School staff login assistance

Introduction

Career Development and Employment — Federation University Australia

We are a service within Federation University Australia that offers free job advertising for companies to
employ part-time, casual and graduate students. We support the students in all aspects of their job search
and aim to bring companies and students together in the workplace.

We are interested in receiving all types of employment including volunteer, internships, part-time, casual
and full-time and graduate positions.

As a part of a final year “EDBED4006 Team Enterprise Course” project, Pre-Service Teachers Louise Marr,
Anastasia Anderson and Danielle Arbuckle charged themselves with coming up with a solution for schools
looking for volunteers, to connect with students that want to volunteer.

After numerous consultations around FedUni, a solution was found within the existing CareerHub service.

School staff are now able to put up volunteer opportunities onto the system, knowing that they are going to
the right cohort of students

Getting started

CareerHub is our online system on which you can create a profile for your school and add new positions
whenever the need arises.

Once the job has been posted on the CareerHub website students are notified of the job via email. They
can also browse the website and view position details at any time and contact your business as per the
information you have submitted.

Click on the link www.federation.edu.au/studentcareerhub to take you to our landing page for more
information about our services and partnerships.

The system has a 2 layer approach to data collection for employers, namely the Organisation, and the
Contacts. We can have as many contacts connected to an organisation as we need.

The following pages talks you through :

How to check if your school is already registered.
How to add a new contact to an existing school.
How to add in a new school and a new contact.
How to add in a position.
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Checking to see if your School is already registered

1. Before you try to log in, it is best to see if someone has already registered your school.

Career iy %

Register on CareerHub
Login to CareerHub

Haome Organisation For registered busi
recry st
* PST Volunteering - A Employer 5 )

new resource for
schools

" Writing a good job
advertisemeant

. Employer Registration
Step 1: Employer Type

organisations that
aduates for paid

rveser For registered charities, non-profit organisations,
et velunteering organisations or industry
Org ] associations.

e b For recruitment agencies and similar that recruit
AgentiorEmployer on behalf of other organisations.

* Industry Placement
Program

* Placements and
Internships

' Terms and Conditions I s .
i For individuals not representing a registered

" SEUGEHI? LE!dEI’fhi;‘ m business. (Eg. householders, parents or students
and Volunteer Awards offering home based jobs like tutering or
' Vietarian Chamber gardening).

Member?

To do this go to the employers page via this link and click on the register button then select Non-Profit
Organisation.

2. Type your school name and take
this opportunity to read and agree to
our terms and conditions, then click
continue.

Home

Career/ i1 P"

Register on CareerHub
Leginto CareerHub

' PST Volunteering - A
new resource for

Employer Registration
Step 2: Organisation Name

* Organisation Name Acronym (if commenly used)

Federation University

# "I have read and agree to the CareerHub Terms and Conditions

advertisement

* Industry Placement

Program

' Placements and

Internships

' Terms and Conditions

* Student Leadership
and Volunteer Awards

' Victorian Chamber
Member?
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If your School is already there, you will get a notification like this.

T BN o Employer Registration

Organisation Name

to CareerHub

Volunteering - A
resource for

& Organisations were found with similar names

DO NOT register again.

ols

ng a good job . . . -

rtisement Registering a new organisation

mbers Dlamammam . If vour organisation is completely separate from anv of those listed,

3. Scroll down the page, and if you can locate your school
name on the list, there is no need to register, just select
the “request a FedUni CareerHub Account” next to your
school name. Then follow the “Adding a new contact to
an existing school” information.

If you can't find your school, you will need to register the
details, so click the back arrow, or re-click the “Register
on CareerHub” box on the screen and then follow the
“Adding a new school and contact” information below.

The following organisations were found that have similar names to
the one you entered. If one of these is your organisation then please

Get assistance

Organisations with simil.
Federation University Australia (FedUni)
Location: Ballarat, Australia
* login to FedUni CareerHub * request a FedUni CareerHub account
Federation University Australia,
Divigion: Library, Location: Ballarat, Australia
* login to FedUni CareerHub * request a FedUni CareerHub account

Federation University - Unisports
Location: BALLARAT, Australia

* login to FedUni CareerHub * request a FedUni CareerHub account
Civil Contractors Federation (CCF)
Location: Kew, Australia

* login to FedUni CareerHub * request a FedUni CareerHub account
Federation Business School - Ballarat
Location: Ballarat, Australia

* login to FedUni CareerHub * request a FedUni CareerHub account
Federation Business School - Gippsland
Location: Churchill, Australia

* login to FedUni CareerHub * request a FedUni CareerHub account
Federation College
Location: Ballarat, Australia

* login to FedUni CarearHub * request a FedUni CareerHub account
Federation Training
Location: GMC Morwell, Australia

* login to FedUni CareerHub * request a FedUni CareerHub account

Federation

I
* g %k
#*
UNIVERSITY=AUSTRALIA A“-



Login to FedUni CareerHub
Get assistance

Organisations with similar names:
* Universum Communications Pte Ltd (Universum)
Division: University Relations, Location: Singapore, Singapore
* login to FedUni CareerHub * login to CareerHub Central * request a
FedUni CareerHub account
* Federation University Australia (FedUni)
Location: Ballarat, Australia
" login to FedUni CareerHub " request a FedUni CareerHub account
Federation University - Unisports
Location: BALLARAT, Australia
* login to FedUni CareerHub * request a FedUni CareerHub account
* Federation University Australia,
Division: Library, Location: Ballarat, Australia
* login to FedUni CareerHub * request a FedUni CareerHub account
Civil Contractors Federation {CCF)
Location: Kew, Australia
" legin to FedUni CareerHub " request a FedUni CareerHub account
' Football Federation of Victoria (FFV)
Location: Melbourne, Australia
* login to FedUni CareerHub * request a FedUni CareerHub account
Federation Business School - Ballarat
Location: Ballarat, Australia
* login to FedUni CareerHub * request a FedUni CareerHub account

* Federation Busi School - Gippsland
Location: Churchill, Australia
* lnnin ta Fadllni CarearHih * raniact a2 Fadlini CaraarHih aceannt

If you know someone who has access to the CareerHub
system, they can log in and add you as a new contact by
clicking here:

Adding a new Contact to an existing School

If you have found your school, and are sure that you do not have a contact account, and do not know
anyone within your school that does have access, you will need to register a new contact account.
Find your school and then select “request a FedUni CareerHub Account.”

Careerliinty
ilogout
Details

> Summary

* Organisation details

> My details

> Staff contacts
> Add a staff contact
* Form submissions

Jobs

> Add a new Job

* Unpublished Jobs
* Prelisted Jobs

* Current Jobs

* Inactive Jobs

Home

* PST Volunteering - A
new resource for
schools

* Writing a good job
advertisement

* Industry Placement

& your organisation’s registr:
approval
You can now continue to add jobs an
be visible to students until your regis
been approved by an Administrator.

You will be notified by email when yc¢
processed.

Summary
Jobs
* You have 0 unpublished jobs
* You have 0 prelisted jobs
* You have 0 current jobs
* You have 0 inactive jobs

Details
 Your organisation details were last u
Your personal details were last upda
* There are 1 contacts within your org

Work Groups

“You are a member of 0 work group
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2. The system will ask you to confirm the name
of your school, and click next.

ons

irds

R

Step 1 of 3: Organisation Name

@ How to request your login details.
Follow these steps to request access to CareerHub.

When your request has been approved, your account details will be
sent to your nominated email address.

* Organisation Name
|Federation Uiver |

3. If there are several schools which are similar, a list will appear and you can select the correct one. The
select next. (ie. If there are several schools within the system with “college” in the name it will list them

all)

CareerHinly 7

Register on CareerHub
Login to CareerHub

Home

* PST Volunteering - A
new resource for
schools

* Writing a good job
advertisement

Login Request

Federation University Australia
Federation University - Unisports

» Faculty of Health - Ballarat

© Faculty of Health - Gippsland
Faculty of Health - Wimmera
1 Federation College
Ruby's cafe

* Industry Placement
Program

' Placements and
Internships

* Terms and Conditions

> Student Leadership
and Volunteer Awards

' Victorian Chamber
Member?

Step 2 of 3: Confirm Organisation Name

* Select the Organisation you work for from the list below.

Federation University Australia, (Division: Library)

4. The system will then ask you to confirm your contact details and then add you as a contact
connected to your school. Please type your first name, surname, email and phone, then click

submit.
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Register on CareerHub

Login to CareerHub

Home

' PST Volunteering - A
new rasource for
schools

' Writing a good job
advertisement

* Industry Placement
Program

* Placements and
Internships

* Terms and Cenditions

Student Leadership
and Volunteer Awards

* Victorian Chamber

Login Request
Step 3 of 3: Your Contact Details

Flease provide the following details in order to help us to verify your
request. Please ensure that these details are correct, otherwise we may
not be able to process your request,

If your request is successful, you will be sent an email containing the
steps required to reset your login details.

Login request for nrgapisatinn
Federation University Australia (FedUni)
First name

Last name

* Email address

Member?

* Phone number

5. You then get this notification. As a part of the approval process we will set you up with a username.

Career il >

Register on CareerHub

Heme

* PST Volunteering - &
new resource for
schools

* Writing a good job
advertisemnent

* Industry Placement
Program

* Placements and
Internships

* Terms and Conditions

* Student Leadership
and Volunteer Awards

* Victorian Chamber
Member?

Login Request
Your login request has been sent.
What happens now?
You should receive an email shortly acknowledging your request. If you do
not receive this email, it may be because the email you entered is

incorrect, or your email client spam filters have blocked the email.

‘We will review your request and notify you via email whether your request
was successful.

‘Where further verification of your identity is required, we may need to
contact you via email or phone.

To enquire about the status of your request, please email Admin .

6. An email will be sent to you asking you to confirm your email address and set up a
password and within this option, you can also amend the username we have suggested.
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Career el )3 - Reset Login

* Username

Register on CareerHub DebarahC
Login to CareerHub * Password

Home

* PST Volunteering - A
new resource for
schools

' Writing a goad job = 3
advartisement h@l
* Industry Placement
Program

* Placements and
Internships

Confirm Password

* Terms and Conditions

' Student Leadership
and Volunteer Awards

* Victorlan Chamber
Member?

7. You should then see this notification: |G

-eerBE

" Reset Login

ged in as Your login details have been reset.
orahC Tao start using CareerHub, click continue
3 out

ills

mmary

Click continue and you can now use the aanisation decalls
System . detalls

Adding a new school and contact.
e —

Career FILIID 5 Employer Registration

1. Click on the register icon, and select Step 1: Employer Type

the type of organisation you are . . )
. 0 r registered businesses or organisations that
representing. Schools come under the 15 N SN recruit students or graduates for paid

: employment.

. . . . new reseurce fer

N 0 n = P rOfIt 0 rgan IS&tI 0 n 0 ptl 0 n . sch :‘:"5 . Y = For registered charities, non-profit organisations,
Writing a good jol VTEPRM : 3 . %

a:jven?zergeﬂ bl o wation ;::;:}::E::: organisations or industry

Industry Placement

Py T C = = -
: rogram ; i o o For recruitment agencies and similar that recruit
:)rl-i:f:s!:?; and % on behalf of other organisations.

' Terms and Conditions

3 For individuals not representing a registered
Student Leadership

L o business. (Eg. householders, parents or students
Wl Vonkend Ao offering home based jobs like tutoring or
" Vietorian Chamber gardening).
Member?
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2. Fill'in the form with your school details which includes a generic email address and phone number
(maybe the one the school admin team responds to) and select your industry category he options
which will be relevant for you as a school will be : “Education - Community and Other”, “Education —
Secondary”, “Education, Pre-school and Primary”. If you are a P-12 or K-12, you can multi-select by
holding down the control key. Then click continue.

Iy - . :
leraves Employer Registration
Step 3: Organisation Details

to € Hub
* Organisation Name

ANatherco

Volunteering - A Acronym (if commonly used) Division (if applicable)
rasource for
ols
ng a good job @ A Australian Business Number is only required if your erganisation is
riisement registered in Australia.
stry Placement
ram Country Australian Business Number
:ments and Australia L
nships
1s and Conditions * Describe your organisation

ent Leadership

Volunteer Awards

wian Chamber

ber? * Organisation type * Number Of * Scope of operations

= Empl 5
Direct employer izl

Phone Fax
* Email Website
* Postal address

City State
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A Contact information form will then be displayed, where you can inform us about your personal
email and direct line. Set yourself a username and password and then Click Finish.

wr ety 3

on CareerHub

slunteering - A
:source for

3 a good jeb
isement

ry Placement
im

nents and

ships

and Conditions
W Leadership
Jlunteer Awards
an Chamber
er?

Employer Registration
Step 4: Register Primary Contact

Title * First Name * Last Name
Position Title (if relevant)

Email Settings

Contact Details

" Please fill in at least one of the fields: Phone, Mobile
Phone Mabile

* Email

My address is different to my organisation

Login Details

‘ Username

* Password Confirm Password

You will a notification like this:

Career Hitild & your organisation’s registration is currently awaiting

approval
You can now continue to add jobs and contacts, however details will not

be visible to students until your registration and each submission has

' Log out been approved by an Administrator,
Details You will be notified by email when your registration has been
- processed.
Summary
' Organisation details
* My details Summary
* Staff contacts Jobs

* Add a staff contact
* Farm submissians

Jobs

* You have 0 unpublished jobs
‘ You have 0 prelisted jobs
“You have 0 current jobs

* Add a new Job You have 0 inactive jobs

* Unpublished Jobs
* Prelisted Jobs
" Current Jobs

Details
Your organisation details were last updated 04-May-2016, 04:52 PM

> Inactive Jebs ‘ Your personal details were last updated 04-May-2016, 04:52 PM
Heme * There are 1 contacts within your organisation
" PST Valuntaering - A Work Groups

new resource for

schools

“You are a member of 0 work group

' Writing a good job
advertisement

* Industry Placement

If you also want to lodge a vacancy, you can do so now. (please see ‘How to lodge a
vacancy” information)

An email will be sent to you asking you to confirm your email address, and we will be
sent a notification of your registation.

Federation
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How to add in a new vacancy

1. Login and select, add a new job

mprove brain ac

New Job

our terms and conditions.

*Job title

iLogged in as hayleys

oy

B

r

»

»

r

»

Jobs

»

Federation
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Jobs
« You have 0 unpublished jobs
« You have 0 prelisted jobs

Log out

- You have 0 current jobs

Summary

- You have 0 inactive jobs
Organisation details

My details

Staff contacts

Add a staff contact
Form submissions

Details
- Your organisation details were last updated 13-lan-
- Your personal details were last updated 13-Jan-201
- There are 1 contacts within your organisation

Work Groups
Add a new Jeb - You are a member of 0 work group
Unpublished Jobs

Prelisted Jobs

Current Jobs

Inactive Jobs

Home

r

(1 Golden Key (3 FedUni links & You Tube Career

D For your job to be approved, it must be well written and comply wiu.

Before typing your job ad, please ensure that your existing staff
contacts are appropriate for this Job, or add a new contact first.

* Administrative contact

Contact to display to students

v | |Do not display contact v

General Details

* Application closing date

* Number of positions available
(estimated)

Your job application no. or
reference code

|
* Expected job commencement
date

[ J
*Salary / wage

Writing a good job
advertisement

Placements and Internships
Recruitment Fair 2014
Terms and Conditions

Disclaimer, Copyright & Offensive Materials Statement | Privacy Statement | Web Feed

2. Complete the form giving as much
information on the position as you can. In
Contract type, select temporary, please
type in the Salary/wage box “PST
Volunteering”.

A \ "]
" Contract type * Contract hours
| v 3
Locations
“ Add Location
|
ne Descriptive Details
ds @ You can create bullets in the job details and application procedures

sections by putting a * at the beginning of the line.

* Summary for display in search results

Federation
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3. You can add in attachments which
could include a position description, RESIdencyREqUIcETeN
or more information about your R
SChOOI or the pr‘og ram that the Include details en how te apply (eg. Email CV), plus a contact name,
A . phone number, email or postal address as appropriate.
volunteer will be supporting.

4. DOn’t fOI’get tO Iet us knOW hOW C,cmpbalng.r website (link to page showing job information or downloads if
people apply for the position. i

Upload an attachment (eg. application form)

5. You can save the position as a draft, and come back to it later, or select Save and Publish, and the
position will be sent for approval.

If you require any assistance we can be contacted on (03) 5327 9910 or
studentcareerhub@federation.edu.au.

We look forward to assisting you in gaining employees and look forward to working with you in the future.
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