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1. Accessing the ACU Applicant Portal

If you have searched for and found a vacancy of interest at ACU, click the Apply button.

Vacancy Details

You will be prompted to sign into the ACU applicant portal.

1.1Staff Member Access

Current ACU Staff can click on the Sign in Via Self-Service (Staff Connect) button to apply
for a position.

Login to Staff Connect and click on the Talent > Careers at ACU menu to view current
vacancies, set up job alerts and apply for advertised positions.

Casual Student Jobs on Campus (open only to ACU Students) are also accessible via the
Talent > Student Jobs menu.

Dashboard - Employee - Talent - Workforce

Training & Courses
Performance

Careers atACU [

Student Jobs 4
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1.2Returning Applicant Access

If you have previously used the ACU Applicant portal, please use your preferred email
address and password previously set to login.

If you have forgotten your password, please click on the Forgot Password link underneath
the Sign In button.

1.3 New Applicant Access
If you are not a staff member and have not previously registered for access to the ACU
Applicant portal, click on the Register for Recruitment button to set up a profile.
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The Create Account Privacy Statement appears in the first instance when clicking the
Register for Recruitment button. This must be reviewed, and the Accept & Continue button
at the bottom of the page must be clicked to commence creating a ACU applicant profile.

Create Account

ction pane! for arole incly
atthe external member h: e infos aczordance with AC

woluntary but f you do not provide the information request

- i you are apslying
information abour app!

conomic area and the General Data Protection Regulation (GDPR) applies, you may 2lso contact ACU

0 machine-readable format

xured, commonly used
al information.

SMS notin use

Please note that re not enabled on our Portal. Please do nat tick the "Receiv

Accept & Continue:

Enter the required details to create a profile and to apply for a position, including an email

address and the creation of a new password.

o
M

Are you a current ACU employee?

Continue

If applicants answer Yes to the eligibility question “Are you a current ACU employee?” the
applicant portal will direct the staff member to apply for the position via Staff Connect.
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Once all details are filled out and the continue button has been clicked, the below notice will
appear on screen advising you to sign into your email account and click on a confirmation
link to complete setup.

N up successfu

(V]

You have signed up successfully.

EBefore completing your application, you will need to activate your account using the confirmation link in the email sent to the email address you
provided.
If you have not received the message in the next few minutes, please check the junk folder prior to contacting us.

The email confirmation will appear in the as per the below. Please check Junk Mail and
Spam if an email message is not received in ten minutes.

h
=

Ernail confirmation link for Australian Cathalic University (ACU) I

nereplyEaanon.cleud (1] f ] .

Hisla,

Click on this link to confirm youwr

Click on the link to confirm the setup and registration. the below notification appears.

Confirm account successful

Your account is now activated, please click the link below to complete your application.

Click here to continue,

Once the Click here to continue link is clicked. The link directs the applicant into the
application process for the position they clicked on to apply for.
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2. Application Screens and Submission

Below is an overview of the application form and each tab requiring to be completed.

2.1 Begin Application
Begin application provides an overview and instructions about the application process.

Li d Equity and Submit
Contact Details Qualification \cenc?s aln qy\ Y ?n Cover Letter Resume u, ml‘
Authorisations Diversity Application

Overview

Lecturer, Nursing

Thank-you for registering for this position.

We invite you to complete the following sections which allow you to define your qualifications, prior experience, selection criteria, etc. and
attach your resume.

You may save your draft application and exit the application process at any point, and return at a later time to complete your application.

Once complete, please submit your application. You will be prompted to fill in any mandatory fields before your application can

be incompleted and accepted.

2.2 Contact Details
Please outline all required contact details. Those marked with red are mandatory fields to
submit your application.

Bagan Licerce: and Equity and SuBmit
= Qualficaton T Cowver Lemer Tesume -
Application Authorisations Diversity Application
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2.3 Qualification
List all qualifications and education details in the qualification tab. To add more than one
gualification , please use the +Add button available.

B?glﬁ. Contact Details L|ce~c.esa.nd EG.UW a.nd Cowver Letter Resume Squl.t
Application Authorisations Diversity Application

4 3
Education Details (2]
TVRE | Bachelor Degres "|
DISCIPLINE | Business V|

| Bachelor Of Business (Human Resources) |

DESCRIPTION | Bachelor Of Business (Human Resources) |

| Australian Cathalic Uni L

| 1Jan 2010 ] |

Delete

2.4 Licences and Authorisations

Enter Licences or Authorisations relevant to the position you are applying for in this section.
This may include things like Working With Children or Vulnerable Adults Licences or
Certificates.

Begin Equity and Submit
.g . Contact Details Qualification _ o . Cover Letter Resume .
Application Diversity Application

Licences (7]

No results found...

m
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Click the drop down fields to answer each of the below Equity and Diversity questions.

Resume

Begin ; I Licences and
.g . Contact Details Qualification L Cowver Letter
Application Authorisations

Equity And Diversity

Submit
Application

Aboriginal and Torres Strait Islander Peoples Employment Strategy.

<elly.roberts@acu.edu.au

oo [oroee T

| Cancel

2.6 Declaration and Criteria

Respond to all the declaration questions and answer the selection criteria outlined in this tab.

Declaration and Criteria

Acknowledgement and Declaration

Employment history with ACU

Have you previously been empleyed by ACU? If YES, please provide as much detail as possible in the COMMENTS area
If you are a current ACU employee, please log into Staff Connect to apply.
® Yes

© No

CHOOSE AN OPTION

Contact Licences and Equity and
Qualification quity Cover Letter Resume
Details Authorisations Diversity

Submit
Application

2.7 Cover Letter

Please upload a cover letter if the advertisement requires this. Please include your response
to the selection criteria in this section also if they have not been addressed in the previous

tab.

Equity and

Begin Licences and
Diversity

Contact Details ualification A
@ Authorisations

- Resume

Application

Cover Letter

Submit
Application

B

| Cancel
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2.8 Resume
Please attach a resume. Please ensure you have listed any affiliations and professional
memberships within your resume.

Begin Licen d Equity and Subrmit
l?gl . Contact Details Qualification = c_e“in a.ury én Cowver Letter u. ml.
Application Authorisations Diversity Application

4 3

Resume (2]

2.9 Submit Application
To submit the application the applicant is required to click on the submit button and all
required mandatory fields must be completed.

Begin Licences and Equity and
.g . Contact Details Qualification L ) o ) Cover Letter Resume
Application Authorisations Diversity

Submit Application 24

Thank-you for completing the application process.

You will be advised by email as we process the applications for this pesition.

PLICATION STATUS | Draft |

| # ResumecfDanie laGangemi.doc |
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3. Sign out and Applicant Profile Settings

A drop-down action menu is available in the top right-hand corner of the ACU applicant
portal screen.

Click on the arrow next to your name to change your personal details, password, email
address, to delete your account, and to sign out of the ACU applicant portal.

Personal Details
Change Password
Lhange Emal Address
Detete ACCount

Help

+] Sign out

END OF DOCUMENT
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