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How to register for work at elections

Let’s get started!

1. From the page you are on, scroll down and click the red box that says ‘Register to
work at elections’.

elections.

— 18 or older.

= an Australian citizen

Register for election work

T
Register to work at elections

Working at elections is a great way to contribute to democracy in Victoria. Election staff enjoy great pay rates,

training and a unique working experience. We welcome all applications.

If you have already registered with us for election work, you do not need to do it again for each election. We

keep a register of all casual staff, and will contact you with work opportunities during State and local council

You do not need experience to be considered for an election casual role, but you do need to be eligible to

work. To be eligible for election work you must be:

= a permanent resident, or

— hold a current work visa

2. You will see a list of vacant positions. Click the purple ‘Election Staff text.
This link will take you to the ‘Vacancy Details’ page:

Vacancies

Show 10 entries ~

Position

Election Staff

Showing 1to10of 1 entry

Location

Various locations across Victoria

FILTER:

Tenure Closing Actions
Casual =3,

¢ L) %

a
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3. Click the purple ‘Apply’ button at the bottom right of the page. You will see the ‘VEC
Online Registration’ page:

Vacancy Details

POSITION: Election Staff

ORGANISATION UNIT: Elections

LOCATION: Various locations across Victoria

TENURE: Casual

CLOSING:

SYNOPSIS: To register your interest for an election role, please click on the apply button below.

4. Click the ‘Register for recruitment’ button. You do not need to enter an email address
or password.

@ Online Registration

Register for recruitment

Forgot password?

5. Read the privacy statement.

6. Click the purple ‘Accept’ button in the bottom right corner.

-

Create Account

PRIVACY STATEMENT

It is important that you provide information you know to be true and correct. Please note that it is an offence to make a false declaration in relation to
appointments by the VEC.

Within a few days of completing your registration, the VEC will email you a link to the Election Staff Self-Service portal, which will allow you to maintain
your details and receive offers of appointment. Your log in details will be the email address and password that you provide during this registration
process.

The personal information collected during this registration process will be used only for election recruitment and employment purposes, and will be
handled in accordance with legislation and VEC policy. Go to Privacy at the VEC to view the VEC privacy policy and guidelines. If you have any questions
about how the privacy of your personal information is managed, please email privacy@vec.vic.gov.au.

Please click 'Accept’ to proceed with your registration.

L)




How to register for work at elections

7. The following screen will appear. Enter your email address and create a
password. Your password must contain:

e 10 characters or more

e no spaces

e one capital (upper case) letter

e onenumber(1,2,3,4,5,6,7,8,9,0)
e onesymbol (! @#$ % *&*()only)

e 7 lower case letters.

—

Create Account

LOGIN DETAILS

EMAIL: I

Your email address will be used as your username.

CONFIRM EMAIL: |
PASSWORD: |
CONFIRM PASSWORD: l

PERSONAL DETAILS

FIRST NAME: |
LAST NAME: |
PERSONAL MOBILE: |

Valid format(s) are ## #### #### or HUHHHBHHHH Or HHHHE HHH HHH
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8. Enter all the details in the ‘Personal Details’ and ‘Eligibility; sections

9. Complete the reCAPTCHA at the bottom of the page by selecting ‘I'm not a robot’

10. Click ‘Continue’ at the bottom of the page.

QUES

QUES

QUES

ANSW

QUEST

ELIGIBILITY QUESTIONMAIRE

TION 1

ER 1

TION 2

WER 20

TION 3:

WER 3

OM 4:

ANSWER ¢

Are you an Australian or New Zealand citizen, a permanent resident of Australia, or do you have a current visa
that says you can work in Australia?

Yes '
You have read the information about political activities at vec.vic.gov.ou/political-disclosure,
Agree v

You understand that if you disclose political activities, we must assess these before confirming you can work with
us.

Agree v

Have you taken a voluntary departure package from a Victorian public sector organisation in the last 3 years?

Mo '

You should see a message confirming you have created a log in for the portal: You are
not yet registered on the employment register. You still need to activate your account
and enter more information.

Sign up successful

You have signed up successfully.

Before 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 do NOT receive the email in the next few minutes, please check junk mail before using the Resend

Email button below.

The confirmation email can only be sent once every 5 minutes.

11. Check your email for a confirmation link. This may be in your junk or spam folder.

12. Click the link to activate your account.

e~
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13. Check your email for the following confirmation message: Click the link or copy it into
your browser to confirm your email address.

Confirm Your Email Address To Continue Your Registration

o O noreply@vec.vic.gov.au <noreply@vec.vic.gov.au>

To:

Thank you for commencing your registration to work at elections conducted by the Victorian Electoral Commission
(VEC). Your registration has not been finalised at this stage.

To finalise your registration, click on this link to confirm your email:
https://candidate.aurion.cloud/vec/production/signupConfirm?

afterAction=%2Fvec%2Fproduction%2Fapply %2F2916699368448099~ 1&confirm=E1DD142C-5FB7-11F1-98F9-
AO7F22FD54E8~!~E216AD04-5FB7-11F1-98F9-AQ07F22FD54E8

If you are unable to click the above link, please copy it in full and paste it into a new browser session.

You will receive another confirmation email once your registration has been completed.

If you experience any technical difficulties or have any queries regarding your registration please call the Personnel
Helpline on 1300 783 043 or email PersonnelHelpline@vec.vic.gov.au.

With kind regards,

14. The following screen will appear: Click on ‘Click here to continue’.

Confirm account successful

Your account is now activated.

Please click the link below to complete your application.

Click here to continue;

15. If a ‘Confirm account failed’ message appears, click ‘Sign in’ at the top right of the
screen. If you are on a mobile device this will be 3 lines. You will then need to sign
in using your email address and password. This will take you to the ‘Overview’
page. There are 4 sections on the left side of the page:

@ Online Registration
Aurion

Confirm account failed

Your email address has already been confirmed.

Click here to signin.
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16. Click ‘Continue’ at the bottom of the page. This will take you to the ‘Contact details’
tab. Some of your personal information will already be populated.

@ ovsrereition @ Dashboard & Personal Details B3 (o

o Overview
o Contact Details
e Questionnaire

o Submitapplication You only need to register your details once in order to be considered for roles at any and all
future election events conducted by the VEC.

Overview @

Election Staff

The Victorian Electoral Commission (VEC) conducts major election events every two years.

Registration does not guarantee that applicants will be offered an appointment.

For information about working at elections including the kinds of roles that may be available,
go to hitps://www.vec.vic.gov.au/work-with-us/work-at-elections.

Note: If you have already registered, please click here to log into your Election Staff Self-
Service portal.

Save and exit

17. Complete the empty fields on the 'Contact Details' tab.

@ onine Regisuaton 2y Dashboard & Personal Details @ [

Election Staff - Application Form
o Overview

Personal Details ®

Contact Details

E.g: Mr, Miss, Ms, Mrs, Dr

SALUTATION:
o Questionnaire

Submit Application

GIVEN NAMES:
SURNAME:

PREFERRED NAME:

SEX: | Y
DATE OF BIRTH: | @
CONTACT DETAILS @
PERSONAL PHONE:

valid format(s) are ## #### ##H# o HHHHBHHHHR or HERE HHH
HHH

18. Click ‘Save and continue’ at the bottom right of the page. If you miss a field, you
will see an error message at the top of the page. You will then move to the
‘Questionnaire’ tab.

19. Answer all questions on the 'Questionnaire' tab. Questions that have a red line in
front of the answer box are mandatory. Answering more of the questions in the
‘Skills & Experience’ section will improve your chances of being considered
for a role, and that the role will match your skills.

20. Question 27 is a free-text question with a 700-character limit. If you type more
than 700 characters, you will see an error message.



21. At the bottom of the page, click ‘Save and continue’ to move to the next screen. You
will see the ‘Submit Application’ screen.

@ Online Registration > Dashboard & Personal Details @ [‘R’)

Election Staff - Application Form

0 Overview
o Contact Details

e et Please answer the following questions
Questionnaire

o Submit Application

Questionnaire ®@

Are you on the electoral roll for Victoria?

Question 1 | v
Are you willing to work in a voting centre as an Election
Official on Election Day (Saturday)?

Question 2 | N
Are you willing to work as an Election Casual on Mondays to
Fridays during normal daytime hours (8.30am-5.00pm)?

Question 3 | N
Are you willing to work as an Election Casual on Mondays to
Fridays after 5.00pm?

Question 4 | v
Are you willing to work as an Election Casual on Saturdays,
Sundays, and Public Holidays (hours as required)?

Question 5 | N2

Please provide a brief summary of any previous experience
that may support your application. For example, "Dealing with

the public’, "Office administration’, "Election experience with
other electoral commissions”. You do not need to include any
previous appointments with the VEC. A limit of 700 characters

applies.

22. Click the purple ‘Submit’ button to finalise your application.

-

information in any of the sections, use the 'Back’ button found at the bottom of each page.

o Submit Application
Once you have submitted this application, your details will be added to the VEC's Personnel

database. All personal information held about you will be managed according to the VEC's
Privacy Policy.

Once you have been added to the Personnel database you will receive a link to manage your
details through the Election Staff Self-Service portal. Your login details will be the email
address and password that you provided during this registration process.

Please allow up to five business days for your registration to be processed.

Click 'Submit' to complete your application.

APPLICATION STATUS: Draft

Save and exit Back




An ‘Application Summary’ screen will appear:

@ onineRegisiration @ Dashboard 2 Personal Details 3 ([

Election Staff - Application Summary

Application Summary @
VACANCY DETAILS @
POSITION: Election Staff

ORGANISATION UNIT: Elections

LOCATION: Various locations across Victoria

TENURE: Casual

SYNOPSIS: The Victorian Electoral Commission (VEC) conducts major election events every two years.

You only need to register your details once in order to be considered for roles at any and all future election events
conducted by the VEC.

Registration does not guarantee that applicants will be offered an appointment.

For information about working at elections including the kinds of roles that may be available, go to
https://www.vec.vic.gov.au/work-with-us/work-at-elections.

Note: If you have already registered, please click here to log into your Election Staff Self-Service portal.

APPLICATION DETAILS ®

STATUS:

MODIFIED:

Withdraw Back Share « | Recall

The status of your application should now be ‘Submitted’.

You will receive an email confirmation with the subject line “Your application has been
received’.

Your application has been received

O noreply@vec.vic.gov.au <noreply@vec.vic.gov.au>

To:

Your registration for election work with the Victorian Electoral Commission (VEC) has been completed.

You will shortly receive an email with a link to your Election Staff Self-Service portal and your log in details once you have
been added to the VEC's election personnel database.

After you receive the "Welcome to the VEC's Election Staff Self-Service portal' email, you will be able to access the portal at any time
to check and update your details, accept any job offers received, and view pay advices.

Thank you again for registering your interest to work at elections conducted by the VEC.
Kind regards,

Personnel Helpline

Victorian Electoral Commission




In 3 to 5 business days, you will receive a final email containing a link to the VEC self-
service portal. This portal is where you can:

« update your details
« accept job offers

« complete timesheets.

You are now fully registered with us and we can contact you.

This is now your VEC profile for all future casual election roles. You will not need to
register for any future election events to be considered for employment.

If you need help, please contact us by:

«  Email: personnelhelpline@vec.vic.gov.au
«  Phone: 1300 783 043 (9 am to 5 pm, Monday to Friday).



mailto:personnelhelpline@vec.vic.gov.au
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