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STEP 1: REGISTERING  

             
1. In order to use CareerHub you will need to first register yourself/your organisation as an employer; 
2. Carefully read through the Terms and Conditions to ensure your organisation and the vacancies 

you wish to advertise meet them; 
3. Select “Register” from the left-hand menu: 

 
 

4. Select the most relevant employer type based on the descriptions: 
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REGISTERING AS AN ORGANISATION/EMPLOYER, NON-PROFIT ORGANISATION OR AGENT FOR 
EMPLOYER 

• Having selected the relevant Employer Type, enter your organisation name along with any relevant 
acronym you may be commonly known as. You will need to acknowledge that you have read and 
agree to the terms and conditions: 

 
 

• The system will alert you if a record already exists for an organisation with a similar name with the 
following page: 
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• Carefully review the “Organisations with similar names” to ensure you have not already been 
registered. If you have not, select “Continue To Register As A New Organisation” 

• Please enter as much information as possible to ensure the smooth processing of your registration. 
If key information is missing a Skills and Jobs Centre staff member will contact you to request the 
information. Click on the “Continue” button when completed: 
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• Provide the details of the staff member who will be acting as your organisation’s primary point of 

contact. You will also need to select a username and password at this point. Once all the 
information has been added select the “Finish” button: 

 
 

• Once completed your registration will be sent to the Skills and Jobs Centre staff for approval. Once 
approved you will receive a confirmation e-mail. If there are any issues with your registration, a 
Skills and Jobs staff member will be in touch with the primary contact to discuss prior to it being 
finalised: 
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REGISTERING AS AN INDIVIDUAL 

• Once you have selected “Individual” as the Employer Type you will be asked to enter your personal 
details. Please enter as much information as possible to ensure the smooth processing of your 
registration. If key information is missing a Skills and Jobs Centre staff member will contact you to 
request the information: 

 
 

• Once completed your registration will be sent to the Skills and Jobs Centre staff for approval. Once 
approved you will receive a confirmation e-mail. If there are any issues with your registration, a 
Skills and Jobs staff member will be in touch to discuss prior to it being finalised: 
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STEP 2: ADVERTISING VACANCIES 

ADVERTISING A NEW VACANCY 

• Once you have been approved as an Employer you will be able to post job vacancies to The Gordon 
CareerHub’s on-line jobs board; 

• Before uploading your job please ensure the vacancy meets our Terms and Conditions, if it does not 
it will be rejected by the Skills and Jobs Centre staff; 

• From the Employer homepage, log-in using the username and password you created during the 
registration process (if you have forgotten these, just contact the Skills and Jobs Centre and we will 
be able to reset them for you); 

• Once logged in select “Add Job” from the left-hand menu: 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

The Gordon Skills and Jobs Centre – 15/11/2016 

 



 

 

 
• Please ensure you complete all fields. When adding the location, wait a few moments after typing 

as you will need to select from a list: 
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• Once the information is complete select “Save and Continue”. You can select “Save as Draft” if you 

need to come back to the advert at a later stage; 
• After continuing you will be asked to review the information. If you are happy with what is 

presented, tick the box next to “I understand that I can NOT edit the job after publishing” and click on 
the “Next” button: 

 
• If you do need to make an adjustments after publishing you can do so by contacting the Skills and 

Jobs Centre at skillscentre@gordontafe.edu.au and outlining the changes you need to be made; 
• Select the relevant type of work for the vacancy and select the “Next” button”: 
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• Select the Occupation/s that best match your vacancy and click on the “Next” button:  
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•  At Step 4 it is best to select all campuses to ensure the broadest range of applicants with suitable 
skills are reached. Once you have done this click on the “Next” button: 

 

• Select when you wish the vacancy to become visible to students once it has been approved and 
then click the “submit” button. You can use the “Previous” button if you need to go back and make 
any changes: 

 
• Once you have submitted your job vacancy it will be sent to the Skills and Jobs Centre staff to 

review and approve prior to being uploaded. Vacancies will reviewed between 9am and 5pm 
Monday to Friday. Please allow up to 24 hours after submitting a vacancy for the approval to be 
processed.  
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STEP 3 – UPDATING DETAILS 

ADDING A NEW ORGANSIATION CONTACT 

• Once you have logged in to CareerHub you should see the following page: 

 
 

• To add a new organisation contact simply select the “Add a staff contact” link from the list on the 
left-hand side of the page. 

• Enter all the relevant information for the new contact: 
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If you would like the new contact to be able to upload vacancies they will need to have their own 
login details. To create these, click the box next to “Login Details”. You will then need to create a 
username and password for them. Once these have been entered click on the save button: 

 

UPDATING ORGANISATION DETAILS 

• If you need to update your organisation details (e.g. if you have changed address, the number of staff you 
have or the scope of your operations) you can do so by using the “Organisation details” link from the menu 
on the left-hand side: 
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• Update the relevant information and then click on the “Save changes” button: 
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VIEWING CURRENT ORGANISATION CONTACTS 

• To check who has been added as your organisation contact use the “Staff contacts” link from the menu on 
the left-hand side of the screen: 

 
 

• A list of your current contacts should then appear: 

 
 

• If you need to edit their contact details you can do so by selecting “view/edit contact”. Once you have made 
the changes click on the “Save” button: 
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