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

Our application process will take approximately 10 minutes to complete. To successfully complete your application,
you will be required to upload your resume and cover letter. Some positions may also require you to answer
Key Selection Criteria under the ‘Mandatory Requirements’ section within the application.

You can ‘Save & Exit’ to save your application and return to complete it at any time. As you apply for a position with
us you will automatically create a user account with the City of Kingston Careers system. You will receive an email
from us which will allow you to set the password on your account and login to edit, complete or manage your
application. If you do not receive an email, please check your junk mail folder.

If you make a mistake you can navigate through your application using the ‘Back’ and ‘Next’ buttons at the bottom
of the page.

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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Navigate to the bottom of the position advertisement and click on the ‘Apply Now’ button.

Position Description & TEST Position Description - updated.docc
Guide  oa Download Guide

Share =3 [ shore W Tweet

Please note that this position will close at 11:59pm on the closing date.
If you require any assistance with your annlication, please contact our Pecple Support Team.

Q, New Search Apply Now

Verify the position information, enter your email address and click on the ‘Apply Now’ button.

Apply for Position
Position Details
Reference Number 15268
Position Title HR Operations Coordinator
Employment Type  Permanent Full Time

Department  People Support

Closing Date  18/03/2021

Start Application

sk Email Address | [Maximum 150 characters]
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Fill out all the mandatory fields. Please note, you will need to enter a preferred phone number so we can get into
contact with you regarding your application. You can also choose to fill out the non-mandatory fields.

Please read and accept our Privacy Collection Statement.
Complete the ReCaptcha box and click on the ‘Next’ button at the bottom of the screen.

( careers Personal & Contact Address Details Additional Supporting Referees Mandstory Diversity and Background Declarations

Details Information Documents Requirements inclusion Screening

personal Details
Jobs -

* Given Names  [Maximum 100 characters
-

togiy Preferred Given Name
Register = * Surname

Contact Details

Home Phone | .
BusinessPhone [
Mobile Phone 1
# Preferred Number  Please Select

As you apply for this position you wil create a Careers user account with the City of Kingston which vil allow you to effciently manage your application. You will receive an email which wil allow you to set

password on your account and login

ifyou do not receive an email pls e your Junk Mail folder and contact Beople Su

pport

To enable the account creation pl

irm your acceptance of the Privacy Statements below and complete the ReCaptcha box and then click “Next”,

Privacy Collection Statement

The City of Kingston believes that privacy is an important ind

Information Privacy Page provides informatio

2 9581 4563 or em

garding our use and disclosure of
peoplesupport@kingstonvicgov.

ersonal data collected via our Careers page for recruitment purposes. You are asked to read the information carefully before
completing the application form. In t

vent you have:

act People Support

I consent to Equifax (providers' o this senvice) sending me information regarding additional products and services from time to time.
Privacy Collection Statement

# | have read and understood the P lection Statement

fm ot a robot

[
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Fill out all the mandatory fields. To enter your address faster, type your address into the ‘Address Search'’ field which
will automatically enter your address details in the required fields for you.

Click on the ‘Next’ button at the bottom of the screen once complete.

Apply for Position: HR Operations Coordinator

Personal & Contact Address Details Additional supporting Referees Mandatory Diversity and Backgreund Declarations
Details N Information Documents Requirements inclusion Screening
Address Search  Search with G
% Address
#Suburb | [Maximum 100
®State | Please Select ¥
* Postcode
*Country | Please Select >

Postal Address
Copy Residential m

* Address Maximum 100 cha
# Suburb Maximurn 100 characters
* State Please Select =
# Postcode Maximum 20 ¢

*Country | Please Select 3

ESaveandExit Next
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Fill out the mandatory field regarding any previous employment with the City of Kingston. You can also choose to enter
your LinkedIn profile name if you would like the hiring manager to view the page as part of your application (please note

this is not mandatory).

Click on the ‘Next’ button at the bottom of the screen to navigate to the next page.

Referees Mendatory Diversity and Background Declarations

Personal & Contact Address Details Additionsl Supporting
Requirements inclusion Screening

Details Information Documents

Additional Information

What is your Linkedln Profile Name (if you have one)?

sHave you ever been employed with the City of Kingston (this
includes working through a recruitment agency or as an
Independent Contractor / Consuftant)?

Please Select

Esaveandl.xn Next>
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You will be required to upload your resume and cover letter to support your application under ‘Supporting Documents’.

Personal & Contact Address Details Additional Supporting Referees Mandatory Diversity and 8adkground Declarations
Details information Documents Requirements inclusion Sereening
Supporting Documents
Document Type Required/Opfional Document Name Actions
Resume Required @ Upload
Cover Letter Required & Uplosd

Uploading your Resume

Click on the ‘Upload’ button, navigate to your saved resume and click on ‘Open’.

Apply for Position: HR Operations Coordinator

Personal & Contact Address Details Additional Supporting Referees Mandatory Diversity and Background Declarations
Details Information Documents Requirements inclusion Screening

Upload Resume  [ESIVLIER] Uploaded documents will be added to

[l Attach Selected Document

Click on the ‘Attach Selected Document’ button.

Personsl & Contact Address Detsils Additional Supporting Referees Mandatory Diversity and Background Dedlarations
Details Informatien Documents Requirements inclusion Screening

Upload Resume  TEST Resume.docx ‘1‘3‘0‘55 Uploaded documents will be added to your profile.

[SUES  Attach Selected Document I
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Click on the ‘Upload’ button, navigate to your saved cover letter and click on ‘Open’.

Personal & Contact Address Details Additional Supporting Referees Mandatory Diversity and Background Dedlarations
Details Information Documents Requirements inclusion Screening

Cover Letter Selection

Upload Cover Letter & Upload Uploaded documents will be added to your profile.
Cancel Attach Selected Document

Click on the ‘Attach Selected Document’ button.

Referees Mandatory Diversity and 8ackground Dedlarations
Requirements Inclusion Screening

Personal & Contact Address Details Additional Supporting
Details Information Documents

Cover Letter Selection

Upload Cover Letter  TEST Cover Letter.do Uploaded documents will be added to your profile.

Cancel

Click on ‘Next’ button at the bottom of the screen once complete.

Personsl & Contact Address Details Supporting Referees Mandatory Diversity and Background Declarations
Details Documents Requirements nclusion creening

Supporting Documents.
Document Type Required/Optional Document Name Actions

esume Required TEST Resumedocx & Download || @ Update@
Cover Letter Required TEST Cover Letterdoo & Dourlosd || @ Update D

8 s mion[ 3

Updating your Resume
Click on the ‘Update’ button, then click on ‘Upload’ navigate to your saved resume and click on ‘Open’.

Referees Mandatory Diversity and Background Dedlarations
Requirements inclusion Screening

Personal & Contact Address Details Additional Supporting
Details Information Documents

Supporting Documents
Document Type Document Name Actions

Resume Required TEST Resume docx & Downlosd (108 Update

TEST Cover Letterdocx & Download ([ @ Update

CoverLetter Required

Click on the radio button next to the resume you have just uploaded and click on the ‘Attach Selected Document’ button.

Personal & Contact Address Details Additional Supporting Referees Mandatory Diversity and Background Declarations
Details Information Documents Requirements inclusion Screening

Upload Resume  [EESTSIOSN} Uplaaded documents will be added to your profile.

Supported document types: doc docx,paf

Select a resume document from your profile
Profile Document Date Created

) TESTResumedon ot 19/02/2021 8:12:11 AM

cancel | [ ted Document|

IK*

KINGSTON
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Updating your Cover Letter
Click on the ‘Update’ button, then click on ‘Upload’ navigate to your saved cover letter and click on ‘Open’.

Personal & Contact Address Details

Additional Supporting Referees Mandatory Diversity and Background Declarations
Details Information Documents Requirements inclusion Screening

Supporting Documents

Document Type

Required/Optional

Required

Document Name Actions
Resume TEST Resume.docx

@ pownload || @ Update
Cover Letter

Required TEST Cover Letterdoct

& Download | & UpdateZ

Click on the radio button next to the cover letter you have just uploaded and click on the ‘Attach Selected Document’ button

Personsl & Contact Address Details Additional Supporting Referses Mandatory Diversity and Background Declarations
Details Information Documents

Requirements Inclusion Screening

Cover Letter Selection

Upload Cover Letter  TEST Cover Letter.docx (120KE ) [JRESRTSRES]

y Supp: nt types: doc.doo
Select a cover letter document from your profile  >4PPOrted document types: doc docx pof

Uploaded documents will be added to your profile:

Profile Document Date Created
O TEST CoverLetterdocs &

19/02/2021 8:14:13 AM

[SLS  Attach Selected Document [

Click on the ‘Next’ button at the bottom of the screen once complete to navigate to the next page.
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It is not mandatory to complete your referees at this stage of the application process. You may choose to do this at a later stage in the
process or when requested if you are successful in obtaining an interview for the position. If you choose to complete this at a later stage,
you will need to simply log in and update this in your profile.

External Applicants — You will need to upload details of two referees ideally referees should be from within the last 5 years.

Internal candidates - At least one reference check must be completed with your current reporting manager, please upload their details for
reference checking. You may also upload details of another referee that you would like us to contact to conduct a reference check relating
to your application. Please note, ideally referees should be from within the last 5 years.

Adding a Referee

Click on the ‘Add new referee’ button.

Personal & Contact Address Details Additional Supperting Referees Mandatory Diversity and Background Declarations

Details Documents Requirements Inclusion Screening

External Applicants - Pieo: ears.

Internal candidates -

that you would like us to contact to conduct a reference chet

note ideally referees sho:

Itis not mandatory to complete t

p at this stage of the application process. You will be able to log in and update this in your profie at any fime.

There are no referees saved in your profile.

2dd new referes

T

Fill out the mandatory fields, please note that you will be required to provide a preferred contact phone number.

Click on the ‘Next’ button at the bottom of the screen once complete.

Personal & Contact Address Details Additional Supporting Referees Mandstory Diversity and Background Declarations
Details Information Documents Requirements Inclusion Screening
New Referee Details
* Full Name Masim

* Company Name | [Masimum 200

# Position Title

Mobile Phone | &0
Landline Phone | . #
* Preferred Number | Please Select ¥

Email Address

* Relationship Mazimum 100 ziz
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Some positions may also require you to answer Key Selection Criteria under the ‘Mandatory Requirements’ section within
the application. Please note, if the position you are applying for does not have any key selection criteria applicable, this page
will not appear as part of the application process.

Answer the mandatory requirement questions and click on the ‘Next’ button at the bottom of the screen once complete.

Personal & Contact Address Details Additional Supporting Referees Mandatory Diversity and Background Declarations
Details Information Documents Requirements Inclusion Scresning

Mandstory Requirements

1. Essential Do you hold a current driver's licence which allows you to drive within Victoria?

2. Essential Are you willing to undertake a Working with Children Check? Please note, you will need to organise and pay for this if you are successful in progressing to the
pre-employment stage of the recruitment process for this position. If you already have a Working with Children Check you will be required to add the City of
Kingston as an employer if you are succassful for this position.

3. Essential Do you hold the qualifications required in the position outlined in the position description?

£ Save and Exit | Next >

Please read the information about diversity and inclusion and click on the ‘Next’ button to navigate to the next page.

Persons! & Contact Address Details Additional Supporting Referces Background Declarations
Details Information Documents Screening

Diversity and Inclusion

The City of Kingston is committed to supporting di and inclusion in our workplace. Our recruitment process aims to remove barriers to employment opportunities by maximising accessibility for all our candidates.

If you require any reasonable ajustments to be made to enable your participation in our recruitment process, please contact our People Support Team on 03 9581 45 scuss this further,

This information will automatically default to ‘Yes' if you are recognised as having a Fit2Work account, otherwise please
leave as ‘No’ and click on ‘Next..

Personal & Contact Address Details Additional Supporting Referees Mandatory. Diversity and Background Declarations
Details Information Documents Requirements Inclusion Screening

This s for office use only, please click 'Next'to continue.

Do you have a Fit2Work Badge m

Log into Fit2Wark

[ oo [ o |
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Fill out the mandatory fields and click on the ‘Submit Application’ button at the bottom of the screen once complete.

Personal & Contact Address Details Additional ‘Supporting Referees Mandatory. Diversity and Background Declarations
Details Information Documents Requirements Inclusion Screening

% Are you willing to undergo a Criminal Records Check?

Please select v
Please note, this check will be arranged and paid for by the City of Kingston through Fit2Work if you are successful in ing to the p stage of the ks
process for this position.
% Do you currently have the right to work in Australia? R e
For more information on Eligibility to Work copy and pasta this URL into your browser httpsy//wunw.kingston.vie.gov.su/About- Us/Careers 2 i

Where did you first see or hear about this vacancy? TS S

Your application has now been submitted an email will be sent to you confirming receipt of your application. If you do not
receive an email, please check your Junk Mail folder before contacting our friendly People Support team.

Once applications close, the hiring manager will review your application and will contact you either by phone or email
to progress your application. If you are unsuccessful you will receive an email notification.
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Checking application progress
You can check the progress of your application at any time.
Log into Careers.

Click on ‘My Profile’.

m careers All Vacancies i= ' & My Profile ,

Enter a keyword or job ID

BT, . .

All Categories v L " Any Employment Type %

Click on ‘Manage Profile’ on the left side menu.

Click on the ‘Application History' tab.

You can view the status of your application under the ‘Status’ column.

m careers

KINGSTON

m careers

John Smith
| Manage Profile
| Logout

John Smith

Jobs 2 Emait: candidatetraining @gmail.com
. Phone: 425779563

* Status:

& profie B EmploymentSummary &= Compensation ' Timeline  E4 Profile Image PEISOSNNESVEY () Documents @ ResumeKeywords i References I Comespondence & AccountSettings
———

Position Title Last Updated Options

! 2 View v o

Application History

10008 HR Business Partner
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View your application history
Log into Careers.

Click on ‘My Profile’.

m careers All Vacancies &= [ 2 My profile |

Enter a keyword or job ID
TR

All Categories v Any Employment Type %

Click on ‘Manage Profile’ on the left side menu.

Click on the ‘Application History' tab.

Select 'View' from the Options drop down list and click on the arrow icon.

m careers

m careers

John Smith
Manage Profile

Loaon John Smith

Jobs & Email: candidatetraining@gmail.com
. phone: 425779563

* Status: Active

[ERTEISINEEA) 2 Documents @ ResumeKeywords i References Comespondence % Account Settings

D Timeline

& profile E9) Profile Image

B Employment Summary &= Compensation

Application History
Refs Position Title Status Last Updated Options -
10008 HR Business Partner Complete 1270272021 . o l

Update
Withdraw

Your application will open, click on the tabs as appropriate to navigate and view your application information.

(NYEVRN ) Contact Details  Additional Information  Supporting Documents  Required Documents  Referees  MandatoryRequirements  Diversityand Inclusion  Declarations
Given Name(s)  John

Surname Smith
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You can update or complete an application while the position is still advertising

Updating your application
Log into Careers.

Click on ‘My Profile’.

careers All Vacancies i= ' & My Profile ’

Enter a keyword or job ID

BRAEY,

All Categories v L " Any Employment Type %

Click on ‘Manage Profile’ on the left side menu.

Click on the ‘Application History' tab.
Select ‘Update’ from the Options drop down list and click on the arrow icon.

You can now update and re-submit your application.

m careers

m careers

John Smith
Manage Profile
Logout

John Smith

Jobs & Email candidatetraining@gmailcom
. Phone: 425779 563

* Status: Active.

@ profle W Employmentsummary = Compensaion D Timeline [ Profile image PRTSUSMNEOVEN) ) Documents [ ResumeKeywords  f References Comespondence 4 Account Settings

Application History

Position Title Status Last Updated
10008 HR Business Partner Complete 12/02/2021 = <5
/
el
Update
| w
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Completing an incomplete application
Log into Careers.

Click on ‘My Profile’.

m careers All Vacancies i= ' & My Profile ,

Enter a keyword or job ID

PRy, . .

All Categories v Any Employment Type %

Click on ‘Manage Profile’ on the left side menu.
Click on the ‘Application History' tab.
Select ‘Complete’ from the Options drop down list and click on the arrow icon.

You can now complete and submit your application.

l‘.‘ tal=tls m careers

KiNGsToN
e -
Manage Profile

Logeus
Mr John Smith [C1075]
My On-Boarding @z
U FWorkBadge: QW
Jobs. L4 £ Email: johnsmith@gmail.com

. Phone: 95860000

* Status:

PESSRATRSN ) &) Documents (8 ResumeKeywords @ References 5 Comespondence £ Account Settings

Options.
View v e

14159 Business Services Coordinator Incomplete 05/02/2021 B v o
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You can withdraw your application while the position is still advertising. If you would like to withdraw your application after
the closing date, please contact the hiring manager or the People Support team at &3 peoplesupport@kingston.vic.gov.au.

Log into Careers.

Click on ‘My Profile’.

m careers All Vacancies i= ' & My Profile ,

Enter a keyword or job ID
b

All Categories v L E Any Employment Type %

Click on ‘Manage Profile’ on the left side menu.

Click on the ‘Application History' tab.

Select ‘Withdraw’ from the Options drop down list and click on the arrow icon.

m careers
m careers
Mr John Smith Ll b
Manage Profile @
Logout o

Mr John Smith [C1075]
My On-Boarding (4

© FoWokBage oW

Jobs. - & Emait johnsmith@gmail.com

. Phone:

* Status:

@ Profie B Employment Summary = Compensation D Timeline [ Profile Imag  ResumeKeywords @ References B Comespondence & Account Settings

Application History
Positon Title Last Updated

HR Operations Coordinator Complete 15/02/2021
(Applications Closed)

Business Services Coordinator Incomplete 05/02/2021

On-Boarding History

Accepted @
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You will notice that the application status has now been changed to ‘Withdrawn'.

|[1 careers

Mr John Smith
Manage Profile @

m careers

Mr John Smith [C1075]

U FWorkBadge: QW

Logout ®
My On-Boarding @z
Jobs -

You will recei

2 Emai: johnsmith@grmail.com
. Phone:

* Status:

ve an email confirming that your application has been withdrawn.

careers m

KINGSTON
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Re-applying for a position
Log into Careers

Click on ‘My Profile’.

m careers All Vacancies i= l & My Profile

Enter a keyword or job ID

L

All Categories v Any Employment Type %

Click on ‘Manage Profile’ on the left side menu

Click on the ‘Application History’ tab
Select ‘Re-Apply’ from the Options drop down list and click on the arrow icon

You will now be able to review and re-submit your application.

I careers m careers

KINGSTON
M John Smith

Manage Profile @

Logout -

Mr John Smith [C1075]
ET— e
© Emai: johrsmith@gmailcom
. Phone:

* Status:

@ Profle B EmploymentSummary = Compensation D Timeline 3 Profile Image orespondence & Account Settings

Application History
Position Title Last Updated

HR Operations Coordinator

Business Services Coordinator Incomplete: 05/02/2021
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