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eRecruit user guide for external applicants 

About eRecruit 

eRecruit is the online system that the Clean Energy Regulator uses to conduct recruitment activities. All 
applications for vacant positions must be submitted in eRecruit by the advertised closing time for the job.  

You can access eRecruit by visiting the careers page on the Clean Energy Regulator website.  

Using eRecruit, you can: 

 search for jobs 

 apply for vacant positions 

 set up job alerts 

 create a profile to save your details  

 view previous applications and correspondence, and 

 perform other job related tasks like booking interviews and taking online tests. 

You can navigate to the different sections and functions of eRecruit at any time using the panel of links on 
the left-hand side of the screen. 

If you are having problems using eRecruit, please contact the Recruitment Team at CER-
HRHelpDesk@cleanenergyregulator.gov.au or on 02 6159 3223 during business hours. 

Creating an eRecruit account 

You will need to create an eRecruit account before you can apply for jobs using the system.  

To create an account, you will need to begin an application for a job. 

1. Open the eRecruit system on the Clean Energy Regulator Careers page. 

2. Click on the ‘Jobs List’ on the left-hand side of the page. This will give you a list of the current job 
vacancies. Each listing includes details of the position, the closing date and a list of actions you can take 
in response to that job.  

3. Find the job you wish to apply for.  

4. Under the ‘Action’ heading for the job listing, click on ‘Start new application’ 

 

5. If this is your first time using the system, you will be prompted to create an account. Read the 
information provided and select ‘Begin’. 

6. Read the privacy policy and, if you agree to the terms, select ‘I accept’. 

7. Complete and submit the registration details. You will be asked to create a user name and password 
which you will use to log in to the system. 
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8. Once you've entered your details, you will receive a confirmation email and can start to use the 
eRecruit system. 

Add CER-HRHelpdesk@cleanenergyregulator.gov.au to the safe sender list in your email program to avoid 
any emails from the Clean Energy Regulator being sent to your junk or spam folder. 

Logging in to eRecruit 

Once you have created an eRecruit account, you can use your log-in details to access the system and your 
profile. 

To log in to eRecruit: 

1. Open the eRecruit system on the Clean Energy Regulator Careers page. 

2. Select the ‘Login’ option on the left-hand side of the page. 

3. Follow the prompts and enter your email address and the password you set up when you created your 
account. 

Resetting your password 

If you forget your password, you can reset it using the following steps. 

4. Open the eRecruit system on the Clean Energy Regulator Careers page. 

5. Select 'Login' on the left-hand side of the screen. This will take you to the log-in screen which asks for 
your ID and password. 

 

6. On this page you will see a line of text that reads: ‘Forgotten your password?’, followed by a link. Click 
on the link and submit your email address. 

7. A link to reset your password will be emailed to the address you provided. Follow the instructions to 
create a new password for your account. 

Searching for a job with the Clean Energy Regulator 

To search for a job with the Clean Energy Regulator:  
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8. Open the eRecruit system on the Clean Energy Regulator careers page. 

9. Click on ‘Jobs List’ on the left-hand side of the page. This will give you a list of the current job vacancies. 
Each listing includes details of the position, the closing date and a list of action you can take in response 
to that job. 

 

10. From this screen, you can search for a job in a number of ways: 

 Browse the jobs list, which includes all current vacancies. 

 Conduct a specific job search. Click on 'Job Search' on the left-hand side of the screen. This function 
allows you to search jobs by keyword, classification or employment type. 

 Set up a job alert. Using job alerts, you can receive an email notifying you when a job of a certain 
classification or employment type is advertised. Click on 'Job Alert' on the left-hand side of the screen to 
set up your preferences. 

Using your profile 

When you create an account in eRecruit, a profile is generated for you. The profile saves your basic 
information which will be automatically filled in the next time you apply for a job using the system. With a 
profile, you can also view the details of applications you've saved or submitted, see the emails that have 
been sent about your applications, take online tests and book in for interviews. 

To access your profile: 

1. Log in to eRecruit. 

2. Click on 'My Profile' on the left-hand side of the screen. 

Applying for a job with the Clean Energy Regulator 

When you have found a job that you would like to apply for, you must complete the following application 
process by the closing time of the job. 

11. Open the ‘Jobs List’ on the left-hand side of the screen. 

12. Find the vacancy you wish to apply for. 

13. If this is the first time you have used eRecruit, click ‘Start new application’ under the 'Action' heading 
for the job listing and then 'Begin' to create an account. 

14. If you are already registered with eRecruit, log in to your account by selecting 'Login' on the left-hand 
side of the screen. Follow the prompts until you are logged in. Then select 'Start new application' under 
the 'Action' heading for the job listing of your choice. 
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15. Read and accept the privacy policy. 

16. You will then be asked to register for the job. The details you entered when you created your account 
will appear automatically. You can edit this information if your circumstances have changed.  

17. You must complete all eight steps of the application process to successfully apply for the job. The eight 
parts are:  

 Contact details 

 Employment details 

 Workplace diversity 

 Education details 

 Referee information 

 Selection criteria 

 Declaration and resume upload 

 Preview and submit your application. 

You must fill in all mandatory fields in each part. Mandatory fields appear with an asterisk (*). 

Save your work 

The application form will time out if no activity is recognised. If this happens, you will lose any unsaved work.  

At each screen in your application, click the ‘Save and continue’ button at the bottom of the screen to save 
what you're working on. You can also save an incomplete application and return to it later. 

We recommend that you draft your application in a Word or Notepad document and paste the text into 
eRecruit. You can preview the application questions before you begin to enter information online by clicking 
on the 'Preview application form' link in the job listing. 

Statement of claims 

Any responses to statements of claims must keep to the designated word limit.  You have a word limit of 750 
words for the statement of claims. If you exceed the maximum word limit, the system will not let you 
complete the submission.  

When responding to the statement of claims please ensure that you:  

 Fully respond to every part of the statement of claims. 

 Check the content of your responses to ensure they contain only unclassified information. 

mailto:HRHelpDesk@cleanenergyregulator.gov.au
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 Click on the 'Save and continue' button at the bottom of each page of the application while you input 
your answers to ensure that no data is lost.  

 Use plain text, with no formatting, bolding or underlining. If you want to use bullet points, indicate these 
by using asterisks ( * ) or dashes ( - ).  

If possible you should prepare your responses in a Word document so that you are able to use the spell 
check, word count, and cut and paste functions. 

Resumes and documentation 

As part of the application, you will need to upload your resume along with any relevant documentation. All 
files uploaded must be in .pdf, .rtf or .doc format. If your files are not in the correct format, the Clean Energy 
Regulator cannot review them and your application may not be accepted. 

Saving your application and returning to it later 

Make sure to save your application as you work to avoid losing any data. You can do this at any stage by 
selecting 'Save' at the bottom of the application form. 

 

If you want to leave an uncompleted application and return to it later, make sure you have saved the 
application before you leave eRecruit. You can then return to it later by clicking on 'My Profile' on the left-
hand side of the screen, finding the application you wish to return to and clicking on 'Access existing 
application'. 

The closing date and time of the job 

Applications must be submitted by the closing time and date for the advertised job. To find the closing date 
and time, open the jobs list (click on 'Jobs List' in the left-hand menu) and find the job you're interested in. 
The deadline can be found under the 'Closing date' heading of the job listing. 

 

If you are unable to complete your application on time, talk to the contact officer for the job before the 
closing time to seek permission to submit a late application. 

Withdrawing your application 

You can choose to withdraw an application you have submitted in eRecruit. You can do this in one of two 
ways. 

mailto:HRHelpDesk@cleanenergyregulator.gov.au
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1. When you first submit the application 

When you first submit your application, a message will appear confirming your application has been 
received. At the end of this message, you are given options to edit your personal details or to withdraw your 
application. Click on the ‘Withdraw Application’ button. 

 

Your application status will change to ‘Withdrawn’. 

2. From My Profile 

You can view all your saved or submitted job applications by selecting 'My Profile' from the top left-hand 
side of the screen. Find the application you wish to withdraw and click on ‘View my application summary'. 

The message you received when you first submitted your application will appear. Click on the ‘Withdraw 
Application’ button. 

 

Your application status will change to ‘Withdrawn’. 

Assistance with using eRecruit 

If you experience any problems using the eRecruit system, you can contact the Recruitment Team for 
assistance at CER-HRHelpDesk@cleanenergyregulator.gov.au, or on 02 6159 3223 during business hours.  

If you email the Recruitment Team, please include a screenshot of the screen or error message that you are 
seeing. You can take a screenshot by pressing the PrtScrn key on your keyboard and then pasting the 
screenshot into the email. A screenshot will help the Recruitment Team to identify and resolve the problem 
for you.  
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