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Thank you for choosing the City of Kingston as your prospective employer.

After you have had a conversation with the Hiring Manager you will receive a Welcome email notifying you
of your New Employments Details.

If you have any questions about our application process or the Careers system, please contact our friendly
people support team at &2 peoplesupport@kingston.vic.gov.au.
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How to view and accept an offer

Log into Careers.

Register @ Login %1

m careers

Enter a keyword or job ID

All Categories Any Employment Type v

@ Careers at Kingston £ Employee Benefits E] Our Recruitment Process
Find all of our current Job Opportunities at the Enjoy a flexible and innovative culture with Find out more about how to apply for a position at
City of Kingston. Kingston Er Kingston.

Learn More © Learn More © Learn M:

Careers at Kingston

The City of Kingston is building a strong foundation for the community and its's employees. We offer a range of employee benefits that promote workplace flexibility and
wellbeing. At Kingston we support personal and professional development. We like to get your feedback and recognise your contribution through rewards and
recognition initiatives. Kingston’s diverse and inclusive work environment allows employees to be their true selves.

My Onboarding.

[ careers l{ careers

Mr John Smith

@
SR On-Boarding : Mr John Smith
Logout ®

Plesse complete the required detail and review the information attached in each section
My On-Boarding @
& Notcompleted Z$Stotstared - Information Only @ - complete
Jobs L ) R R h¢ R R
Welcome Employment Policy Acceptance Personal Super Choice Vision Personal Banking Downloads
Agreement Information Form ‘Superannuation Details

Welcome to the City of Kingston John we are thrilled to have you join our team!
We are pleased to confirm our offer of and you on your to the position of HR Operations Coordinator.

Before you start
To start your jouney at Kingston, we need some information from you. Please click on the ‘Next' button below to view and accept your offer and to complete your new starter forms.

Parking Permit
As an employee of the City of Kingston, you are entitied to a Municipal Parking Permit that you can use to park in areas near our Council buildings. Your Permit is available to collect from our Cheltenham office at 1230 Nepean Highway,
during business hours. Please speak to our friendly Concierge who will be happy to assist you

Do you have any questions?
If you have any questions along the way, need further information or support, please don't hesitate to get in touch with us on 03 9581 4563 or peoplesupport@kingston.vic.gov.au
Let's get you started!

Kind regards,

People Support
City of Kingston

I

KINGSTON
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You can view the welcome message and click ‘Next'.

m careers

careers

Mr John Smith

@
Mansiionic On-Boarding : Mr John Smith
Logout -

Please complete the required details and review the information attached in each section
My On-Boarding @
& NotCoinpleted e NotStaited - Information Only @ - complete
Jobs # b4 24 h2¢ h2{ b4
Welcome Employment Policy Acceptance Super Choice ion Personal Banking Downloads
Agreement Form Superannuation

Diversity and Finalise and

Welcome to the City of Kingston John we are thrilled to have you join our team!
We are pleased to confirm our offer of and you on your to the position of HR Operations Coordinator.

Before you start
To start your journey at Kingston, we need some information from you. Please click on the ‘Next button below to view and accept your offer and to complete your new starter forms.

Parking Permit
As an employee of the City of Kingston, you are entitied to a Municipal Parking Permit that you can use to park in areas near our Council buildings. Your Permit is available to collect from our Cheltenham office at 1230 Nepean Highway,
during business hours. Please speak to our friendly Concierge who will be happy to assist you

Do you have any questions?
If you have any questions along the way, need further information or support, please don't hesitate to get in touch with us on 03 9581 4563 or peoplesupport@kingston.vic.gov.au
Let's get you started!

Kind regards,

People Support
City of Kingston
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Position Description

Under ‘Employment Agreement’ you can view and then ‘Accept’ or ‘Reject’ the:
»  Position Description.

|E careers

I

careers

By accepting the Posit

onfirm that | have read, understood and accept the duies, responsibilties and mandatory requirements outlined,

We encourage you to save and retain a copy of this Position Description for your records.
View

TEST Position Description - updated.dock

Status / Comments Accepted on 15/02/2021 8:52:33 AM

* Acceptance

Employment Contract

Under ‘Employment Agreement’ you can view and then ‘Accept’ or ‘Reject’ the:
»  Employment Contract

Click ‘Next'.

Acknowledgement

emplayment.

We encourage you to save and retain a copy of your employment affer for your records.

Acceptance
View John Smith 51862 ContractOffer.pdf
Status / Comments.

Accepted on 15/02/2021 8:52:32 AM
 Accoptance Qe O

Acceptance / Reje

Mr John Smith
Manage Profile @
Logout lsf On-Boarding : Mr John Smith
My On-Boarding @ Please complete the required detals and review the information attached in each section
o = B Not Complated B-nocsuie - Information Only @ - complete
@ @ © © ) ) o
Welcome Employment Policy Acceptance Personal Super Choice Vision TaxFile Personal Banking
Agreement Information Form Superannuation Declaration Details
Finalise and
Submit

By accepting the employment offer | confirm that | have read, understood and accept the terms and conditions outlined in the letter. | agree to adhere to the policies and procedures of the ity of Kingston, indluding any additions or amendments, which come into operation during my period of

e
Diversity and

Downloads

Inclusion

Acknowledgement

Employment Contract

Next >

City of Kingston

Candidate User Guide - Accepting an Offer
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Download, read and ‘Accept’ or ‘Decline’ the Code of Conduct. Click ‘Next'.

m careers

m careers

KinGsToN
Mr John Smith

Manage Profile =2

Logout e On-Boarding : Mr John Smith

My On-Bozrding (c2 Please complte the required detais and review the information attached in each section

o = & - Not Conglcied SN ST - Information Only @ - complete

2] @ @ @ @ @ ©
Welcome Employment Policy Acceptance Personal Super Choice Vision Tax File Personal Banking Downloads
Agreement Information Form Superannuation Declaration Details

)4

Finalise and
Submit

Policies for Acceptance

Acknowledgement

By accepting the policies below, | confirm that | have read, understood and agree to adhere to these policies including any additions o amendments, which come into operation during my period of employment.

Policy Name Status Reason Acceptance

1 & Code of Conduct Accepted on 15/02/2021 08:53 © o

[
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Enter your personal details under ‘Personal Information'.

K

careers

L}

Mr John Smith

* Tite

* First Name

Preferred Name

Middle Name

* Surame

# Date of Birth

# Gender

#Personal Email Address

Government?

Residential Address

Enter your address under ‘R

# Have you previously worked in Local

careers

KINGSTON

Manage Profile @
Logout » On-Boarding : Mr John Smith
My On-Boarding (c? Please complete the required details and review the information attached in each section
= " i Mot Comiplated J-Not Storted - Information Only @ - complete
@ ) ) ) © <) ) )
Welcome Employment Policy Acceptance Personal Super Choice Vision TaxFile Personal Banking Downloads Diversity and
Agreement Information Form Superannuation Declaration Details Inclusion
Finalise and
Submit

D ——

Mr v
Jomn
John
Smith
ovoizzo00 | B
Vale v

iohnsmith@gmail.com

No v

esidential Address'.

e

Address Search
* Address

* Suburb

* State

% Postcode

* Country

Postal Address

1230 Nepean Highway

Chelsea

Victoria v
3192

Australia v

Enter Postal Address or select ‘copy Residential..

Postal Address

Copy Residential
* Address

* Suburb

% State

* Postcode

* Country

1230 Nepean Highway

Chelsea

Victoria ~
3192

Australia ~

City of Kingston ~ Candidate User Guide — Accepting an Offer
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Contact Details

Enter your home and your mobile phone number.

Contact Details

Home Phone (03) 0000 0000

% Mobile Phone 0412111111

Licence Details

Enter your driver licence number and expiry date.

* Do you have a current Driver's Yes v
Licence?

# Licence Number 123456

% Expiry Date wozes |

Enter your Working with Children’s Check number and expiry date. You can upload a copy of the screen shot with the
City of Kingston's details as your employer.

*# Do you have a Working with Yes v
Children Check Card

# Worldng with Children Check (f 123456

applicable) Permit No

# Working with Children Check Expiry | 14/01/2025 £
Date

Warking with Children Check (if
applicable) Organisation Details

which i registered to another organisation, y need to update the orga tais against the card to the City of Kingston. You can do this by on the link below:

Transfer

Please note the City of Kingston address to be used is 1230 Nepean Huwy, Cheltenharm, VIC 312.

If applicable - please upload a copy of the screenshot confirming that you have updated the organisation details against your cord to the City of Kingston.
Organisation Details Transfer noattachments have been added

Confirmation Upload

Emergency Contact Details
Enter your emergency contact person’s details.

# Contact Name Paul Smith
* Relationship Father 5
# Address 1230 Nepean Highway
* City Chelsea
* State Victoria ~
* Postcode 3192
* Country Australia ~
# Email Address Paul@gmailcom
Home Phone (03) 1234 5678
# Mobile Phone 0412111111
Business Phone [
% Preferred Number Mobile Phone v
# Is this your next of Kin Yes ~

City of Kingston ~ Candidate User Guide — Accepting an Offer 8
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Alternate Emergency Contact Details

Enter an alternate emergency contact person’s details. Click ‘Next'.

e e >

Contact Name

Relationship

Address

city

State

Postcode

Country

Email Address

Home Phone

Mobile Phone

Business Phone

Preferred Number

Is this your next of Kin

Please Select

Please Select

Australia

{52 P

(s R

Home Phang

No

Next>

Super Choice Form

Enter in your ‘Choice of Superannuation Fund' details. Click ‘Next’.

I

careers

{

Mr John Smith

careers

KINGSTON

On-Boarding : Mr John Smith

Manage Profile @
Logout 2 Please complete the required details and review the information attached in each section
My On-8oarding 2 X - Not Completed - Not started - Information Only @ - complete
@ ] © @ ] @ <] @
‘ Welcome ‘Employment Policy Acceptance Personal Super Choice Vision TaxFile Personal Banking Downloads Diversity and
Jobs Agreement Information Form ‘Superannuation Declaration Details. Inclusion
Finalise and
Submit

es may choos

ion Nurses a choice of

be offered and shall b

inate Vision Super as your Super Fund, please select 'Vision Super Pty Lt from the drop down below.
Al Other Super Funds

For all superannuation funds, please select Alternate Super Fund - Superannuation Standard Choice Form' from the drop donn below: Please note the provider's adequate.

st be produced to allow the City of Kingston to make contributions to a compliant fund.

Self Managed Super Funds

For all superannuation funds, please select Self Managed Super Fund' from the drop down below. Please ot the provider's od

focumentation must be produced to allow the City of Kingston to make contributions to a compliant fund

1 request City of Kingston to directmy  please Select v
superannuation contributions to

Attach Superannuation Document (SRR

. I declare that the information | have given is true and correct.

Next>

City of Kingston  Candidate User Guide — Accepting an Offer ¢
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Fill in your superannuation fund details.

Kok Completed ] - Information Only @ - complete
© @ Q@ ) )
Welcome Employment Policy Acceptance Vision Personal Banking Downloads
Agreement Superannuation Details

|[1 careers =

Finalise and
Submi

is Vision Super. Employees ma)

Mr John Smith
Manage Profile @z
Logout -

My On-Boarding c4

Jobs. #

nominate Vision Super as your Super Fund, please select 'Vision Super Pty Ltd'from the drop down below:

Al Other Super Funds

all superanruation funds,p uper Fund - Superannuation Standard Ch e provider's adequate documentation must be produced to allow the City of Kingston to make contributions to  compliant und.

Self Managed Super Funds

For ll superannuation funds, i f Managed Super Fund" from the drop down below the City of Kingston to make contributions to a compliant

1 request City of Kingston to directmy  Vision Super Pty Ltd v
superannuation contributions to

Information Regarci

Vision Super Pty Ltd

ew account will be set u

are an existing member, y - number must be provided, ot

Your Member Number (if applicable)

Fund Address Vision Super Pty Ltd:

o
PO Box 18041 Collins Street East Melbourne VIC 8003

Fund Australian Business Number  Vision Super Pty Ltd ABN - 24406637834
(ABN)

Superannuation product identification Vision Super Pty Ltd Customer SPIN - 2440
number (if applicable)

Attach Superannuation Document 2 Upload

1 declare that the information | have given s true and correct.

Vision Super

This step is for new employees only who are choosing Vision Super. Enter details and Click ‘Next’.

m careers

KINGSTON

m careers

On-Boarding : Mr John Smith
Mr John Smith
Manage Profile = Plesse complete the required details and review the information sttached in
Logout S
X - Not Completed Z - Not Started - Information Only @ - Complete

My On-Boarding 4 @ © ] [ © ©

Welcome Emy Policy Acceptance Personal ‘Super Choice si Tax File Personal Banking Downloads i

Agreement Information Form Superannuation Declaration Details

Jobs ®

Finali

Submi
To be completed by new employees choosing Vision Super only. If you have ch i i ton fund, you can skip this page.

The default superan

funds for City of Kingston employeesis Vision Super. If you have chosen Vision S  super fund, there is some more information on Vision Super for you to read and complete on this page,

Ifyou have any questions,

Forms to complete and retumn to Vision Super

What you need to do

o not hesitate to contact our People Support Team on 9581 4563,

plete and send to Vision u hav

per. ffyo
Super, PO Box 18041, Collins Street East

ny questions or need further information regarding please contact Vision super on (03) 9911 32
00;

!
ourne VIC 8003

Vision Super Tax File Number Notification

Click Here:

Vision Super Request To Transfer Or Roll Over Superannuation Benefits To Vision Super

For your information

What you need to do

Please famil rselfwith the following document. If you have any questions, please c sion Super on (03) 91113222,

Click H

Vision Super Super Saver Induction Booket

Forms to complete and email to ity of Kingston Payroll

What you need to do

plete the below form and email to payroll@kingston.vic.gov.au. Please note this form s avaisble to

you would like
all employees at K

Click H

Vision Super Payroll Deduction Form

City of Kingston ~ Candidate User Guide — Accepting an Offer 10
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Tax File Declaration

Enter your tax file number details and click ‘Next’.

Welcome ‘Employment Policy Acceptance Personal Super Choice: vision Tax File Personal Banking Downloads Diversity and. U
‘Agreement Information Form ‘Superannuation Dedlaration Details Indusion ‘Submit

I careers

Mr John Smith asiny o he AT0 v
Manage Profile =

Logout o

My On-Boarding g s

Jobs #

- 8Areyou

- 9. Do you want to lsim the tax-free threshold from this payer?

have a Higher Educat
N

+ 10.D0 you hay tion Loan Program (HELP), VT Student Loan (VSL), Financial Supplement (FS). Student Start-up | o v
Loan (551) or Trade Support o

n (TSL) deb

'DECLARATION by payee:

@ There are peraties for detibsrately making a ft

Nextd

Personal Banking Details

Enter the bank account details of the account you would like your pay deposited into. Select ‘Yes' or ‘No’ to have your
payslip emailed to your personal email address.

|{1 careers

m careers

KinGsTon
Mr John Smith
Manage Profile @
Logout o> On-Boarding : Mr John Smith
My G-Boarding (2 Please complte the required detais and review the information attached in each section
= X - Not Completed - Not started - Information Only @ - complete
ot ) e ¢ 3 5 )
Welcome ‘Employment Policy Acceptance Super Choice Vision Tax File Personal Banking Downloads Diversity and
Agreement Form Superannuation Declaration Details Inclusion

Personal Banking Details

Plesse provide ban)

for your pay to be deposited into. Please ensure details are entered accurats

sure payment is not delayed. If you are unsure of your bank details, please contat

You may nominate up to 2 bank accounts,

Primary Account Bank / Credit Union Name Branch Account Name BSB Number Account Number Amount Per Fortnight Actions.
cea Cheiszs Jonn Smith 061123 10001234 @ w

Acid Bark Account

[ 1 authorise the City of Kingston to pay into my nomis ightly basis and | declare information | have given i true and correct.

#1 consent to my payslip being sent to my personal email address e v

Please note: If you select ‘No' your payslip will be emailed to your work email address and accessible in MyCONNECT.

City of Kingston ~ Candidate User Guide — Accepting an Offer 11
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Downloads

Please download and read the documents. Click ‘Next'.

In careers

m careers

KinGsToN
Mr John Smith
Manage Profile @
Logout L On-Boarding : Mr John Smith
My On-Boarding @ Please complete the required details and e information attached in each section
e = icah NGE BT, NI - Information Only @ - complete
Welcome Employment Policy Acceptance Personal ‘Super Choice Vision TaxFile Personal Banking Downloads Diversity and
Agreement Information Form ‘Superannuation Declaration Details Inclusion

Required reading
Please familiarise y

Employee Assistance Program

Fair Work Information Statement

Diversity and Inclusion

Select 'Yes' or ‘No’ to answer our voluntary Diversity and Inclusion questions. Click ‘Next'.

In careers

m careers

xinGsTon
Mr John Smith
Manage Profile =4
Logout L On-Boarding : Mr John Smith
My On-Bozrding (c4 Please complete the required detais and review the information attached in each section
e - B Noucomplata N S - Information Only @ - complete
@ @ @ @ @ @ ]
Welcome Employment Policy Acceptance Personal Super Choice Vision TaxFile Personal Banking Downloads Diversity and
Agreement Information Form Superannuation Declaration Details Inclusion

Finalise and

Diversity and inclusion

The City of Kingston is comitted to strengthening the diversity and inclusion of its workforce, so that every employee can come to work and be the best version of themselves everyday.

You can choose to answer some voluntary diversity and inclusion questions below,

i to the Hiring Manager, any information you provide will go to our People Support Team for data collection and reporting purposes only.

3 Would you like to answer our voluntary Diversity and Inclusion questions?  No

City of Kingston ~ Candidate User Guide — Accepting an Offer 12
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Finalise and Submit

Review all information and Click on ‘Submit’.

m careers

m careers

KiNGsToN
Mr John Smith
Manage Profile @
Logout 2 On-Boarding : Mr John Smith
My On Bostding 4 Plesse complete the required details and review the information attached in ea
o - E - Not Completed R - Not started - Information Only @ - complete
Welcome Employment Personal Super Choice Vision Personal Banking Downloads
Agreement Information Superannuation Details

king on ‘Submit'you are confirming that al the information you have supplied within this form is true and accurate

you will not be able to edit your information.

Position Description

Acknowledgement
By accepting the Position

iption, | confirm that | have read, understood and accept the duties, responsibilties and mandatory requirements outlined

We encoura

0 save and retain a copy of

EST Position Description - updated d

Applicant Acceptance / Comments  Accepted on 15/02/2021 8:52:33 AM

Acknowledgement

By accepting the employment offr | confirm that | have read, undk

tood and accept the terms and conditions outined in the etter | agree to adhere to the

jes and proced:

f the City of Kingston, including any additions or amendments, which come into operation during my period of
employment.

We encourage you to save and retain a co

your employment offer for your records.
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