
How to apply online for a vacancy 
 
Welcome to the Department of Human Services. 
 
These step-by-step instructions have been provided to assist you in completing 
the online application form. 
 

Step 1 – click on the  button. 
 
This will take you through to the following page where you need to register with 
us and create a username and password: 
 

 
 
Step 2 – Enter your username and password (if you created one previously) or 

click on the  button where you will be taken to a screen that prompts you 
to fill in details to create a username and password. 
 
Once you have registered you will be taken to the following page: 



 
 
 
Step 3 – fill in the minimum requirements under the following headings - 
personal details, qualifications and upload your attachments, such as your cover 
letter and resume. 
 
You will see the File Attachments screen (below). Click ‘save’ to upload your 
attachments. 
 

 
 
 



Step 4 (where applicable) – where there is a questionnaire to complete, click 

on the  button. You can save your questionnaire at any point and login at a 
later time to complete it and submit with your application. 
 

View Files  
Step 5 – click on the button to ensure all files are attached 
before submitting your application. 
 
 

Step 6 – click the  button and your application including any 
attachments will be forwarded to the relevant Department of Human Services 
recruitment branch. 
 
 
Successful submission of job application = Email notification 
 
You will receive an auto acknowledgement email to confirm that your 
application has been received successfully. 
 
If you have not received an auto-acknowledgement email within 24 hours, you 
should follow up with the contact person. 
 
Note:  
Please do not reply to this email as it is from an unattended email inbox. 
 
Who to contact 
Please contact the person listed as the contact officer for any queries relating to 
your application. 
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