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Background information 

About North West Community Transition Support 
North West CTS is an initiative to improve school to post school pathways into further education, 

training, employment and community participation for young people with a disability across 

Melbourne’s North West. 

It is a strategic initiative working with 22 specialist schools and the range of community services, 

further education and training providers and industry across the North West Melbourne Region.  

 

About CTS Career Connections 
Career Connections online Talent Community supports the 22 specialist schools in Melbourne’s 

North West to enhance the students’ career development knowledge and skills. The Talent 

Community will also provide local entry-level employment, alternative education opportunities and 

community participation options for young people with disabilities living in the North West 

metropolitan area. 

Through the use of the online Talent Community in the classroom, specialist schools will be able to 

provide an additional learning tool to provide online learning about careers and how to apply for 

local jobs. Users can also access resources to keep up to date with transition options leading to work 

or further education opportunities through the noticeboard function. 

North West Melbourne specialist school staff, students, families and other supporters of young 
people with disabilities are encouraged to sign up.  

As a member of the NW CTS Career Connections Talent Community you can also search and apply 
for all jobs on the Talent Community, receive email notifications, save searches, shortlist jobs, and 
create an AirCV. The AirCV is an online, visually formatted version of your resume that you can use 
to apply for jobs on NW CTS Career Connections. 

The NW CTS Career Connections can be used as a tool to enhance work readiness skills. Stay in the 
loop with our noticeboard news that will have information about events in the local community, 
opportunities and services.  

Employers can find local young people to suit their open positions on the NW CTS Career 
Connections for free. They can print a QR coded Job Beacon poster for each of their jobs.  Job 
seekers can scan the QR code to apply, or share the job via email or social media.  
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Getting Started 

This section will include: 

 Finding the Talent Community 

 How to register 

 How to sign in/out 

Finding the Talent Community 
The URL for the CTS Career Connections Talent Community is 

http://www.ctscareerconnections.com.au/ . 

You can also find the Talent Community by clicking on the  link at the bottom of any 

page on the CTS Website at http://nwcts.org.au/ .  

 

 

  

http://www.ctscareerconnections.com.au/
http://nwcts.org.au/
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How to register 
When you access the Talent Community online, this is the screen you will see.  Click on 

or . 

 

 

The following screen will appear.  If you have not already registered on the site, click . 
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You will see this screen.  Simply enter your details and don’t forget to tick the box saying I accept the 

Terms of Use. 

 

Another method is to register with Facebook.  You will need to be logged in to Facebook in order to 

do this. 

 

You are now signed in to the Talent Community. 

Once registered you will receive an email welcoming you to the Talent Community. 
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How to sign in/out 

Next time you return to the Talent Community, click on the link on the top right 

hand side of the screen. 

 

 

Depending on how you registered, either click on the  button or enter 

your email address and password and click . 

 

 

When you finish your session on the Talent Community you sign out by clicking on your name in the 

top right hand side of the screen and then clicking on Sign Out 
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Features of the Talent Community 

This section will include: 

 Invite members  

 Latest jobs 

 Twitter feed 

 Community notice board - sharing 

 Video and useful links 

 Communicate with the site administrators 

Make sure you have signed in to explore these features. 

Invite members: 
 Click on Community on the top menu, and select Invite Members from the drop down box. 

 

 

 A box will pop up for you to enter the email addresses.  You can send multiple invitations by 

separating each email address with a comma. 
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 The person you have invited will receive an email inviting them to join the Talent 

Community, with a link to the site. 

 

 

 

Discussion Question: 

 Who do you think you would send invitations to?  

 What type of things do you think you would have in mind when deciding who to send 

invitations to? 
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Latest jobs 
 The most recent jobs posted on or sourced for the site appear. 

 
 There are two ways jobs can appear on the site: 

o Positions are sourced from other recruitment websites using key words like junior, 

apprentice, entry level 

o A feature under development is that employers will be able to post positions 

exclusively to the site.  This means positions will appear here before anywhere else 

and applicants will be able to apply directly through the site. 

 The way in which positions are sourced from other sites means that some positions that 

might not be suitable for your students may come up, for example the Out of School Hours 

Care Coordinator job shown above – teachers will need to watch what jobs their students 

are looking at and be mindful of this.  The section about searching for and applying for jobs 

will discuss this in more detail. 
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Twitter Feed 
 CTS tweets and retweets about current initiatives, developments and the latest resources.  

The Twitter feed enables you to scroll through the most recent tweets, and tweet to us (if 

you have a twitter account). 

 

 

Discussion questions: 

 Are you on twitter?  Do you follow anyone for professional purposes?  Can you suggest who 

CTS could follow and retweet? 

 Does your school have a twitter account?   

 Have you asked your students and parents if they use twitter? 
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Community Notice Board 
 

 

 Stay up to date with the latest news  

 Will be updated a few times a term 

 Click on the name of the notice to get the full article 

 

 
 

 You can share the article via email and social media by clicking on any of th icons on the right 

hand side 

  

Discussion Questions: 

 What would you like to see on the Notice Board? 

 What notices would appeal to students/parents? 

 Who would you share notices with? 
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Video and Useful links 

 

 Clicking on one of the Useful Links will open a new window and take you to that site. 

 Links are a useful way of quickly connecting members to websites that you know are 

reliable, accurate and up to date. 

 

Discussion questions: 

 What Useful Links would you like to see included in this section of the website? 

 Who should the Useful Links be targeted at?   

o Students? 

o Teachers? 

o Parents? 
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Communicate with site administrators 
 Click on Community on the top menu and select Send Communication from the drop down 

menu 

 

 

 A page will open allowing members to send a message to the site administrator (CTS team) 

directly 

 Users have the option of sending themselves a copy of the message also 

 Note that members should not use this tool to enquire about jobs or the progress or 

outcome of an application.  These queries should be directed to the employer directly. 
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Discussion Questions: 

 Why would you contact a site administrator? 

 Given that this feature should not be used to enquire about vacancies or applications, would 

you tell your students about this feature? 

 

 

Returning to the home page: 
 You can navigate back to the Career Connections home page at any time by clicking on the 

CTS Logo on the top right hand side of the page 

 You can find other Talent Communities by clicking on the Talent Communities logo at the 

top left hand side of the page 
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Searching and Applying for Jobs 

This section will include: 

 How are jobs sourced for the website?  Why do some strange results come up? 

 Simple  job searches 

 Advanced  job searches 

 Job Alerts 

 Job details 

 Sharing jobs  - email/social media 

 Printing job beacons 

 Applying for a job sourced from another site 

 Applying for an exclusive job 

 

How are jobs sourced for the CTS Career Connections Talent 

Community? 
Jobs will appear on the site in two ways: 

 uWorkin sources jobs from other recruitment sites using key words such as apprenticeship, 

traineeship, intern or junior.  They are usually jobs that are located within the NW CTS 

geographical area. 

 Employers will be able to post jobs exclusively to the website.  This means they will be visible 

to members of the Talent Community before they appear elsewhere.  These will be 

identified with a symbol.  This feature is currently under development and not yet available. 

 

 

Why do some jobs appear that may not suit my students? 
 Some job descriptions will contain one of the key words even though it is not suitable for 

your students e.g. Junior accounting graduate 

 Some job descriptions will include Melbourne in their location field even though they are for 

regional or rural areas. 
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 Using the simple and advanced search functions should help to minimise these results. 

Discussion question: 

 How will you prepare students for finding some jobs that may not suit them? 

Simple Job Searches 
 The job search function appears at the top of the home page 

 

 A simple search can be done by entering keywords and/or a location 

 If you are searching by location a list of suburbs and postcodes will appear.  These are from 

within the NW CTS area.   

 You can scroll through the location list or type the first few letters of the suburb to find the 

location you are looking for. 

 Click  to conduct the search 
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 A list of jobs matching your simple search will be shown.  The Advanced Search function will 

also be activated to help you modify your search if you wish to. 

 

 

Advanced Job Searches 
 Depending on your search result, you may want more or less results. 

 To get more results, you can broaden the distance from your location. 

 

 Note that broadening the search to 5 kms from the location we’ve gone from 19 to 326 jobs 

matching 
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 To get fewer results, you can select an industry or restrict the time since the job was posted. 

 

 Note that by restricting the search to jobs posted in the last week, we have gone from 326 

jobs to 65 

 

 

 By further narrowing the search to jobs in the Trades and Services industry we have now 

gone from 65 jobs to 13. 

Discussion Questions: 

 What industries do you think your students may be most interested in? 

 How far from home do you think they will travel? 

  



20 | P a g e  
 

Job Alerts 
 Setting up an alert will mean that when a job is posted that matches your search criteria you 

will receive an email to let you know. 

 

 The email will contain links to the jobs that match your search criteria. 

 There is a link to cancel the alert at any time at the bottom of the email. 

Job Details 
 Information you can find by looking at the job listing includes: 

o The date the job was posted (25 June) 

o The job title (Casual baker – entry level) 

o The employer or the agency handling the recruitment (Ready Set Staff) 

o The location of the employer or the agency (Melbourne) 

o How the job was sourced to the CTS Talent Community (through uWorkin rather 

than being posted directly by an employer) 

 

 When you want more information about a job, click on  

 More information about the job will drop down  

 

 You can go back to less information by clicking  
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Sharing jobs using email or social media 
 You can share a job via email or social media.   

 Click on and then select how you would like to share the job 

 

 Teachers may send specific jobs to specific students or parents.  Sharing sends a link to the 

job description. 

 Sharing via email looks like this: 

 

 Sharing via Twitter looks like this: 

 

Discussion questions: 

 Looking at the options for sharing (email, Facebook, Twitter, LinkedIn, Google+), which 

do you think might be most useful? 

 Who do you think you might share job postings with? 
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Job Beacons 
 Job Beacons are printable notices about jobs that can be displayed on notice boards or 

distributed to students and parents 

 Click on  and then click on Print a Job Beacon 

 

 The Job Beacon will look like this 

 

 The beacon will include the detailed job description, a weblink and a QR code to easily 

access the vacancy online if you have a QR Reader application on your smart phone. 
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Applying for a job sourced from another site 
 If the vacancy has been sourced by uWorkin from another site, you will be taken to 

whatever that site is, and will need to work through their system to submit the application. 

 The process will be different according to the site you are taken to. 
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Applying for an exclusive job 
 If a job has been posted by an employer exclusively on the CTS Community Connections site, 

when you click on a job you will be asked to enter your details, upload your resume and 

write a cover letter. 

 Students may use a Word document or a pdf of their AirCV. 

 

 Remember that this feature is currently under development 

 Any employers who would like to explore the opportunity to post exclusive jobs on the CTS 

Community Connections Talent Community should contact the CTS Team.  
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AirCV 

This section will include: 

 What is an AirCV? How is it different to a normal CV? 

 How to create an AirCV 

 How to edit your AirCV 

 A few hints 

What is Air CV? How is it different to a normal CV? 
 Research says that employers spend on average 6 seconds looking at a CV 

 This is an additional way to present and communicate  a CV, not necessarily a replacement  

 A visual snapshot of your skills, education and experience 

 Eye catching 

 Can be shared via a unique URL, QR Code  or  through social media 

 Is also printable 

 The timeline is a clear snapshot of employment, education and achievements 

 

What will an AirCV look like: 
Here’s one I prepared earlier…  Go to http://aircv.me/alisontemplar to see mine.  Obviously for a 

student, it won’t be as long or detailed. 

How to create an Air CV 
 Click on Air CV on the menu at the top of the page (in green) 

 

  

http://aircv.me/alisontemplar
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 The following screen will appear:

 
 Your public username will create a URL (weblink) that will make the CV able to be viewed 

online.  Your public username can only contain letters, and no spaces or punctuation.  It also 

needs to be unique, so it may take a few attempts to get a name that will be accepted. 

 A long story short is a single sentence summarising yourself 

 Check the box that says “I don’t have a resume” (Entering information directly is much easier 

than editing from an existing resume.) 

 Click on Show Me My Air CV and see what happens! 
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 Here’s one I prepared earlier… 
 

 

All of the fields in my AirCV are blank and ready to be edited: 
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Click on “Edit your details” and enter the information you wish to show. 

 

 

 

Note that when you save your details, personal contact information like your email, address 

and phone number do not appear.  They won’t appear in the online version of the AirCV. 
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You can now enter information about your skills, experience and education.  Simply click in 

the box you wish to update. 

 

Some things to note: 

 When you add Skills and Capabilities, you get to identify how long you have had that 

skill.  The longer you have had it, the larger it will appear on your AirCV. 

 The same thing applies with your experience. 

 For students, get them to think broadly about their experience – they could include 

things like work experience or SWL, being a member of a club or sporting team, 

volunteering, additional programs they have been part of at school, family roles, 

church involvement.  Experience is more than just paid employment! 
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Activating the AirCV 
If the AirCV is activated, it is available for viewing online.  As a school, you may like to discuss 

whether or not you wish this to be the case.   

Deactivating the AirCV only takes one click. 

 

It needs to be activated in order for the user to view it online. 

 

Different views: 
You can view the AirCV either as a snapshot or a detailed timeline. When the AirCV is printed, both 

are provided. 

 

Printing: 
To print the AirCV, click on this icon, on the right hand side of the screen: 
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A few hints 
 Make sure you have a play with the Talent Community before you use it with your students.  

While it’s fairly intuitive, you will need to know the ins and outs before unleashing it on a 

room full of students 

 Experience can include paid or non paid work: include things like volunteering or 

membership in clubs and social groups, work experience and structured workplace learning 

 Skills will be the first thing the person reading the CV will see.  Remember you  can make 

skills appear in a larger font by increasing the years of experience 

 Make sure that online access is not activated until you are happy with the final product. 

 The print out of the AirCV does not show contact details.  This is to protect privacy in the 

online space.  If students are going to use it, that will need to typed up separately and 

attached. 

 Referees are not part of AirCV at this point.  This is due to privacy concerns, especially if it is 

available online. 

 

Discussion questions: 

 What do you currently use to teach students about CVs? 

 At what year level do you introduce job seeking skills to students? 

 What kind of skills and experience could your students include on their CVs?   
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Planning to use the resources in your 
school or organisation 

1. How can you use the CTS Career Connections Talent Community in your school or 

organisation? 

 

 

2. Are there particular students or year levels you would target it at? 

 

 

3. Who else on your staff would be able to make use of the site with their students? 

 

 

4. Are there other members of the wider school/organisation community who would be able 

to use the Talent Community? 

 

 

5. What training and support will be needed within your school or organisation in order to 

make this a useful resource? 

 

 

6. Who are your allies in getting the Talent Community to be used? 

 

 

7. What are your first three actions about this? 

1. 

2. 

3. 

 


