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School Jobs Vic is the department’s recruitment platform for Victorian government school jobs. School Jobs
Vic allows you to:

e search and apply for advertised vacancies
e be notified of relevant new vacancies by setting up a job alert via My Saved Searches
e create a profile in the Applicant Pool for school recruiter to search and consider for short term

vacancies
e be matched to jobs based on your preferences in your Applicant Pool profile (available to classroom
teachers).
Navigation

Open the School Jobs Vic careers portal via the Apply Now button on the School Jobs Vic webpage.

VIC.GOV.AU Menu v Search Q

School Jobs Vic

Recruitment Online is now School Jobs Vic.

Connecting you to school jobs in —

On the School Jobs Vic careers portal, applicants wanting to search for jobs, can either:

e Click on Explore All Jobs
o Enter either job title, location or keyword into the search section.
e Click on popular roles to see postings by classification
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z s:?::': | e Sign In | New Use

School Jobs Vic

Step into your next role in a Victorian government school

‘ Q, Seoreh by job title, locotion, or kéyword "

Not sure where to begin? Check out these =
o i e
‘Special School Teacher Groduate Teacher

=D CEEs
i y Y Eorty
Wioma s D Wlsmmee W

Note: Internal applicants that have a DE log in ID, can also enter through eduPay. Once logged on to
eduPay, internal applicants can navigate via Careers | School Jobs; in order to go to School Jobs Vic
through seamless sign on.

Employee < 40f5 >

No Announcements available

My Personal Details

&l

My Expense Claims

Careers

Clicking on School Jobs will direct applicants to the School Jobs Vic careers portal.
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Search Jobs

Click Careers | School Jobs to be taken to the School Jobs Vic careers page. Applicants can press
Explore All Jobs to see a list of advertised positions based on their search criteria.

Yo | ez Welcome =
School Jobs Vic
Step into your next role in a Victorian government school
| Q search by job title, location, or keyword ‘}

Not sure where to begin? Check out these.
popular roles to kickstart your search.

o = @l

selecta Job

Cr—
st W == > =

ranzs

strative Assistant / Receptionist

Clicking on the job opening will display the job advertisement on the right side of the page.
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Search By
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1684 jobs found. Only the first 300 jobs can be displayed. o
2026 Teacher Aide ES 1-2| 0.64
o0
g o e
Fixed Term/ Ongeing Fixed Term b
o uz
Apply By 14/12/2025
Administrative Assistant / Receptionist
-
g oris e
Fixed Term/ Ongoing Fixed Term b
s w0
Apply By 16/12/2025
Agricultural/Horticultural/Farm Assistant
o0
e o
FaeTem/ cngons - =
s a0
Apply By 14/12/2025
Attendance / Administration Officer
o0
g o
P Tem/ Onging - =
s w0
Apply By 14/12/2025
Classroom Teacher
o0
e oo
Fixed Term/ Ongeing Fixed Term b
s w0
Apply By 14/12/2025
Classroom Teacher
-
eparimars o e
P Tem/Onging - =
s w0
Apply By 14/12/2025
Classroom Teacher
oo
g o
Fixed Term/ Ongeing Fixed Term b
o w0

a
Classroom Teacher
Ll 7 for o
¥ Add1oFavourite Jobs i) Share
~ Job Details
JobID Full/Part Time
FullTime
Location OngoingFixed Term
Fized Temn
Devartment Glassification
Glassroom Teacher
Role Type Apply By
Primary Teacher
Subjects/Duties
View Subject/Duties
~ Other Information
Begin Date Contaet Name
End Date Phone
Hours 3800 Website
Location Profile
Selection Criteria
5C1_Demonsrated knawiedge of the relevant curiculum, including vo Teracy and Demansirated
‘experience inFesponding to student leaming needs.
5C2 Demonstrated experience i planning for and implementing high impact quited he impact of
Ieaming and teaching prograrms on stugent leaming growth
sc3 D ftoring and assessing Demonstrated experience in Using data o inform teaching practics and providing
fesdback on student leaming growh and achievement to sudents and parents
Demonstiated it ] skils. D establishing and maintaining colaborative relationships wih students,
parents, colleagues and the broader school community 1o support studet leaming, agency. welbeing and engagement o

To apply for a job, click the Apply for Job button.
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Apply for job

Once you've clicked the Apply for Job button on the job description page, you will be prompted to sign into
your School Jobs Vic account (if you haven’t already signed in).

Note: If you have not already created an account, click the Register Now link and follow the prompts to set
up your account.

*User Name

*Password

Forgot User Name | Forgot Password

Are you a new user? Register Now 4

Step 1 of 6 - Start

Once you're logged in, you will be taken to a new tab and see the 6 steps to complete the application
process. The left bar will show you your progress through the application process.

Read the information provided. Once you have read and agreed to the terms and conditions, tick the box and
click the Next button to move to Step 2.

o] | D

Step 1 of 6: Start /
Thank you for submitting your profile to the School Jobs Vic Applicant Pool. This will allow you to be considered for roles based on your preferences.

Recruiting schools can search the pool for potential applicants and your profile will be saved for a maximum period of 6 months from the date of your last

profile activity. You will receive an email notification on the expiry date and you will have the option to resubmit your profile to the Applicant Pool.

1f you select classroom teacher (including graduate teacher), you will be matched to vacancies which align with your preferences in Step 3 of your profile.

The following steps will guide you through the submission process, including job preferences and work experience. Questions marked with an asterisk () are
mandatory. Carefully complete all information before submitting.

If you require assistance, contact the Schools Recruitment Unit via email at schools.recruitment@education.vic.gov.au or 1800 641 943.
Before you begin applying to the Applicant Pool, please read the Terms and Conditions carefully.

By providing your contact details, you are consenting to be contacted by the Department of Education about employment opportunities (which may be outside
of your preferences listed), fraining, research and other teaching opportunities.

By selecting the °| have read and agree to the above terms and conditions’ checkbox you indicate that you have read and understood these Terms and

Conditions and acknowledge your agreement with them. If you do not agree, you will not be able to continue applying to the Applicant Pool and should select
the Exit button

View Terms and Conditions

e [ | have read and agree to the above terms and conditions

Step 2 of 6 - Attachments and Referees

In step 2, you can add attachments including:

e Selection criteria
¢ CV/Resume
e Cover Letter.
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You are able to progress without attaching these documents. However, at time of application submission, the
system will check to see if you have attached documents and will not allow you to submit without any
attachments.

Click the Attach Selection Criteria Response and Cover letter button to attach your response and cover
letter.

=l -1 - |

1 Swart Step 2 of 6: Attachments and Referees
.~ Complete
Selection Criteria Response and Cover Letter
E> Atachments and Referees Please provide a Selection Criteria response, and a Cover Letter {optional) as one document.
In Progress

Amach Selection Criteria response and Cover Leter _
3 | Accreditations & Qualifications
Mot Started

L]
4 | Subjects/Duties CV/Resume
“_~ Mot Sarted

Please provide a CV/Resume detailing your work experience.

5 | Questionnaire

i
Mot Started Attach CV/Resume e
Referees
& | Review and Submit
Nat Started Please provide referees who can confirm your work experience.
Add Referee

Click the Attach CV/Resume button to attach your cover letter and resume/CV.

x File Attachment

e

Done

Choose From

Resume.docx
@] | File Size: 13kB

Upload Complete
e

Click on Choose From and select the document you wish to upload. Click the Upload button.
Click the Done button.
Title your attached document/s.

Repeat this process if you wish to upload more than one attachment.
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1 | St Step 2 of 6: Attachments and Referees
.~ Complete
Selection Criteria Response and Cover Letter
Attachments and Referees Please provide a Selection Criteria response, and a Cover Letter (optional) as one document.
In Frogress
Attach Selection Criteria response and Cover Letter
3 | Accreditations & Qualifications
~ Not Started
4 | Subjects/Duties CV/Resume

Not Started
Please provide a CV/Resume detailing your work experience.

uestionnaire
5 gc‘ — Attach CV/Resume

Referees

¢ | Review and Submit
Not Staned Please provide referees wha can confirm your work experience.

Add Referee e

Click the Add Referee button to provide contact information to confirm your work experience.

Add Referee

Referee Information

Provide the name and contact information of your referees, click the Done button to continue.

Click the Next button to move to step 3.

Step 3 of 6: Accreditations & Qualifications

In step 3, you can include details relating to your education.

Note: If this information already exists in your attachments through Step 2, there is not a requirement to
provide the same information again in this section. You may choose to select Next to progress to the next
step.

You can add information about your Education History, VIT Registration/WWC Check, other Licences
and Certifications to your Applicant Pool profile.
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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.

Step 4 of 6: Accreditations & Qualifications

Education History

*If the information being requested in Education History has already been provided in your attachments, you are not required to provide the details again

Add Education History

. N

VIT Regi: ion or WWCC

Add VIT Regisiration or WNCC

Other Licences & Certificates

Add Other Licences & Certificates

Click on the Add Education History button.

Note: This is not a mandatory field.

Click the lookup buttons in this section to add the qualification type. Noting that you can progress to step 5

without entering information in this step.

Note: The Completion Date is the date that you finished your course requirements.

Add Education History [Done ]

Completion Date |27/11/2025
*Qualification Type |BD Q |

Qualification Name | |

Graduated [

Major 5
v
Field of Study,/Teaching B
Method P
Institution Name 2
v
Country ‘ B
v

Click the Done button.
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Step 4 of 6: Accreditations & Qualifications

Education History

+

Bachelor Degree >
i}

VIT Registration or WWCC

Add VIT Registration or WWCC <

Other Licences & Certificates

Add Other Licences & Certificates

Click the Add VIT Registration/WWCC button.

[cancer| Add VIT Registration or WWCC
*Type | Q ‘
*Status | Q‘
Expiry Date | ‘
*Card Number ‘ =2
P
Name on Card =3
4

Enter your VIT Registration / WWC Check information and press the Done button.

Step 4 of 6: Accreditations & Qualifications

Education History
+
Bachelor Degree >

VIT Registration or WWCC

+ e
VIT Registration minm >
Other Licences & Certificates

Add Other Licences & Cerlificates

Click the Add Other Licences and Certificates button.

Enter any other relevant Licences and certificates before clicking Done.
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Add Other Licences & C

Issue Date | 27/11/2025
*Licence/Certificate | FIRSTAID Q
Expiry Date ‘ ‘
Other Details E
4
*Licence/Certification B
Number 4
“Licence/Certificate Name E
4
Issue By E
4
Country ‘ E
)
Click Next to move to step 4.
|
Step 4 of 6: Accreditations & Qualifications
Education History
+
Bachelor Degree >
VIT Registration or WWCC
+ o
VIT Registration RRREREN] >
Other Licences & Certificates
+
Licence/Certificate Issue Date
i Occupational First Aid (L3) 27/11/2025 > 3

Note: You can progress to step 4 without entering information in this step.
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Step 4 of 6: Subjects/Duties

School recruiters may include Subject/Duties in the job advertisement, and this section will show
Subjects/Duties if they have been included in the advertisement.

o] |

1] start Step 4 of 6: Subjects/Duties
" Complete

|2 | Amnachments and Referees Subjects/Duties
~ Complewe

73| Accreditations & Qualifications

" Complete Generalist - Primary Teaching >

Subjects/Duties
In Progress

5 | Questionnaire
" Mot Sarted

f & | Review and Submit
| Mot Siarted

Click the arrow to enter your proficiency to teach the Subject/Duties listed.

Click the Look up button and make your selection.

Edit Subjects/Duties

*Subject/Duty | 139

Generalist - Primary Teaching

*Level |Primary/Secondary P-12 Q

Note: It is mandatory to enter your proficiency to teach the included Subject/Duties. If you try to move to step
5 you will receive the following error:
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Level is a required field for Subjects/Duties - Teacher Aide-Classroom Support' - . Please enter a value for this field|

Click the OK button to go back and enter your proficiency.

Once done, click Next to move to step 5.

Step 5 of 6: Questionnaire

If you are an existing employee at a Victorian government school, and have Excess, Compassionate
Transfer or Redeployment status, you can identify this at this step, the system will then 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 Transfer Status letter as supporting evidence by clicking on the Add Attachment

button.

== .

Step 5 of 6: Questionnaire

If you are an employee with excess or redeployee status, please select the appropriate option in question 1 and attach supporting documentation for
werification purposes.

»

. | currently have
Excess Status
Compassionate Transfer Status
FRe-deployes Status
& Mot Applicable

*2. Have you received a separation package that has a current re-employment restriction?
Yes
@ Mo
*3. Have you passed the literacy and numeracy test for initial teacher education (LANTITE) requirements? From 3 August 2020, to be eligible for
employment in the principal class or teacher class, a person who graduated from a Victorian Initial Teacher Education program after 1 July 2016, must
demonsirate that they have passed the LANTITE requirements.
Yes
Na

Mot Applicable

&

. | currently have the following right to work / visa status
Australian Citizen
Permanent Resident
Skilled Visa
Temporary Work Visa
Mo Right to Work
(]
*5. Do you wish to be added to the School Jobs Vie Applicant Pool?

‘Yes, add me to the Applicant Fool using the preferences and CV/Resume from this application

Yes, update my existing Applicant Pool profile using the preferences and CV/R from this
Mo, do not update my existing Applicant Pool profile with the preferences and CV/Resume from this application

Mo, | am nat interested at this time

Note: These questions are mandatory and must be answered at this step
you will receive an error message.

Click the Next button to move to Step 6.

14 Department of Education

. If you try to progress to Step 6

December 2025



ORIA Department

State of Education
Government

Step 6 of 6: Review and Submit

You can review the information contained within your application. You can expand the relevant sections and
click Modify to make any changes.

To submit your application, click the Submit button.

Complete Application =

] | S |

17 swn Thank you for your interest. Please review your responses and make any changes before submitting
.~ Complete

Step 6 of 6: Review and Submit

Attachments and Referees
~ complate

m

~ My Contact Information

Email ee— Address
3| Accreditations & Qualifications

~" Complete Phone Contact Method Not Specified

Modify e

Subjects/Duties
Complet

+

* Selection Criteria Response and Cover Letter

5 | Questionnaire » CV/Resume
.~ Complete

» Attachments
Review and Submit e
In Progress » Education History

» VIT Registration or WWCC

» Other Licences & Certificates
} Subjects/Duties
} Referees

} Application Questionnaire

Application submitted confirmation

After you have completed and successfully submitted your profile to the Applicant Pool, a confirmation
message will appear on the screen.

Application Confirmation E

your job applicati

Jobs Applied For
Job Title Posting Date
Job ID Application Date
Location
Q Careers

[E My Activities

[ View Submitted Application

From this page, you could either navigate to View Submitted Application or return to the School Jobs Vic
careers portal.
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Withdrawing an application

By going to the the 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.

Careers

Search Jobs

My Job Motifications

—— My Activities

My Favourite Jobs

My Saved Searches

My Account Informiation

Sign Out

To withdraw an application, click on the Withdraw button

My Activities
Job Titl JobID  Location Statu: Date Created Date Submitted  Date Withdh Eran
e ocaf IS e e Irawn ”p‘lﬁ‘lﬂﬂ
— T — 01/12/2025 01/12/2025 "
— = = Submitted S e )
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