


WELCOME TO IRECRUIT

iRecruit is our online job search and application system. Use iRecruit to search and apply for advertised UTS jobs. You can also use iRecruit to set up job

alerts tailored to your job search preferences.

This guide will help you use the system.
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Step 1: How to Register

Description
This topic demonstrates how to register and set up a UTS iRecruit account for the first time. It is relevant to candidates who are setting up job alert
preferences, applying for positions, accepting a contract or renewing a contract.

In this scenario you will create a UTS iRecruit account, attach a resume, and enter and review your details.

Pre requisites
- resume (optional)
- social media service login eg Google+, Linkedin, Facebook (optional)

Results

At completion of this topic you will be able to:
- set up and receive tailored job alerts

- apply for UTS jobs
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Action

Begin on the UTS iRecruit Home page. You can navigate to this page by clicking on the Search Jobs tab on Jobs at UTS website.

) UNIVERSITY OF e "
324 TECHNOLOGY SYONEY iRecruitment

Job Basket Diagnosti

* Conduct an Advanced Search

Job Search

Welcome to Jobs@UTS ' Login
e New Jobs (Last 7 days) « Post Your Resume  Is this your first time to our Job Site?

You need to register in order to apply for jobs at
UTS. Providing us with this information once will
allows you to apply for jobs more easily and

quickly. | Register today

Enter your search criteria below and click Go. To see all available jobs select all | Advanced Search
lacations and click Search. Click the Advanced Search button to further refine your

search.
Keywords

(example: Marketing Java DBA)

cr

Date Posted

About this Page

If you have previously warked for UTS, then click
here to register with your existing details.

Already registered on our Job Site?
Email
Password

Login

“TIP__Did you forget your password?

@ jobs@uTs Quick Links

& Manage My Account
e Conduct Job Search
* View Job Basket

& View Jobs Applied for

. All rights reserved

/" Trusted sites | Protected Mode: Off

v 0% ~

Step

Action

2.

Click the Register today button.
Register today
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Action

3. The Registration page displays.

4, Enter in your preferred Email, Family Name and First Name in the Your Details section.

5. Enter in your preferred Password and repeat this password in the Confirm Password field.

6. Click the Submit button.

7. The Create Account page displays.
The next step in setting up your account is to populate your qualifications and employment history.
You can either click the Apply Manually button to populate this information yourself or you can Upload your resume which will
automatically fill in and update some fields in your profile for you.

8. If you prefer to use your LinkedIn, Google+ or Facebook account to populate your profile you can Sign In to your account from this
page.

9. The next few steps in this scenario assume you will upload a resume.
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iRecruitment

General | My Account

Create Account

1f you want to update your profile you can choose to upload your resume or sign in to a social network account which will Gt Apply Manually
fill in and update fields in your profile. | Apply Manually |

@ Choose a method

Upload a resume Sign in to account
Browse E Linkedin® Sign In
- e et e
Upload OR f Facebook® Sign In
Sign In
Powered by taml‘_l apply Privacy Policy

Done «/ Unknown Zone (Mixed) | Protected Mode: OFf %4 ~ #100% ~

Step

Action

10.

Click the Browse... button.

Browse...
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6 Choose

(8 B Deskiop »

Search Desktop

[ Documents

Organize = New folder - 0 @
i ~ | L™= Microsoft Word Document 4
7t Favorites — |65
[ Desktop
& Libraries

My Documents
& Shortcut
) 330bytes
W1 5 Fione Adams CVdocx

- | Microsoft Werd Document
——1166KB

My Documents
& Shorteut
) 330bytes

W_ﬂ‘ﬁ Out of office note.docx
= W] picrosoft ord Document

About this Page  Privacy Statement

File name: «| [l Files 1) =
i — -
Powered by ﬁmgapm Privacy Policy

Cancel | | Apply Manually

Home Jobs Logout Job Basket Diagn

cle. Al rights reserved

Done

./ Unknown Zone (Mixed) | Protected Mode: OFf 4 ~ #100% ~

Step

Action

11.

Select the resume.

Fiena Adams CV.docx
Wlhal, .
= Microsoft Word Document

12.

Click the Open button.

Open
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Step

Action

13. Click the Upload button.
Upload
14. The resume has now been uploaded and the Register: Review Account Information page displays.
Use this page to review, enter and update your personal information. Use the scrollbar to move up and down the page.
Note: Fields with * are mandatory.
15. Important: Information imported from resumes or social media accounts may not be 100% accurate.
It is important to review all fields and make amendments as required.
16. As well as collecting personal details the Basic Details section covers information relating to your Right to Work in Australia and your
previous contact with the University.
17. The Source Details section asks you to identify where you first heard about UTS.
Use the Source dropdown button to select from the source dropdown menu.
When selecting a more generic source, such as Other Online Job Board, more information can be provided in the Source Name field.
18. Review the Address section and make amendments as required.
19. Review the Phone Number section and make amendments as required.
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Step

Action

20.

Click the Times to Call dropdown button to activate the menu and select your preferred option.

[
* Have you worked at UTS via a recruitment agency in the last 12 months? No ~
No

Source Details

Source  Careers@UTS -

Source Name

Example: if you first saw our advert on an online job board, which job board?

Address

Country  Australia «

* AddressLine 1 [587 Dunbar Crescent
Addresstne2 [
Addresstne [

=suburb [ouneaR
* State

sl
= Postal Code  [4444

Phone Numbers

Phone Number Times to Call

Home -
Mobile 0433333333 BT |
Work 07 36544569 _—

m

- Employment History
Show All Details | Hide All Details
Details Employer Start Date End Date Job Title Location Delete
Stide [Road Traffic Authority Hovember ~ 2010 = - ~  [Executive Assistant [Sydney ]
Description of Job Duties [Executive Assistant to Dean of Science. Description of duties: feading, monitoring  ~
and r to the Dean's email. answerina calls and handilina aueries. ( -
Done «/ Trusted sites | Protected Mode: Off v ®100% v
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Step

Action

21.

The Employment History will populate from the resume.
Review these fields and update, delete or add Employment History as needed.

Click Add Another Employer button to insert a missing position. Click on the Delete icon at the end of the row to remove a position.

22.

The Education Qualifications will populate from the resume.
Review these fields and update, delete or add Education Qualifications as needed.

Use the Add a Qualification button to insert a qualification. Click on the Delete icon at the end of each row to remove a position.

23.

Your uploaded resume appears in the Other Documents section.

To upload another resume or document click Add Another Document. Use the Delete icon at the end of the row to remove a
document.

24.

After all Personal Information, Employment History and Education Qualifications have been entered you are ready to proceed to the
next step in the registration process.

25.

Click the Continue button.

26.

The Register: Enter Preferences page displays.
All candidates are required to complete the Terms and Conditions section.

Use the | Agree dropdown to accept and select Yes.
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Step

Action

27. IMPORTANT: If you choose not to Agree, you will be unable to complete your My Account set up.
| have read and accept the UTS Privacy Statement for the Employment Process and agree to the use of my personal details and application history for UTS recruiting activities.
*1agree -
This means you will be unable to apply for jobs or accept contracts at UTS.
28. Note: Do not uncheck the tick box. If you uncheck this box you will not be able to accept or renew contracts.
* I agree to my personal information being searched by UTS for possible future positions.
29. UTS can send you job alert emails tailored according to your preferences.
Use the Keywords, Job Category and Employment Status fields to set up job alert email preferences.
These fields are not mandatory.
30. Tick this box to receive emails. Untick this box to unsubscribe from emails.
Use the Frequency of Emails dropdown to select email frequency.
31. After all preference details have been completed you are ready to Finish the registration process.
32. Click the Finish button.
33. A Confirmation message will appear at the top of the screen to indicate the completion of the Registration process.
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Step Action
34. Note: Any open jobs matching your preferences will be displayed at this stage.
To access more detailed information about a specific job click on the Reference Number link.
To Apply click on the Apply Now icon at the end of the row. More information on completing the application process can be found in
a separate demonstration on How to Apply.
Apply
35. To return to the UTS iRecruit Home page use the Home tab.
36. Click the Home tab.
Home
37. The UTS iRecruit Home page displays.
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Step

Action

38.

The How to Register topic is now complete.

Key points:

- Upload your resume or social media profile to fill in and update Personal Information, Employment History and Education
Qualifications in your profile

- All candidates are required to complete the Terms and Conditions section

- Use the Enter Preferences page to set up and receive tailored job alerts from UTS

End of Procedure.

External Candidate User Guide November 2013 Page 13 of 46




Step 2: Search For Jobs

Description

This topic demonstrates how to search for a vacancy and place a job in the job basket. It assumes that you do not have a registered account with UTS.
In this topic you will navigate to iRecruitment, complete an advanced job search and select a job for the job basket.

Prerequisites

There are no prerequisites for this topic.

Results

At the completion of this topic external candidates will be able to:

- search for a job using the Advanced Search function

- place a job in the Job Basket for later reference
- delete a job from the Job Basket.
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Step Action

1. To access UTS's iRecruitment system select the Search Jobs tab on Jobs at UTS.

The iRecruitment Welcome to Jobs at UTS page will display.

iRecruitment

- Welcome to Jobs@UTS L
« MNew Jobs (Last 7 days) « Post Your Resume  Is this your first time to our Job Site?
« Conduct an Advanced Search You need to register in order to apply for jobs at

UTS. Providing us with this information once will
allows you to apply for jobs more easily and

Job Search quickly. Register today
Enter your search criteria below and click Go. To see all available jobs select all | Advanced Search ! [ ey o o 70, e 5
lacatians and dlick Search. Click the Advanced Search button ta further refine your A D B A T R A
search.
i _ Already registered on our Job Site?

(excample: Marketing Java DBA) Email
Date Posted -

“TIP__Did you forget your password?

©, s@UTS Quick Links

& Manage My Account
& Conduct Job Search
o View Job Basket

* View Jobs Applied for

/' Trusted sites | Protected Mode: Off v ®0% v
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2. If you wish to Register Today you can do this by clicking the Register Today link.
However this is not necessary to search for jobs as an external candidate.

This example will assume that the candidate does not have a registered account with UTS.

3. There are a number of ways to search available jobs.
Clicking on the New Jobs (last 7 days) will bring up a list of recently posted jobs.

Clicking on the Conduct an Advanced Search will give you access to more detailed search options.

4, The Job Search section on the iRecruitment Welcome to Jobs at UTS page allows you to do a simple search.

Job Search
Enter your search criteria below and click Go. To see all available jobs select all locations and | Advanced Search |
click Search. Click the Advanced Search button to further refine your search.

Keywords |
(example: Marketing Java
DEA)
Date Posted -
Search | Clear |
5. Use the Keywords field to search for a specific reference number or enter keywords related to the job.
6. Use the Date Posted field to specify the date range of your search.
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iRecruitment

Welcome to Jobs@UTS ~'Login
« New Jobs (Last 7 days) « Post Your Resume Is this first time to our Job Site?
O EAE A T T You need to register in order to apply for jobs at

UTS. Providing us with this information once will
allow you to apply for jobs mare easily and

Job Search quickly. _Register today

Enter your search criteria below and click Go. To see all available jobs select all Advanced Search T you have previously worked for UTS, then click
locations and click Search. Click the Advanced Search button to further refine your here to register with your existing details.
search.

s Already registered on our Job Site?

(examples: Marketing laDEA) Email
Password

Login

Date Posted

since Yesterday

“TIP__ Did you forget your password?

10bs@UTS Quick Links
* Manage My Account
» Conduct Job Search
e View Job Baskat
* View Jobs Applied for

About this P

All rights reserved

./ Trusted sites | Protected Mode: Off v R100% ~

Step Action

7. Another way to search is to use the links at the top of the iRecruitment Home page.

For this example we will select New Jobs (Last 7 days)

8. Click the New Jobs (Last 7 days) link.

Mew Jobs (last 7 dagsﬂ
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Step Action
9. The iRecruitment: Jobs page Advanced Search displays.
From this page you can refine your job search.
10. Keywords related to the job you are searching for can be entered.
11. Refine the search by clicking on the arrow to select the date range. If you are regularly checking postings you may like to select Last 3
Days.
12. The job search can be refined be selecting the Employment Status. For example, Full Time, Part Time, Casual, Part Year/Sessional.
Click the button to the right of the Employment Status field and selected your preferred option if you want to use this field.
13. You can refine your search further by selection a job category from the list.
Note: More than one job category can be selected at a time. Hold down the Control key on the keyboard whilst right clicking the
mouse on the second category.
14. Click the Search button.
15. Jobs that match your search are displayed at the bottom of the page.
16. To find out more details about the position you are interested in click on the Reference Number link for that role.
‘Reference ‘
N
‘ IRC20428
N
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Step

Action

17.
This position can be emailed to someone by clicking on the Refer a Friend link.
18. To return to the list of jobs click the Jobs link.
Jobs
19. The available jobs based on your search criteria is again displayed.
20. To view a position at a later stage you can add the position to the Job Basket by relevant ticking the check box under the Select
column.
Note: To save and view at another time a registered account is required.
21. Click the Checkbox.
22. Click the Add To Basket button.
| Add To Basket I
23. Click the Job Basket link to view jobs you have placed in the Job Basket.
24. Click the Job Basket link.

Job Basket
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Step

Action

25. The Job Basket page displays.

26. To remove the job(s) that you have placed in the Job Basket select the relevant check box.

27. Click the Checkbox.

28. Click the Remove From Basket button.
| Remove From Basket |

29. The job has now been removed from the Job Basket.
Now return to the iRecruitment Home Page

30. Click the Jobs link.

31. The iRecruitment: Jobs page now displays.

32. Click the Home tab.

33. The iRecruitment: Home page now displays.
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Step

Action

34.

The Search For Jobs topic is now complete.

Key Points:
- Enter criteria in Advanced Search to refine search results.

- Add positions to the Job Basket for later reference.

End of Procedure.
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Step 3: Apply for a Job

Description

This topic demonstrates how to apply for a job in UTS iRecruit . It is relevant to candidates who are applying for positions at UTS.

In this scenario you will navigate to iRecruitment, search for a job using the IRC Number and submit an application.

Important: This process is for candidates who are not already UTS staff members. If you are an existing UTS staff member reading this please refer to the
iRecruit Internal Candidate User Guide. This guide can be found on the iRecruit webpages on the HR website and explains how UTS staff apply for

advertised positions.

Pre requisites

- registered profile on UTS iRecruit

- UTS iRecruit username and password

- resume and other supporting documentation

Results

At completion of this topic you will be able to:

- search for a vacancy

- submit an application for consideration

- confirm that an application has been submitted
- monitor the status of your application
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Step Action

1. To access UTS's iRecruitment system select the Search Jobs tab on Jobs at UTS website.

The iRecruitment Welcome to Jobs at UTS page will display.

iRecruitment

- Welcome to Jobs@UTS L
« MNew Jobs (Last 7 days) « Post Your Resume  Is this your first time to our Job Site?
« Conduct an Advanced Search You need to register in order to apply for jobs at

UTS. Providing us with this information once will
allows you to apply for jobs more easily and

Job Search quickly. Register today
Enter your search criteria below and click Go. To see all available jobs select all | Advanced Search ! [ ey o o 70, e 5
lacatians and dlick Search. Click the Advanced Search button ta further refine your A D B A T R A
search.
i _ Already registered on our Job Site?

(excample: Marketing Java DBA) Email
Date Posted -

“TIP__Did you forget your password?

©, s@UTS Quick Links

& Manage My Account
& Conduct Job Search
o View Job Basket

* View Jobs Applied for

/' Trusted sites | Protected Mode: Off v ®0% v
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To apply for roles at UTS you must have registered as a candidate in iRecruitment.

If you are not already registered in iRecruitment refer to the How to Register topic for detailed instructions.

To begin the application process you need to login to your iRecruitment account.

¥ UNIVERSITY OF - a
%2 TECHNOLOGY SYDNEY iRecruitment

Job Basket Diagnostics

» Conduct an Advanced Search

Job Search

Welcome to Jobs@UTS. “+'Login
+ New Jobs (Last 7 days) « Fost Your Resume  Is this your first time to our Job Site?

You need to register in order to apply for jobs at
UTS. Providing us with this information ance will
allow: you to apply for jobs more easily and

quickly. | Register today

dear

Home Jobs Job Basket Diag

About this Page P

Enter your search criteria below and click Go. To see all available jobs select all Advanced Search I you have praviously worked for UTS, then click
locations and click Search. Click the Advanced Search button to further refine your here to register with your existing details.
search.
Keywords Already registered on our Job Site?
(exemple: Marketing Java DBA) Email ,—
Date Posted -

Password

“TIP  Did you forget your password?

Jobs@UTS Quick Links
* Manage My Account
« Conduct Job Search
o View Job Basket

e View Jobs Applied for

cle. Al rights reserved

/' Trusted sites | Protected Mode: Off v B0k v
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Action

4, Click in the Email field.
5. Enter your email into the Email field.
6. Click in the Password field.
7. Enter your iRecruitment password into the Password field.
8. Click the Login button.
Login

9. Your iRecruitment Home page displays.

From this page you can:

- view your most recent notifications

- review previous applications

- view confirmed interviews

- search for jobs under Quick Links.
10. Use the Quick Links to search for advertised jobs.
11. For this example, click Search for Jobs.

Search for Jobs
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Step Action
12. The Jobs: Available Jobs page is now displayed.
For the purposes of this document we will use a Reference Number to conduct our search. The search could be conducted using
Keywords or Date Posted.
13. Enter the desired information into the Keywords field.
14. The search can also be refined by using the Date Posted field.
15. Click the Go button.
16. Jobs matching your search criteria will display.
17. Identify the job you want to apply for. Click the Apply Now button at the end of the row.
i
18. The Application: Review Account page for the job is now displayed.
19. Click the scrollbar to move down the page to review the information that has flowed through from your iRecruit profile.
20. The Documents section shows which documents are currently attached to your application and allows you to replace or add
documents.
21. Important: Any documents in this section will be made available to Selection Panel recruiting this role.

You must delete any documents you do not want the Selection Panel to view as part of this application.
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Step Action

22. Click the Delete button to remove documents.

@

23. Click the Add Another Document button to add documents supporting your application.

| Add Another Document

) unersiTY o
4‘_4 TECHNOLOGY SYDNEY

iRecruitment

N Navigator v B Favorites » Logout Job Basket Diagnos

Upload Document

Please select the file you wish to upload. Enter a description of the file and choose a file type.
s Spkoee
* File Path Browse...
Description
lease clearly describe th you upload as they allyour
applications.
* File Type -

e

Home Jobs Logout Job Basket Diagnostics

About this Page  Privacy Statement Copy cle. All rights reserved

Done

+/ Trusted sites | Protected Mode: Off L or ®10% v
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Step

Action

24, Once you click the Add Another Document button.
The Upload Document screen is now displayed.
25. Click the Browse... button.
| Browse...
26. Click the James Johnson CV.docx list item.
W & Ja_rnesJohnson CV.docx
=— | Microsoft Word Document
——] 141 KB
27. Click the Open button.

Open I
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iRecruitment

Upload Document

Logout Job Basket Diagno

* Indicates required field

* File Path  C\Users\097639\DesktopiJames Johnson C' [ Browse.
DESCVIPUOH

Please clearly describe th vou upload s they tted for all your
applications.

* File Type -

Home

tatement

Please select the file you wish to upload. Enter a description of the file and chaose  file type-

pias

«f Trusted sites | Protected Mode: Off

G-

H100% v

Step

Action

28.

Enter the desired information into the Description field.
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iRecruitment
Logout Job Basket Diagno

Upload Document

Please select the file you wish to upload. Enter a description of the file and choose a file type.
* Indicates required field Upload

* File Path - C\Users\097639\DesktopiJames Johnson C'[_Browse.

Description  |cv Assadiate Lecturer UTS|
Pl e you upload as they itted for all your

applications.
* File Type -

Home

tatement

«/ Trusted sites | Protected Mode: Off fa v ®100% v

Step

Action

29.

Click the box at the end of the File Type field.

[-]
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iRecruitment

Logout Job Ba

Upload Document
Please select the file you wish to upload. Enter a description of the file and chaose  file type-

* Indicates required field Upload

* File Path  C\Users\097639\DesktopiJames Johnson C'[_Browse.

Description  [cy Assaciate Lecturer UTS

Please clearly describe th vou upload s they itted for all your
applications.

Cover Latter
Other Document Type

Resume. Home Jobs Logout Job Basket Diagnostics

[ PRSPRYINI Scloction Criteria Response Copyright
- |Written Reference Checks

* File Type

pias

racle. All rights reserved

+/ Trusted sites | Protected Mode: Off fa v ®100% v

Step Action

30. Click the Resume list item.

31. Click the Upload button.
Upload

32. Click the scrollbar.
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Step Action
33. The newly uploaded document is displayed.
34. Click the scrollbar to move down the page.
35. Review the Employment History and Qualification sections. Update, delete or add as needed.
36. Click Add Another Employer or Add Another Qualification buttons to insert a missing position or qualification.
Click on the Delete icon at the end of the row to remove information.
37. Once you have made all your amendments you are ready to move to Step 2.
38. Click Next.
[ext |
39. The Application: Other Information page displays.
40. The How Did You Hear About Us section asks you to identify where you first heard about the job.
Use the Posting Source dropdown button to select from the source menu.
41. When selecting a more generic source, such as Other Online Job Board, more information can be provided in the Source Name field.
42. The Equal Employment Opportunity section is voluntary. You can leave the fields blank if you prefer not to answer.
43. For this example, we will complete both fields.
44, Click the Calendar icon to select your Date of Birth.
45. Click the box at the end of the Sex field to select your gender.

[]
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Step

Action

46. Click Next to move to the final step in the process.
47. The Review Application page displays.
48, Review the information displayed on this page to ensure that the content is correct before proceeding.
Use the Back button to correct information if required.
49, Important: Once you click Finish you cannot add or amend any application information.
50. Click the scrollbar to move down the page.
51. To submit your application click Finish.
52. A Confirmation message will appear at the top of the screen to indicate the completion of the application process.
53. To return to your iRecruitment Home page use the Home tab.
54. Click the Home tab.

Home
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iRecruitment

& HNew Jobs (Last 7 days’
On this page you can see a summary of your application history and get a status update. You can also use the Quick Links menu on the « Search for Jobs
right to search for available jobs.

 Notifications

Your five most recent open notifications are listed below. Click the subject to respond. To see all your notifications, click the
Full List button.

From Subject Sent

No results found.
Jobs Applied For
Below is a list of your five most recent applications and their statuses. To see all your applications click the Full List button.

Reference Number |30 Title Status Application Details
IRC18538 Associate Lecturer Application Received

My
Reference Start End Primary Contact Contact Interview
Number Date Time Time Type Status Interviewer Hame HNumber Details

Mo results found.

Done / Trusted sites | Protected Mode: Off a v B10% v

Step Action

55. The UTS iRecruit Home page displays.
Home
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Step

Action

56.

The How to Apply topic is now complete.

Key points:
- You must register in iRecruitment before you can apply for UTS jobs

- Delete any CVs or documents from My Documents you do not wish to submit with your application. Any documents in this section

will be submitted to the Selection Panel for review
- Ensure you review and attach all information before clicking Finish as you cannot make changes after this point

End of Procedure.
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Step 4: Accept or Reject e-offer

Description

This topic demonstrates how to view and accept an e-offer of employment. It is relevant to external applicants who have received an email or notification
advising them that they have been sent an e-offer from UTS.

In this scenario you will login to iRecruitment and open the e-offer from your notifications and accept the offer.
Pre requisites

- iRecruitment login credentials

Results

At completion of this topic staff external applicants will be able to:

- open an e-offer from their notifications

- review an e-offer

- accept an e-offer

- decline an e-offer

Following acceptance of the e-offer the onboarding process would commence.
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Step Action

1. Begin on the iRecruitment: Login page.

Enter your email address and password credentials to login.

iRecruitment

* New Jobs (Last 7 days * Post Your Resume

» Conduct an Advanced Search

Job Search

You need to register in order to apply for jobs at
UTS. Providing us with this information ance will
allow: you to apply for jobs more easily and

quickly. | Register today

Enter your search criteria below and click Go. To see all available jobs select all
locations and click Search. Click the Advanced Search button to further refine your

search.
Keywords
(sxample: Marksting Java DBA)
Date Posted -

Advanced Search If you have previously worked for UTS, then click

here to register with your existing details.

~ Already registered on our Job Site?
Email
Password

“TIP__ Did you forget your password?

. Jobs@UTS Quick Links

* Manage My Account
e Conduct Job Search

* View Job Basket

s View Jobs Applied for

Done

./ Trusted sites | Protected Mode: Off v ®100%
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Step Action

2. Click the Login button.
Login ‘
3. The iRecruitment: Home Page displays.

Use this page to navigate around iRecruitment.

On the top line of the notifications "Congratulations you have received an offer from the University of Technology Sydney" appears.

4, To view the details of this offer click the Congratulations you have received an offer from the University of link.

The notification displays including a welcome statement from the Vice Chancellor.

From this notification the e-offer is viewed.
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Home: General =

{3 Information
This notification does not require a response.

Congratulations you have received an offer from the University of Technology Sydney - Vacancy Reference IRC18723, Faculty Manager job.
From Mayer, Maria
To Jameson, Stephen
Sent 14-May-2013 09:52:13
D 3979972

It is my pleasure to offer you a position for vacancy reference number IRC18723 at the University of Technology, Sydney for the Faculty Manager job. In accepting the
offer you will be joining a community of people wha are passionate about knowledge, leaming, discovery and creathity. Our vision is to be a world-leading university of
technolagy. It is my hope that you will join us and help in the achievement of that vision

We hope you will accept our offer of employment and share in our future success

Ross Milbourne

Vice-Chancellor & President

View Offer

Return to Worklist Request Information

bs Logout Job Ba

About this Page  Privacy Statement acle. All rights reserved

Done ./ Trusted sites | Protected Mode: Off - H10% v

P
)

Step Action

6. Click the View Offer link.

7. The Login page displays to verify your identity.

Re-enter your email address and password credentials to login.
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Help Dia

Email [stephenjameson@notreal.com.au
Possuord [aamsnns

Login

About this Page  Privacy Statement

cle. All rights reserved

Done

«/ Trusted sites | Protected Mode: Off

fa v R100% v |

Step

Action

Click the Login button.
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Step Action

9. The e-offer will open as a PDF document from within iRecruitment.

The e-offer should be exported by clicking the Export button and saved as a PDF for future reference. It can however be reviewed from
within iRecruitment. For this example the e-offer is reviewed from within iRecruitment.

It is important that the e-letter of offer is carefully reviewed before accepting the offer.
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f Navigator v B Favorites v Logout Job Basket Diagnostics

Application Details: IRC18723
Job Details = Communication | Offer Details

Please click the "Accept Offer" button to confirm that You agree to the following;

1 confirm all information I have provided to UTS is true and accurate.

1 understand that my electronic aceeptance of this Contract has the same status as a signed contract; and

I have read and understood this Contract and I accept and agree to be bound by the terms and conditions of this Contract.

Export
508 N T N N T = e O | a—

. i
UNIVERSITY OF
TECHNOLOGY SYDNEY

CONTRACT OF EMPLOYMENT

Accept oftr

m

Between
University of Technology, Sydney (UTS)

and

Stephen Jameson (APPOINTEE)

Done +/ Trusted sites | Protected Mode: Off 5 v H100% v |

Step Action

10. This e-offer can be reviewed by using the scroll bar.

If you have any questions about the e-offer please contact the Hiring Manager.
Click the Page down button.

11. Click the Page down button.
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Step

Action

12.

At the top of the screen read the terms and conditions of acceptance. When you accept this offer you are accepting these terms and

conditions.

Note: Electronic acceptance of this e-offer has the same status as a signed contract.

13.

From this page you can Accept or Decline the eoffer using the Accept Offer or Decline Offer buttons. For this example the e-offer will

be accepted.

) UNIVERSITY OF e "
324 TECHNOLOGY SYONEY iRecruitment

i Navigator v B? Favorites v Logout Job Basket Diagnostics

Application Details: IRC18723

Job Details Communication | Offer Details

Flease click the "Accept Offer” button to confirm that You agree to the following;

1 confirm all information T have provided to UTS is true and accurate.

I understand that my electronic acceptance of this Contract has the same status as a signed contract; and

I have read and understoad this Contract and I accept and agree to be bound by the terms and conditions of this Contract.

Export

Accept offer

8@ C e wieems-[F @G -

E Variation to Contract
The parties acknowledge that this Contract of Employment can only be varied by the
written agreement of both parties.

SIGNED for and on behalf of the University of Technology, Sydney

Signature:

Name: Jennifer Lacoon

UTS Position: Director, Human Resources
Date: 14 May 2013

SIGNED by Appointee

Signature:

Print Name:  Stephen Jameson

[-]

|

Done ' Trusted sites | Protected Mode: Off

G v 0% -
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Step

Action

14.

Click the Accept Offer button.
Accept Offer

15.

A message displays confirming that you have accepted the e-offer.

If you would like to add a comment to your acceptance you can do so by typing in the comment box before submitting your acceptance
of the e offer.

16.

Click the Submit button.

Note: Following this you will receive a warning asking if you really want to accept this offer. Click Yes.
Submit

17.

The iRecruitment: Home page displays confirming that you have accepted the e-offer.

Status has changed to Accepted.
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B2 Favorites ¥

(54 Confirmation
Thank you for accepting the offer.

- Welcome to our Job Site Jameson, Stephen (Stephen)

0n this page you can see a summary of your application history and get a status update. You can also use the Quick Links menu on the right to search for available jobs.

 Notifications
Your five most recent open notifications are listed below. Click the subject to respond. To see all your notifications, click the Full List button. E
From |subject |sent ~
Mayer, Maria Your offer response for (IRC18723, Faculty Manager) has been sent to the hiring manager. 14-May-2013
Mayer, Maria Congratulations you have received an offer from the University of Technology Sydney - Vacancy Reference IRC18723, Faculty Manager job.<BR>|14-May-2013 |
SYSADMIN | Mayer, Maria has submitted an for job IRC18723 on your behalf 07-May-2013
Jobs Applied For
Below is a list of your five mast recent applications and their statuses. To see all your applications dlick the Full List buttan. I
Reference Number |)oh Title 'Status Application Details
IRC18793 Faculty Manager Accepted
My i
Reference Number Date StartTime EndTime Type Status Primary Interviewer Contact Name ‘Contact Number Interview D

No results found.

‘ m | v

+/ Trusted sites | Protected Mode: OFF v B10% v

Step Action
18. Click the Home link.

19. Click the Logout link.

Logout
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Step

Action

20.

The Accept or Reject e-offer topic is now complete.

Key Points:

- Open e-offer from your notifications on jRecruitment: Home Page.

- View the e-offer as a PDF and check details before accepting and submitting the offer.
- Contact the Hiring Manager if you have any questions about the e-offer.

End of Procedure.
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