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Applying for jobs at Council 

East Gippsland Shire Council (EGSC) utilises Subscribe HR, a web based self-service system 
which allows applicants to apply for Council jobs online, 24 hours a day, 365 days a year. 
Through the system you can review vacancies, set up job alerts, manage your applications and 
maintain a personal profile. 

Each position advertised includes; a Position Description and specific contact details for the job 
so you have access to all the information you need in order to complete a compliant application. 

EGSC will only accept job applications submitted online through Subscribe HR. Applications and 
resumes received via email, over the counter or post will not be considered. Please refer any 
questions about this to a member of our Human Resources team by calling 03 5153 9500. 

This User Guide is designed to assist applicants navigating the Subscribe HR recruitment portal. 

Applying for a position 

Searching for positions 

Council’s Job Vacancy page is located at www.east gippsland.vic.gov.au/careers. 

To view all vacant positons at Council, select the green Current Vacancies button to start your 

search. 

 

 

 

 



2 
 

The search option allows you to apply the following search filters: 

● Location – select a location within East Gippsland Shire 
● Categories – select a Council department to search against 
● Salary – select a salary range to search against 
● Tick the employment status to select the employment type to search against 

 

You don’t need to sign up to search for vacant positions; however, you need to sign up and 

create an account to apply for positions and to receive job updates via email. Internal applicants 

will need to sign into the system to order to apply for vacant positions advertised internally only. 
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Viewing positions 

To find out more information about a position or to view the position description, click on Find out 

more 

 

 
You will need to click on “Vacancy Description” and read the Position Description, to assess your 
eligibility and suitability for the position. If you wish to then apply for the position, you will need to 
click on the “Apply” button. 
 

 

 



4 
 

 

 

 

To register, we will ask you to enter your email address and tick the box I agree to the Privacy 
Policy. You will then need to press continue. 
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If you would like to apply using your Seek profile, click on Apply with Seek or fill in the details; 
Title, First name Last name etc.  The red asterisks are mandatory to fill in. Click Next 

TIP: Please ensure you make a note of your password as you will need to use this again to review 
the progress of your application, to review your employment contract if you are successful in 
obtaining the position or for applying for future vacancies. 

 

  

 

Applying for a position and completing your job application is simply a matter of stepping through 

a series of online forms.   

You will be required to:  

 Confirm your personal details and create a system password 

 Attach your resume 

 Attach your cover letter 

 Attach your certificates / licences 
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Resume 

Attaching your Resume 

 Click Browse 

 

 

 

Select your document from either your hard drive or USB stick 

 Find your document, click open 
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 Click Next 

 

 

Cover Letter 

Attach your cover letter, which should introduce yourself. Include the position title and why you 

are interested in the role. 

Follow the same steps as uploading your resume. 
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Certificates and Licences 

Attach your certificates and licences (if required for the position). The Position Description will 

outline any required certificates or licences which may include:  

● Drivers licence 

● Academic qualifications 

● Training certificates and licences  

 

To add licence, select Add New Item 

 



9 
 

 
 

 Add your details; Type, Date obtained, expiry, description 

 Select Browse 
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 Select your document from either your hard drive or USB stick 

 Find document, click open 

 

 
 

 Then click save 

 

 Follow the process again if you are required to attach further certificates and/or licences 

for the position. 

 

 Click Next once all your certificates and licences are uploaded 
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Questionnaire 

Complete a brief questionnaire containing mandatory recruitment questions.  

Please note, if these are not answered you will not be able to progress your application any 

further. 
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Respond to the Key Selection Criteria – this is a critical part of all job applications with Council.  

It is important that you demonstrate connections between your qualifications, experience, skills 

and knowledge against the selection criteria.  

Your application may be one of many the panel has to review, so you need to make your 

responses clear, concise and relevant to the criteria identified.   

It is not usually necessary to include samples of work or lengthy descriptions of projects you have 

undertaken with your application. These may however, be taken to the interview if you believe 

they would enhance your application.     

Important Note: Applicants who do not meet or answer the Key Selection Criteria will not 

be interviewed. 

Tip: Complete your Key Selection Criteria in a word document offline, then copy and paste into 

the online portal fields. 

This way, if you lose internet connectivity or the page times out, you have not lost your work. 
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When completing your application: 

● You can progressively complete your application in different sessions.  Just make sure 

that you select Next at the bottom of the current form to ensure that the content is saved 

before you exit the application.  

● Applications will be automatically acknowledged by the Subscribe HR system on their 

receipt.   

 

 Click Confirm and Apply 

 

Confirmation 

You will receive a confirming receipt of your application once you have submitted your 

application.   

 

 

 

 



14 
 

If you wish, you can complete your profile in Subscribe HR by clicking on your profile.  

 Details 

Ensure you have entered all the details, attached your resume and cover letter.  

 

 Applications 

This shows you the position/s you have applied for and the Status of the application/s. 

 

v v 
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 Education 

Enter any further details in here regarding your education 

 

 Certificates and Licences 

Ensure you have attached your certificates and licences that are required for the positon.
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 Referees 

No referees need to be attached at this stage 

 

 Interview Scheduling 

This will show your interview/s that are scheduled for the position/s you have applied for. 

 

If you have any further queries in relation to applying for a position through Subscribe HR or need 

further assistance, please call a member of the Human Resources team on 03 5153 9500. 


