equipment and
res0uices, paying attention 1o he Instructions of teachers and making the efort to cormplete the requited learming tasks. o

P el promote shouldbe
adhered 1o1n all ccumstances.
Selection Criteria
st v
scz
503
ageney,

sca
wellbeing and engagement.

sos

Role

The classroom teacher classification comprises two salary ranges- range 1 and range 2. The primary focus of the classroom teacher is on the planning, preparation and teaching of programs to achieve specific
student outcomes. The classroom teacher engages in critical reflection and inquiry in order to improve i flectivel and improve their learing.

As the clagsroom teacher gains experience his or her contribution to the increases. be required to undertake other duties in addition to their
rostered teaching duties provided the responsibility is appropriate to the salary range, qualifications, training and experience of the teacher.

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

ORIA | S Quick Reference Guide

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

Job Details
Job ID 1194250 Full/Part Time Full-Time
Location Crusoe 7-10 Secondary College Ongoing/Fixed Term Ongoing
Department Crusoe 7-10 Secondary College Classification Administrative Officer Class A
Role Type. Secondary Teacher Apply By 10/01/2020
View Subi i

Other
Begin Date 09/18/2020
End Date #User Name [ 7

Hours

Location Profile .

goals of the Callege Incluge the target that students wil make atleast
Is the priorty. To enable this cuture to be reinforced, teachers have a
Fesaurces, paying attention to the instructions of teachers and making
‘aghered to in al crcumstances.

Isa7-10 F ertook 3 name change and major pgrace of faciites in 2008, The.

Forgot User Name | Forgot Password eing in class on time, bringing the required equipment and

Are you anew user? Register Now

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.

% Exit Complete Application

Start
In Progress

Sl -]

Step 1 of 8: Start

2  Amnachments
Not Sterted

Welcome 1o Recruitment Online,

Thank you for your interast ul applying for this role. The following steps will qlude you through the application process. To be considerad for the position,
[l V and key sel criteria are required to be attache:

3 | Education
Not Started

To prevent loss of data, please ensure you regularly save as you complete the online application process.

For specific information about the adventised vacancy, please contact the school directly, For technical assistance, contact the Schools Recruitment Unit

4 Other Information

Not Stanted

i email schools.recruitment@edumail vic.gov.au o phone 1300 641 843,

Beluc you Mn the job application process, please read the Terms and Conditions carefully. By selec1m the “I have read and agree to the above terms
you indicate that you have read and understood these Terms and C your with them. Il

5 Work Experience

Mot Started

you do not agree, you will not be able to submit an application and should select the Exit button.

View Terms and Conditions

s  Subjects/Duties
Mot Stented

E] 1 have read and agree to the above terms and conditions

7 Questionnaire
Not Started

Review and Submit

Not Started

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

o Key Selection criteria
e Resume/CV; or
e 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.

% Exit Complete Application
Start
V) i Step 2 of 8: Attachments
Selection Criteria
E> Attachments
In Progress You have nas

Attach Selection Criteria Response

3 | Education
Not Started

Cover Letter and Resume/CV

4  Other Information

Not Started You have not provided a cover letter and resume/CV.
File Attachment
5 | Work Experience Attach Cover Letter and Resume/CV
Not Started

6  Subjects/Duties

Not Started

7 | Questionnaire
ke Tewching. Tt Resmarm.docx
Not Started | g finny

Review and Submit
Not Started

Complete Application

1 Start
Complete

Step 2 of 8: Attachments

Selection Criteria Response

Attachments
In Progress . o . "
#Selection Criteria Response Title |Teaching-_Test_Resume

3 | Education Attached File Teaching-_Test_Resume.docx
Not Started

Remove/Change Selaction Criteria Response

4 | Other Information Cover Letter and Resume/CV
Not Started

#*Cover Letter and Resume/CV Title | Teachirlg_Test_Cover_L |

5 | Work Experience

Attached File Teaching-_Test_Cover_Letter.docx
Not Started

Remove/Change Cover Letter and Resume/CV

6  Subjects/Duties
Not Started

7 | Questionnaire
Not Started

Review and Submit
Not Started
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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’.

X Exit Complete Application :

Classroom Taacher
Save as Draft < Previous “

1) S Step 3 of 8: Education

History S a————r
2 :“;;hm Cancel Add Post-Secondary Education Dor
ompleie Highest Education Lel Not Indicated ~ .
*Completion Date |08/31/2020 =
Education Post B
E> In Progress "egreaType Q
aadary education. ‘7
*Degree Name Q
jjrother Indorktion [ Add Post-Secondary Education
Not Started Country |Aumtralia Q
Stat, Q
5  Work Experience ol A
Not Started Educational instintion | Q
¢ Subjects/Duties Hame of institution |
Not Started Major Coce | a
7  Questionnaire MalorDeverpten |
Not Started Graduated (W

Review and Submit
Not Started

OWr Degres Typs / Name

“Field of Stuy ‘

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

Complete Application

ClassrcomTeachen;
Save as Draft ‘ < Previous ‘
Start .
1 Complete Step 3 of 8: Education
Edugation History
2  Attachments
Complete Highest Education Level | Bachelors Level Degree v
Education Post-Secondary Education
In Progress
+

Other Information

4

Bachelor Degree >

5 | Work Experience
Mot Started

6 | Subjects/Duties
Mot Started

7 | Questionnaire
Mot Started

8 Review and Submit
Mot Started
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STEP 4: OTHER INFORMATION

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

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

X Exit Complete Application
Clsroom ek e
Save as Draft £ Previous “
Start
L) Step 4 of 8: Other Information
2 Attachments Licenses and Certifications
Complete

You have not added gov licenses and certifications.

3 Education
Complete

Add Licenses and Certifications

E> Other Information
In Progress 1 skills

5 Work Experience
Not Started

Add Language Skills

6 | Subjects/Duties
Not Started

7 | Questionnaire
Mot Started You have not added any teaching methods.

Review and Submit

Add Teaching Methods
Not Started —————

Adding a License and Certifications

Licenses and Certifications

You have not added a

Cancel Add Licenses and Certifications e

Add Licenses
*ssue Date |09/21/2020

*License
Language Skills

Country |Australia
You have not added a

State
Add Languag

Renewal Required

o Renewal In Progress
‘Teaching Methods

You have not added a

License Verified

Expiration Date
Add Teaching

Other License Details

License/Certification
Number

Issued By
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Adding Language Skill/s

Add Language Skills

*Evaluation Date
stanguage | Q
ReadingProficlency [ ]
sooingprtioney [ ]
B

Natve Langusge (J_No )
Able To Translate
Able To Teach

Adding Teaching Methods

Add Teaching Methods

*Effective Date |09/21/2020

*Teaching Method || al

wq

i and Training Quick Reference Guide

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.

Complete Application

s | oo

Start
3 Conlue Step 4 of 8: Other Information
2 Attachments L rifications
Complete
Vou have not added any ligenses and certficati

3 Education
Complete

Other Information
InProgress

o
Language Skills

5 | Work Experience Y lls.
Not Started

& | Subjects/Duties
Not Started

o
7 | Questionnaire Teaching Methods

Not Started ‘You have not added teaching methods.
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STEP 5: WORK EXPERIENCE

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

X Exit Complete Application
Classroom Teacher
Save as Br-RJ < Previous ] um

Start

v Complete Step 5 of 8: Work Experience
Work

2  Attachments

Complete You have not added any work experience.

3 Education Add Work Experience ’
Complete S —
(]
4 Other Information
Complete
You have notadded any references.

E> Work Experience

In Pre Add Reference

6 | Sublects/Duties
Not Started

7 Questionnaire
Not Started

Review and Submit
Not Started

Add Work Experience

‘ Cancel Add Work Experience ‘ D°"e‘
Endoate
sEmployer

*Ending Job Title
Supervisor

Supervisor Email

1l

Supervisor Phone

oK o comtace?

Description

co
Address 1 A

Add Reference

Add Reference

Reference

*Reference Type
+Reference Name | |
e —

-
s [
O —

ciyrpostoote [ a
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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.

Complete Application

Classroom Teacher

Save as Draft ‘ < Previous Next 2

st
1 c:,:pme Step § of 8: Work Experience

Attachment Work Experience
2 achments

Complete +
3 Education Employer Job Title Start Date End Date
Complete
Primary School ABC Classroom Teacher 10/04/2018 >
4  ©Other Information
Complete References
+ O
E> Work Experience
In Progress Reference Title Employer
6 Subjects/Duties Neve Test Principal Primary School ABC >
Not Started

7 | Questionnaire
Not Started

Review and Submit
Not Started

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.

Complete Application

B e Step 6 of B: Subjects/Duties

2 Amschmemts °
Cumiete Sutjects/Duties

3 Gducwion
Comslets o

4 Other information
Comslrre
§ Workixperdience
Cormaivie
D‘m
i Progen

7 Questionaske
Privgae

Review snd Submit
et Brtea
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2. Ifthere is a Subject/Duties listed in this section, you must enter your proficiency to teach this
Subject/Duties

Iaupmmsqwm

o
Susjctsuties

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.

[% e Complete Application
Classroom Teacher
SR |
st
1 Complete Step 6 of 8 Subjects/Duties

2| Atachments
Complete

Education
Complete

English Primary Grades P-6. >

Other Information
omplete

Work Experience.
Complete

Subjects/Duties
InProgress.

7| Questionnaire
Not Sterted

Review and Submit

2 Not Sterted

STEP 7: QUESTIONNAIRE

1. This section asks applicants whether you have any of the relevant circumstances.

Complete Application

savessort || previous| m

1) G Step 7 of 8: Questionnaire

T and attach

Questionnaire

) Re-deployee 5t

) Not Applcable

2. i
School Support in the last 3 years?

July 201
teacher education (LANTITE) requirements.

Oves
Ote

) Not Applicable.
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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.

Add Attachment

Complete Application

Classroom Teacher

omess ot ‘ < Previous

t . N
(1) e Step 7 of 8: Questionnaire
P it i k lect i on i 1 and attach
7] Aactiments cupporing ocumntaton for verfcaton puposce

2 complere
Attachments

e

Attachment Typa

4 | Other Information
-2 complere Sample_Test_Atiachmert docx Transfer Letter Compassionate Transfer >

5

" Gorplere

Pleass answer the following questions as carefully 83 possible.

O Excess status
®

) e deployee Status

O Not applicable

Employee 1D: (00884991

2.
‘School Support n the last 3 years?
OYes
@No

3.

y NTITE)
ipal class or teacher

1 July 201
teacher education (LANTITE) requirements.

@ ves
Do
O Not applicable

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

Quick Reference Guide

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

beioed My Contact Information

Phone 0104145236 Comtact Methed Mot Specibod

5 Wk Egerine
S Selection Criteria Respome Tige Teachimy T Rousw doct
Attached File Voo tivey Toet_Bessarne docs

| b work Experience
+ Poat-Secondary Ecucation
» Uicenses and Centfications
¥ Language Skills

+ Tasching Methods

» Subjects/Duties

* References
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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.

Posting Date 091872020
Appiication Date. 0072172020

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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