Updating your Profile and CV

Go to the Faculty of Arts casual academic staff recruitment page at
http://arts.unimelb.edu.au/engage/work-with-us
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IMPORTANT DATES FOR 2017

Casual academic tutoring

mportant notes

Contacts Study period ications open lications close ificati Teaching starts
Summer 17/10/2016 11/11/2016 19/12/2016 3/01/2017
Semester 1 3/01/2017 20/01/2017 13/02/2017 27/02/2017

Scroll down the page and select the “Apply Now” button

APPLICATION

APPLY NOW

Please note: To apply for available peositions follow the 'Apply Now' link and create a user
account in the Casual Tutor Recruitment System (CTRS). Through the CTRS you will be able
to upload your credentials and select the subjects for which you would like to be considered.

Your application must be lodged through the CTRS to be considered.
SUBJECTS FOR WHICH WE ARE CURRENTLY RECRUITING

+ _Asija Institute
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http://arts.unimelb.edu.au/engage/with-with-us

Login to the CTRS using the account details that you were provided with when you created your

account. If you can’t remember your password just select the appropriate forgot password link to
have your password emailed to you.

Casual Tutor Recruitment System

The Casual Tutor Recruitment System CTRS] is used by the Facully of Business and Economics (FBE), the Faculty of Arts [Ark], and the Facully of Architecture, Building and Planning [ABP) in The University of Melbourne fo recruit utors. If also
allows you to access your fimetable and elass lists once you are employed.

To log into this system, you need to have a CTRS user account. If you do not have one, please click here to ereate a CIRS user aceount.
Login
Username:

Password:

Account Type: | Staff E

Forgot your username and/or password?

+ Click here if you are using a non-staff account

« Click here if you are using your University of Melboume staff account.
Need Help?

« Technical Support

Once you have logged in to the CTRS click on the link to “Update/View Your Profile”. The date and
time that this was last updated will be listed in brackets next to the link.

Kot Casual Tutor Recruitment System
MELROURNE

Welcome

Thank you for accessigilihe CTRS. Please click the relevant link below to proceed.

» Update/View Your Profile (Last Updetec: 29/0 42:41 A T ma—
* Update Your Availability

Apply for positions in

From To
Department of Management & Marketing 210972016 107206
SUMMER SEMESTER, 2017 OPTIONS
* Provide Your Availability
Apply for positions in From To
Department of Management & Marketing 29/09/2016 28/10/2016
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Review the information you have previously provided in each of the screens and update where
required. Please note that fields marked with a red asterisk are compulsory. Click the “Next” button

to progress through the screens.

Home » Update Your Prafie

Personal Details
Ples

Family rame:
Given Names:

Tile:
Date of Birth:

Stalf ID (i appicable)s

Student Number (if applicable):

Mabile Phane:

© Cancel @ Hext

MELBOURNE

tome > Upsate
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Hame Phone:

Work Phone:

Email Address:

Citizership:

Update Your Profile

mation belw. *

Update Your Profile

Past Experience and Current Studies
bout your past tutaring experience and current studies. - indicates required fleld

How many hours a week are you available?

s this your first time

© Cancel @ Back @ Next

Casual Tutor Recruitment System

indicates required field

Testone
Heler

P ]

01/01/2016

Tz

Note: if you worked st the Melbaurns University, plesse provide us your 6 digits Staff ID.

83446138
Nate: I you are apphing to teach inta 2 subject run by the Faculty of Architecture Building and Planning, you are required to provide a telephane mumber.

helen phikp@unimelb edu au

P ———

Casual Tutor Recruitment System
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To view a copy of the last CV you uploaded click the “View Last Saved File” link in the Resume File
section. This will open the file in the appropriate application that it was saved in (eg. Microsoft Word
for .doc or .dox files and Adobe for .pdf files). The details of the date and time when the last file was
uploaded is listed above the link. If you need to update the information in either the Resume File or
Student Record File sections, just click on the appropriate Browse button to upload your document.

Casual Tutor Recruitment System

MELBOURNE

Update Your Profile

Upload Your Resume and Results

atory i you have over 2 years tutoring experience
x) and POF (.pd) files accepted

D Cancel O Back  © Next

You will be shown a summary screen which displays all your details for one final check and if
everything is OK, select “Save” to update your profile with the amendments.

Casual Tutor Recruitment System

Update Your Profile

Summary
Belows » the information you have prasided. Cick Swe to update your prefle, or cick the Back 10 redse your profie

Testane
Helen

M
atimaane
11

8419
helen philip Gunimels. e du.su

Austrabisn/New Zealsnd Citizen
10 per week

\ded (Last Upload: 29/08/2016 03:43 PM - View Last Saved File)
Student Record: Ho new file provided No fle uploaded yet

€ Cancel @ Back @ Save
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You will see the following confirmation screen once profile has been saved. You will also see the
details of any Schools who are currently advertising casual academic positions and can click the link
to start an application or select the button to return to the main screen of the CTRS.

Casual Tutor Recruitment System

Update Your Profile

Profile Details Saved

ent, you must apply for positions in each department using a separate spplication form.

Return to Main page
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