
   eRecruit – register for job alerts 
User Guide

This user guide explains how you can register for Job Alerts at the Bureau of 
Meteorology using the eRecruit system.  

The Job Alert is an advanced job search mechanism that easily helps you 
narrow your Job search down to show you only the jobs you are really after. 
How does this do it? It will notify you via email of any advertised position(s) 
that match your requirements. 
 
Once you have set up a profile, you will be able to come back and change 
the preferences as your career continues to evolve and change. 
  
If you have any queries about using eRecruit, please contact the Recruitment 
Team on 03 9669 4160 / 03 9669 4583 or email jobs@bom.gov.au. 
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1. Accessing eRecruit 
 
To access our current vacancies and /or register for Job Alerts, please select the 
‘Current Vacancies’ tab or the >Search the latest Bureau jobs link on the 
Bureau’s Careers website, found at: www.bom.gov.au/careers 
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Once you go through this link the Jobs List – Candidate Portal screen should 
appear in your browser window.  

 
 

2. Registering in eRecruit 
If this is the first time you are applying for a vacancy or registering for Job Alerts 
using the Bureau’s eRecruit system, you will need to register your details.  
Registering provides you with a secure username and password.  
 

2.1 Before you start 
 
eRecruit uses your email address to identify YOU. This means that there can 
only be one registration against an email address. If required you can create a free 
hotmail/yahoo account or contact your Internet Service provider to discuss 
multiple email accounts for households. Bureau employees can use their current 
Bureau email address if they prefer. 
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Your password is managed by you. It is not case sensitive, however needs to be 
sufficiently complex to maintain your security. 

 

3. Job Alerts 
 
Click on Job Alert in the left hand menu. 
 

 
 
 
The Manage Job Alert Profile screen will display. 
 

 
 
Click on ‘To register, click here. 
 
The Registration Process screen will display. 
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Complete all mandatory fields marked with a red star *. 

Then click on the   button. The screen will send you an email 
advising that your registration has been successful.  
 

 
 
If you have not completed all mandatory fields correctly a red warning message will 
display advising which information needs to be changed. 
 

 

When you correct and save the data, you 
will receive the successful message.  

 
 

 
 

Then click on the   button. You will receive an email advising 
of your username and password. 
 

 

- 4 - 



 

4. Managing your Job Alert Profile 
 

 

 

 

Click all locations you are 
interested in (Hold your 
Ctrl key to select more 
than one) 
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Click all classifications 
you are interested in 
(Hold your Ctrl key to 
select more than one) 

 
Click all roles you are 
interested in (Hold your 
Ctrl key to select more 
than one)  

You can select the frequency of the job alert emails – weekly is recommended as 
that is generally the rate we advertise new vacancies on our website. 

 

Click on the Yes radio button  

and click  . 
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5. Password Re-sets 
Click on Login from the Jobs List - Candidate Portal 

 

The Login screen will display. Click on the link to reset your password. 

 

 

Click on Submit and you will receive an email with the link to password reset. 
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