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CAREERS AT MACKAY REGIONAL COUNCIL

Thank you for your interest in employment opportunities with Mackay Regional Council (MRC). All applications for
vacant positions must be submitted via our Careers (eRecruit) website, using this ‘How To’ guide to assist you.

Applications submitted via email, fax, post or in person will not be accepted.

For information about careers at MRC, any of our current vacancies or the job application process; please peruse the
Careers at Council information on our website, where you will also find a Frequently Asked Questions (FAQ) page.
Alternatively, you may phone 1300 MACKAY (1300 622 529) and ask to speak with one of our friendly Recruitment
Officers.
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http://vacancies.mackay.qld.gov.au/
https://www.mackay.qld.gov.au/about_council/careers/careers_at_council
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VIEWING CURRENT VACANCIES

Vacancies available for the public to apply for are advertised on MRC’s Careers (eRecruit) website.

To access, visit www.mackay.qld.gov.au and click Careers at the top of the home page.

CONTACT | CAREERS | LIBRARIES | MIMAPS | ONLINE | EMERGENCY

Wl I Mackay s COUNCIL RESIDENTS BUSINESS PROJECTS COMMUNITY FACILITIES

L8 (oA
AR

PIONEERVALLEY
#DiceoderMackay

Alternatively, hover over Council, select Careers at Council and on the following page, click Current Vacancies
from the left menu.

EERS | LIBRARIES |

ol K Mackay s COUNCIL | RESIDENTS BUSINESS PROJECTS COMMUNITY —FACILITIES

CORPORATE DOCUMENTS POLICIES & FEES NEWS & MEDIA CAREERS

Annual Report 2022-2023 Equitable access Brochures ci
Budget 2023-2024 Fees and charges Community Perceptions Survey 2023 Culture and values
Corporate Plan Forms and applications Council Connect Current vacancies
Council sirategies Human Righis Act 2019 Council meeting live stream Educational tours

Operational Plan Local Laws eNewsletters Online safely induction

Place Score 2023 Australian Liveability Census Petitions - How to lodge Logos and branding Trainee and apprentice intake
Policies Media releases Volunteering at council
Publication scheme Social media ‘Work experience
Right to Information Frequently asked questions
Liability claims against council Outage Image
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http://vacancies.mackay.qld.gov.au/
http://www.mackay.qld.gov.au/

Once the Careers (eRecruit) website has opened, you will see a list of our current job vacancies available for you to
apply for.

Scroll to the bottom of the list to be presented with the Next Page buttons (if applicable), where you will find more
vacancies on subsequent pages (if applicable).

If you would like to know more about a vacancy, such as (but not limited to) the position description, the jobs
benefits/overview, you may click on the vacancy title.

Wl UK Mackay ez CAREERS (eRecruit)

porator o woT

CEETEE Paget Depot
Permanent Full Time

Register 28 January 2024

Login Do you have a passion for nature and a love of the outdoors? We are currently seeking an experienced Plant Operator — Boom Mower to join our Paget Depot Civil Operations team on a permanent full-time basis.

Change Password
Truck Driver o

Calen Depot
Permanent Full Time
28 January 2024

My Applications

Ready for a thrilling opportunity? Join Mackay Regional Council as a Truck Driver. Shape roads, conquer challenges, and be a driving force in our community. Drive SUCCESS with Us—your journey begins here.

Customer Service Officer o

Sir Albert Abbott Admin. Building
Permanent Full Time
28 January 2024

Search Options

Based on the front counter in our CBD Office, you will be the first point of contact for residents and visitors seeking assistance from Mackay Regional Council.

Maintenance Support Officer O
Paget Depot
Permanent Full Time

28 January 2024

Are you an enthusiastic administration professional looking for a rewarding role in a dynamic environment? Permanent Fulltime role based at Paget Depot ;

Page: 1013 [>]
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You may use the Sort Vacancies By function to change the order in which the vacancies display in the list.

wMEMackay==2 | CAREERS (eRecruit)

) Sort Vacancies By [Closing Date v 3
Vacancies =
Closing Date

Location

Register Work Type
Plant Operator Date Advertised

Featured Vacancies

Paget Depot Position Title

Permanent Full Time

Ghange Password
Are you a skilled Backhoe and Excavator Plant Operator seeking a rewarding opportunity? Mackay Regional Council is actively seeking individuals experienced in operating backhoes and excavators to become key members of our Capital Works
Field Services Team,

My Applications X .
Senior Planning Engineer 0
Privacy Statement

Paget Depot
Permanent Full Time

Are you ready to lead and shape the future of water and sewerage infrastructure in Mackay? \We're seeking a dynamic and experienced Senior Planning Engineer to play a pivotal role in forecasting and managing long and short-term water and
sewerage infrastructure investments.

Search Options

Principal Process Engineer o

Nebo Rd Water Treatment Plant
Permanent Full Time

Are you an pli in water . poised to make a substantial impact in a dynamic setting?
Multi Skilled Operator 0
Calen Depot

Permanent Full Time

Operators Wanted! Mackay Council Needs Your Expertisel If you're skilled in operating a backhoe, grader, o skid steer, apply now to join our team in Calen

WK Mackay recionaL councit
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You may also use the Search Options function to narrow your search.

O PRIK Mackay e

Change Password

My Applications

CAREERS (eRecruit)

Sort Vacancies By [Closing Date v =

Plant Operator o

Paget Depot
Permanent Full Time

Are you a skilled Backhoe and Excavator Plant Operator seeking a rewarding opportunity? Mackay Regional Council is actively seeking individuals experienced in operating backhoes and excavators to become key members of our Capital Works
Field Services Team.

Senior Planning Engineer o

Paget Depot
Permanent Full Time

Are you ready to lead and shape the future of water and sewerage infrastructure in Mackay? We're seeking a dynamic and experienced Senior Planning Engineer to play a pivotal role in forecasting and managing long and short-term water and
sewerage infrastructure investments.

Search Options

Principal Process Engineer 0

Nebo Rd Water Treatment Plant
Permanent Full Time

Are you an inwater

. poised to make a substantial impact in a dynamic setting?

Multi Skilled Operator 0

Calen Depot
Permanent Full Time

Operators Wanted! Mackay Council Needs Your Expertise! If you're skilled in operating a backhoe, grader, or skid steer, apply now 1o join our team in Calen

WK Mackay REGIONAL COUNCIL

If you would like to know more about a vacancy, such as (but not limited to) the position description, the jobs
benefits/overview, you may click on the vacancy title.

O PRI Mackay sz

Ghange Password

My Applications

CAREERS (eRecruit)

Paget Depot
Permanent Full Time
28 January 2024

Do you have a passion for nature and a love of the outdoors? We are currently seeking an experienced Plant Operator — Boom Mower to join our Paget Depot Civil Operations team on a permanent full-time basis.

Truck Driver o

Calen Depot
Permanent Full Time
28 January 2024

Ready for a thrilling opportunity? Join Mackay Regional Council as a Truck Driver. Shape roads, conquer challenges, and be a driving force in our community. Drive SUCCESS with Us—your journey begins here.

Customer Service Officer o

Sir Albert Abbott Admin. Building
Permanent Full Time
28 January 2024

Search Options

Based on the front counter in our CBD Office, you will be the first point of contact for residents and visitors seeking assistance from Mackay Regional Council.

Maintenance Support Officer o
Paget Depot
Permanent Full Time

28 January 2024

Are you an enthusiastic administration professional looking for a rewarding role in a dynamic environment? Permanent Fulltime role based at Paget Depot

Page: 1073
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You will now see further information about the vacancy, such as (but not limited to) — Employment Status, Work

Location, Job Advert, Salary.

Wl PRI Mackay ez CAREERS (eRecruit)

Customer Service Officer

Mackay Regional Council

Mackay Regional Councilis a dynamic and p ive local government ion dedicated to serving the community of Mackay. We are committed to creating a vibrant and sustainable region that
Change Password

enhances the quality of life for our residents.

The Role

Based on the front counter in our CBD Office, you will be the first point of contact for residents and visitors seeking assistance from Mackay Regional Council. Your primary responsibility will be to provide
exceptional customer service when addressing inquiries in person and via our Call Centre

My Applications

Key Responsibilities:

« Greet and assist visitors at the front counter with a friendly and professional demeanour.

« Handle inquiries and provide accurate information about council services, programs, and procedures.
- Process payments for council services and manage related administrative tasks

- Collaborate with other departments to ensure timely resolution of customer issues.

- Maintain accurate records of customer interactions and transactions.

- Assist with calls in our high volume call centre as required.

To be successful in this role, you will have:

- Qualifications in Business, Business Administration or related fields

- Strong communication and interpersonal skills.

« Proficient in computer applications and office software.

- Ability to handle multiple tasks and prioritise effectively.

- Knowledge of local government services is an advantage.

- The ability to display tact, discretion, and integrity in dealing with confidential and sensitive information
- Previous experience in customer service role and or call centre experience would be an advantage:

Mackay Regional Council provides competitive remuneration packages including attractive salary, hours, employee benefits and training and development opportuntties.
In return for your valued contribution, you will be rewarded with;

- Base annual salary from 574,750 + allowances as applicable
- Up to 18% superannuation (conditions apply)

lackay REGIONAL COUNCIL

Reference # 6036
Sir Albert Abbott Admin
Location:
Building
Work Type Permanent Full Time
Call Centre & Customer
Sector
Senice
Sub sector
Enquiries
‘Contact: Recruitment
Phone: 1300 MACKAY
Email.

Our Recruitment
Process

[Download Attachments._

The full position description can be downloaded and viewed by clicking on the Download Attachments button and

then clicking on View on the popup window.

Reference # 6036
mmitted to creating a vibrant and sustainable region that a
Location Sir Albert Abbott Admin
Building
Work Type Permanent Full Time
snal Council. Your primary responsibility will be to provide call Centre & Customer
Sector: Service
Sub sector:
Enquiries
Contact: Recruitment
Phone: 1300 MACKAY
Email
Our Recruitment
LRuocess

& https

zlopment opportunities

Level 3

Download Attachments... D Show Attachments - Waerk - Microsoft Edge = [m}

acancies.mackay.gld.gov.au/MRC_ER/S..

PD - Customer Service Officer N

Go Back

X

=

Attachments
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Before applying for a vacancy via the Careers (eRecruit) website, you will need to create an account. For information
on how to do this, please refer to the Creating a Careers (eRecruit) Account section within this guide.

If you have previously created an account, please refer to the Logging into a Careers (eRecruit) Account section within
this guide.

CREATING A CAREERS (ERECRUIT) ACCOUNT

To create a Careers (eRecruit) account; click Register.

WMEmackay=: | CAREERS (eRecruit)

Change Password

My Applications

Sort Vacancies By [ Closing Date v B

Plant Operator o

Paget Depot
Permanent Full Time

Are you a skilled Backhoe and Excavater Plant Operator seeking a rewarding opportunity? Mackay Regional Council is actively seeking individuals experienced in operating backhoes and excavators to become key members of our Capital Works
Field Services Team.

Senior Planning Engineer o

Paget Depot
Permanent Full Time

Are you ready to lead and shape the future of water and sewerage infrastructure in Mackay? We're seeking a dynamic and experienced Senior Planning Engineer to play a pivotal role in forecasting and managing long and shortterm water and
sewerage infrastructure investments.

Search Options

Principal Process Engineer 0

Nebo Rd Water Treatment Plant
Permanent Full Time

Are you an in water engi poised to make a substantial impact in a dynamic setting?

Multi Skilled Operator o

Calen Depot
Permanent Full Time

Operators Wanted! Mackay Council Needs Your Expertisel If you're skilled in operating a backhoe, grader, or skid steer, apply now 1o join our team in Calen

Read the Privacy Statement presented to you. To create an account, you must accept the terms outlined within this
statement and click Agree.

Should you wish to view the privacy statement at a later date, after you’ve created your account; you may do so at any
time by clicking on Privacy Statement on the left menu.

\l PRI Mackay sz CAREERS (eRecruit)

Vacancies

Change Password

My Applications

5

PRIVACY STATEMENT

Iackay Regional Council (Council) is committed to protecting personal information that we handle. Ve comply with the Privacy Act 1988, including the Australian Privacy Principles. This privacy collection statement provides users with some important
information about Council's collection of personal information that they provide as part of their application for employment with Mackay Regional Council

We may disclose your personal infarmation overseas if you ask us to contact an overseas referee, or if we request an International Police Check
How do we collect and hold your personal information?
In most cases, we collect persanal information directly from you, including any sensitive information you choose to provide to us.

Ve may also collect information about you from third parties, such as your nominated referees or the organisations they represent, and our Medical and Police Check provider. Referees may provide us with information abeut you on a confidential basis. If they
do, you are not entitled to access this information, and we will not share it with you without the referee’s consent

Ve may hold your information physically or in electronic databases and information systems, at Council. We take steps to protect your information from interference or unauthorised access or disclosure.

When and why do we collect your personal information?

Ve collect personal information that is reasonably necessary for s to evaluate your appiication for employment. We may also collect personal information at different times during the application process. For example, from your initial application, at interview,
and when checking references. If you do not provide the requested information, we may not be able to properly evaluate your application and your application may be rejected.

If you choose to provide us with sensitive information, you consent to us collecting 2nd disclosing that information to carry out our obligations unless you tell us otherwise

Who do we disclose your personal information to?

e will only disclose your personal information to third parties where we have told you beforehand and you have agreed 1o the disclosure

The third parties that we may wish to disclose your personal information to include:
* your referees (or the organisations they represent)

= our Police Check Provider

* our Medical Provider

GoBach  Agree

W 7 K Mackay recional councit
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Enter the information required on the registration form and click Submit.
If you are presented with errors after clicking Submit, please rectify the issues advised and try again.

Important Notes —

e If you have previously registered using the email address provided; you will not be able to create another
account using it. Please refer to the Forgotten Password section within this document to reset your password
and login.

e Please ensure the email address you enter on the registration screen is accurately typed, as this will become
your logon ID and any status updates for your application will also be sent here via email.

WK Mackay=x | CAREERS (eRecruit)

Email Address * |joebloggs@hotmail_com |
Confirm Email * [joebloggs@hotmail.com |
Title * [1ar <]
Fretame [oe |
Surname * [Bloggs |
Change Password
Password * |.................... |
weene IR e |
My Applications

Privacy Statement

Once registered, you will receive a confirmation email to the address registered and you may proceed with submitted
your application.

Go Back Submit

LOGGING INTO A CAREERS (ERECRUIT) ACCOUNT

To log into Careers (eRecruit) after creating an account; click Login.

Kwvackay== | CAREERS (eRecruit)
Sort Vacancies By

o

Plant Operator

Paget Depot
Permanent Full Time

Ghange Password

Are you a skilled Backhoe and Excavator Plant Operator seeking a rewarding opportunity? Mackay Regional Council is actively seeking individuals experienced in operating backhoes and excavators to become key members of our Capital Works

Field Services Team.

o

Senior Planning Engineer

W Paget Depot

Permanent Full Time

Are you ready to lead and shape the future of water and sewerage infrastructure in Mackay? We're seeking a dynamic and experienced Senior Planning Engineer to play a pivotal role in forecasting and managing long and short-term water and
sewerage infrastructure investments

Search Options

o

Principal Process Engineer

Nebo Rd Water Treatment Plant
Permanent Full Time

Are you an in water engi poised to make a substantial impact in a dynamic setting?

Multi Skilled Operator

Calen Depot
Permanent Full Time

Operators Wanted! Mackay Council Needs Your Expertise! If you're skilled in operating a backhoe, grader, or skid steer, apply now 1o join our team in Calen

Page 8 of 18
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Enter the email address and password used when creating your account and click Enter.

If you've forgotten your password, refer to the Resetting Your Forgotten Password section within this document to
reset it.

WP Mackayzser |

CAREERS (eRecruit)

Vacancies

Register

Login

Change Password

My Applications

Privacy Statement

Email Address *

Password *

e-Recruit Login

Login

|joebloggs@hotmail.com |

O Enter

Reset your password?

Not Yet Registered?

RESETTING YOUR FORGOTTEN PASSWORD

To reset your password if you've forgotten it; click Login from the left menu or click Reset Your Password.

WP Mackay:e: |

CAREERS (eRecruit)

Change Password

My Applications
Privacy Statement

Email Address *

Password *

e-Recruit Login

Login

|joebloggs@natmail.com |

O Enter

Reset your password?

Not Yet Registered?

W 7 K Mackay recional councit
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Enter the email address used to create your Careers (eRecruit) account and click Reset Password.

e-Recruit Login

Reset Password

Email Address * |joeb|oggs@hotmai|.com

# Reset Password

The below pop up will appear, advising that if there is an account registered using the email address provided; you will
receive an email containing instructions and a link to reset your password.

Important Notes —

e the link contained within the abovementioned email will automatically expire after 90 minutes of being sent.
Please check your junk mail folder of your inbox before clicking the Reset Password button again.

e If you do not receive the email containing the link to reset your password within 1 hour, this may indicate that
there is no active Careers (eRecruit) account for the email address provided. Try registering the email address
for a new account. If you're prompted with an error advising that an account already exists, please refer to the
Having Issues? section within this document to contact one of our friendly Recruitment Officers for assistance.

Messages o

Errors @ Warnings 8 Information L

4

If the entered email address is linked
to an application, an email will be

& BRE441 senttothe primary email address for
that applicant on how to change the
password.

If the entered email address is linked
to an application, an email will be

Follow the prompts within the email to reset your password.

Each time your password is reset, you will receive an automatic system generated email notifying you of this. Should
you ever receive one of these emails and you have not recently changed your Careers (eRecruit) password, please
urgently change your password as this may indicate that an unauthorised person has accessed your account.

Page 10 of 18
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To change your password while logged into your account; click Change Password.

CHANGING YOUR PASSWORD

Mackay=zx | CAREERS (eRecruit)
Welcome "B () show Favourites Only Sort Vacancies By

HRIS Administrator 0
Permanent Full Time

Logout HRIS Administrator
- Labourer o
My Profile
Paget Depot
My Applications. Permanent Full Time
) Mackay Regional Council is seeking an experienced Labourer 10 join our Field Services team, based at Paget Depot on a full-time basis.
Privacy Statement

Leading Hand Construction O

Search Options

Paget Depot
Permanent Full Time

IMackay Regional Council are seeking three (3) suitably qualified Leading Hands who have previous experience in the construction of local roads and drainage infrastructure. The successful candidate will join our Capital works team; based at our
Paget Depot

Truck Driver o

Paget Depot
Permanent Full Time

IMackay Regional Council is seeking three (3) experienced and HR licensed Truck Driver 1o join the Capital Works Field Services team based at Paget Depot

Enter the required information and click Submit.

Fraranies srrs et oo

Each time your password is reset, you will receive an automatic system generated email notifying you of this. Should
you ever receive one of these emails and you have not recently changed your Careers (eRecruit) password, please
urgently change your password as this may indicate that an unauthorised person has accessed your account.

Page 11 of 18
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APPLYING FOR A VACANCY

Before applying for a vacancy, please ensure your cover letter and resume have been updated and are ready to
attach.

Documents must be saved as either a Microsoft Word document (.docx or .doc) or an Adobe PDF (.pdf) file type, as
well as having a file size of less than 2MB per document.

When your documentation is ready, open the vacancy you wish to apply for and click Apply for Job.

Wl UK Mackay ez CAREERS (eRecruit)

Mackay Regional Council

Vacancies

Register Mackay Regional Council is a dynamic and progressive local government organisation dedicated to serving the community of Mackay. Ye are committed to creating a vibrant and sustainable region that a
Sir Albert Abbott Admin,

enhances the qualty of Ife for our residents Location
Building
Login
The Role Work Type Permanent Full Time
S — Based on the front counter in our CBD Office, you will be the first point of contact for residents and visitors seeking assistance from Mackay Regional Council. Your primary responsibillty wil be o provide Call Centre & Customer
exceptional customer service when addressing inguiries in person and via our Call Centre Seclor service

Sub sector:
Key Responsibilities:
- Greet and assist visitors at the front counter with a friendly and professional demeanour. Enquiries
SIS « Handle inquiries and provide accurate information about council Services, programs, and procedures. Contact Recruitment
- Process payments for council services and manage related administrative tasks, Phone: 1300 MACKAY
- Collaborate with other departments to ensure timely resolLtion of customer issues Email
- Maintain accurate records of customer interactions and transactions.
- Assist with calls in our high volume call centre as required Our Recruitment
Process
To be successtul in this role, you will have:

+ Qualifications in Business, Business Administration o related fields.
+ Strong communication and interpersonal skills.

+ Proficient in computer applications and office software.

« Ability to handle multiple tasks and prioritise effectively.

+ Knowledge of local government services is an advantage

+ The ability 1o display tact, discretion, and integrity in dealing with confidential and sensitive information
« Previous experience in customer service role and or call centre experience would be an advantage

Mackay Regional Council provides competitive remuneration packages including attractive salary, hours, employee benefits and training and development opportunities.

In return for your valued contribution, you will be rewarded with;
- Base annual salary from §74,750 + allowances as applicable
+ Up to 18% superannuation (conditions apply) -

Go Back

Apply for Job |

WK Mackay RecionaL councit

If prompted to log in, enter your Careers (eRecruit) account details and log in. If you have not yet created an account,
please refer to the Creating a Careers (eRecruit) Account section within this document.

e-Recruit Login

Login

Email Address * [joebloggs@notmail com |

Password * | Y| ]

G Enter

Reset your password?

Page 12 of 18
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Once logged into your account, an overview of our recruitment process will display. Review this before clicking

Continue.

REVIEW & PREPARE

Review the vacancy
advertisement and
Position Description to
verify the requirements

of the vacancy/position.
Compile your cover letter,
resume and any other
“documents outlined within
the vacancy advertisement
required to be submitted
with your application,

OUR RECRUITMENT PROCESS

APPLY FOR JOB

Follow the instructions
outlined within the
Careers (eRecruit) Job
Application User Guide
(mackay.qld.gov.au/
erecruit) to submil your
application to council
before the vacancy
closure date.

VACANCY CLOSE

AND SHORTLISTING

Once closed, the vacancy
applications are reviewed
by the hiring panel and
applicants are shortlisted.
Shortlisted applicants will
be contacled by phone
by an employee services
officer to schedule an
interview. If you have

not been shortlisted,

you will be advised by
email that you have been
unsuccessful,

INTERVIEWS

Interviews are held with
the shortlisted applicants,
and the outcomes finalised
by the hiring panel. On
completion of interviews,
the preferred candidate is
contacted by phone and
requested to carry out the
required pre-employment
checks before being
offered the position.

PRE-EMPLOYMENT
CHECKS

The preferred candidate
will carry out the pre-
employment checks
specific to the role.

LETTER OF OFFER

An offer will be made to
the preferred candidate
once all pre-employment
checks specific to the role
have been completed and
verified. Once a formal
offer has been made to
the successful candidate,
we will phone/email the
remaining applicants

who were interviewed

to advise that they were
unsuccessful. ¥

The following page is the vacancy application form that is required to be completed as part of your application. If you
have previously applied for a vacancy using the same account, some of the information will be pre-filled for you.

Each section must be reviewed and updated/completed, following the instructions within each section.

You may use the Edit on each section to update/complete it.

Customer Service Officer

Please enter your details into the form below.

Click on "edit’ to change or add information to each section

Your Details *

=

Please enter the below information relating to your personal details. Although not all ields are marked mandatory, we recommend you complete all of them to assist our Recruitment Team to identify you appropriately. Responses will not be used in the assessment of your application

Title "
Mr

Legal Surname *

[Bloggs

Legal First Name *

Joe

Legal Second Name

Preferred First Name

Joe

Birth Date

(1 August 1979

Gender
Male

Email Address

[joebl @hotmail.com

Mobile

0412345678

wl

K Mackay recionaL counci
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You may then use the Save button to save the changes made or the Cancel button to discard the changes made.

Customer Service Officer

Please enter your details into the form below.
Click on 'edit’ to change or add information to each section.

Your Details *

Pleas enter the below information relaling to your personal details. Although not all fields are marked mandatory, we recommend you complete all of them to assist our Recruitment Team to identify you appropriately. Responses will not be used in the assessment o

Title

M

vl

Legal Surname *

[Bloggs

Legal First Name *

[Joe

Legal Second Name

Preferred First Name

[Jos

Birth Date

[{ August 1979

Gender

Male

Email Address *

Mobile

fyour app! |ca;nn

If at any time, you need to pause your application and continue it at a later time, ensure you’ve saved any sections
you’re currently editing and you may simply exit the application form page. Your progress will be saved and when
you’re ready to recommence your application, simply click on the vacancy title from the home page, log in and you
may continue. Please ensure though, that you take note of the vacancy closure date/time and submit the application

before it closes.

If at any time, you need to view the vacancy details again, click on the Vacancy Details button to expand this

information.

ssist our Recruitment

Customer Service Officer

Mackay Regional Council

Reference # 6036

organisation dedicated to serving the community of Mackay. We are
committed to creating a vibrant and sustainable region that enhances the
quality of life for our residents.

The Role

Based on the front counter in our CBD Office, you will be the first point of
contact for residents and visitors seeking assistance from Mackay Regional
Council. Your primary responsibility will be to provide exceptional customar
service when addressing inquiries in person and via our Call Centre

Key Responsibilities:
= Greet and assist visitors at the front counter with a friendly and
professional demeanour.

= Handle inquiries and provide accurate information about council services,
programs. and procedures.

» Process payments for council services and manage related administrative

tasks

Mackay Regional Council is a dynamic and progressive local government .

Location:

Sector

Contact:
Phone:

Email:

Work Type:

Sub sector:

Enquiries

Download Attachments...

Sir Albert
Abbott
Admin
Building
Permanent
Full Time
Call Centre
& Customer
Service

Recruitment
1300
MACKAY
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An Application Checklist is available at the bottom of the application form page to highlight the sections you
have/haven’t completed. Sections marked with a green tick indicate that you've successfully completed it. Sections
marked with a red cross indicate that you have not yet successfully completed it and you will need to return to that
section and rectify what is missing.

Application Checklist

roubois |
J Equal Employment
Opportunities

(%] Application Questions

(%] Additional Information
[% ] Supporting Documents
(%] Declaration Page

When you see green ticks beside each section in the Application Checklist, click Submit Application.

Application Checklist
¥4 our Details

YourDutslke |
Yoo |
Opportunities
W rvscaion cuiors
W oo omaion
W sopring e
Powowsinror

Go Back Submit Application

Once your application has been successfully submitted, you will be provided with a confirmation message similar to
below.

Confirmation

Thank you. Your application has been received.
Your Login Name is email@test.com
Your Applicant Reference is 51747

Please use this reference number in any future correspondence.

You will also receive a confirmation email.

As your application progresses through the recruitment phases, you will receive email updates. Please ensure you
monitor the junk mail folder of your inbox in the event these emails go there.

Page 15 of 18
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VIEWING SUBMITTED APPLICATIONS

To view previously submitted applications; login to Careers (eRecruit) using the account used to submit the application
and select My Applications.

W PRI Mackay:s: CAREERS (eRecruit)

() Show Favourites Only Sort Vacancies By -
Plant Operator o
Paget Depot

Permanent Full Time

Are you a skilled Backhoe and Excavator Plant Operator seeking a rewarding opportunity? Mackay Regional Gouncil is actively seeking individuals experienced in operating backhoes and excavators to become key members of our Capital Works Field Services Team.

Change Password
Senior Planning Engineer 0
Paget Depot

Permanent Full Time

Privacy Statement

Are you ready to lead and shape the future of water and sewerage infrastructure in Mackay? We're seeking a dynamic and experienced Senior Planning Engineer to play a pivalal role in forecasting and managing long and short-term water and sewerage infrastructure
investments.

Principal Process Engineer 0

Nebo Rd Water Treatment Plant
Permanent Full Time

Search Options

Are you an accomplished professional in water engineering, poised to make a substantial impact in a dynamic setting?

Multi Skilled Operator 0

Calen Depot
Permanent Full Time

Operators Wanted! Mackay Council Needs Your Expertise! If you're skiled in operating a backhoe, grader, or skid stesr, apply nov to join our team in Calen

Formsetter o

Paget Depot
Permanent Full Time

Mackay Regional Council has an oppor to join our Field Services team, based at the Paget Depot

Mackay REGIONAL COUNCIL

Your recently applied for applications will display here and you will have the ability to view various information about it,
as well as being able to continue submitting a partially completed application (via Review Application), withdraw or
view the submitted application.

\ PRI Mackay sz CAREERS (eRecruit)

[ — My Applications
Vacancy Status Location Company Applied Date Actions
Vacancies
Review Application
Leaing Hand Construct Application Pending et Denot \nackay  counci e 2028 Withdraw Application
i eading Hand Construction y aget Depo! ackay Regional Counci anua
= 9 ‘Submission 9 P ¥ Reg 4 View Application
View Recruitment Process
ot \ackay Regional Council are seeking three (3) suitably qualfied Leading Hands who have previous experience in the construction of local roads and drainage infrastructure. The successful candidate will join our Capital works team; based at our Paget Depot.

A —
Formsette Application Under Re Paget Depot Mackay R I Council 244 2024 tnaran Appication
m ormsetter pplication Under Review Paget Depot lackay Regional Council lanuary View Applieation

View Recruitment Process
Mackay Regional Council has an opportunity for two (2) experienced Formsetters to join our Field Services team, based at the Paget Depot.

Privacy Statement Review Application

If you wish to withdraw your application, refer to the Withdrawing Your Application section within this document.
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APPLICATION

To withdraw your application, login to the Careers (eRecruit) account used to submit the application and select My
Applications.

O PRIK Mackay:szex

weicome R

Privacy Statement

CAREERS (eRecruit)

Sort Vacancies By [ Closing Date v

I show Favourites Only

HRIS Administrator o

Permanent Full Time

HRIS Administrator

Labourer o

Paget Depot
Permanent Full Time

Mackay Regional Council is seeking an experienced Labourer to join our Field Services team, based at Paget Depot on a full-ime basis

Leading Hand Construction o

Paget Depot
Permanent Full Time

Search Options

Mackay Regional Council are seeking three (3) suitably qualified Leading Hands who have previous experience i the construction of local roads and drainage infrastructure. The successful candidate will join our Capital works team; based at our
Paget Depot

Truck Driver 0

Paget Depot
Permanent Full Time

Mackay Regional Council is seeking three (3) experienced and HR licensed Truck Driver to join the Capital Works Field Services team based at Paget Depot.

Click Withdraw Application on the relevant application you're wishing to withdraw.

W PR IK Mackay e

CAREERS (eRecruit)

weicome TR

Vacancies

Register

Privacy Statement

My Applications

Vacancy Status Location Company Applied Date Actions
Review Application
Application Pending Withdraw Application
Leading Hand Construction Paget Depot Mackay Regional Council 24 January 2024

Submission View Application
View Recruitment Process

Mackay Regional Council are seeking three (3) suitably qualfied Leading Hands who have previous experience in the construction of local roads and drainage infrastructure. The successful candidate will join our Capital works team; based at our Paget Depot.

Formsetter Application Under Review Paget Depot Mackay Regional Council 24 January 2024

View Recruitment Process
Mackay Regional Council has an opportunity for two (2) experienced Formsetters to join our Field Services team, based at the Paget Depot.

Review Application

Enter a brief reason for withdrawing your application and click Withdraw Application.

| Withdraw Application x

Flease enter a reason for withdrawing the application. *

Gained employment with another company|

1 Withdraw Application Cancel

W 7 K Mackay recional councit
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Click OK to withdraw the application or click Cancel to stop the withdrawal process.

vacancies.mackay.qld.gov.au says

Flzase confirm the withdrawal of this application. You can re-apply by

opening this application, and re-submitting it

The Status will now display as Application Withdrawn and you will not progress through any further recruitment
phases for this vacancy.

My Applications

Vacancy Status Location Company Applied Date Actions

Review Application
Leading Hand Construction Application Withdrawn Paget Depot Mackay Regional Council 24 January 2024 View Application

View Recruitment Process
Mackay Regional Council are seeking three (3) suitably qualified Leading Hands who have previous experience in the construction of local roads and drainage infrastructure. The successful candidate will join our Capital works team; based at our Paget Depot.

VIEWING AND UPDATING PROFILE DETAILS

To view or update your personal details on your Careers (eRecruit) account; login and click My Profile.

Kwvackay=zx | CAREERS (eRecruit)
Welcome TN ) Show Favourites Only Sort Vacancies By =

HRIS Administrator
Permanent Full Time

Change Password
Labourer o

Paget Depot
Permanent Full Time

My Applications.
IMackay Regional Council is seeking an experienced Labourer to join our Field Services team, based at Paget Depot on a full-time basis.
Privacy Statement

Leading Hand Construction 0

Paget Depot
Permanent Full Time

Search Options

Mackay Regicnal Council are seeking three (3) suitably qualified Leading Hands who have previous experience in the construction of local roads and drainage infrastructure. The successful candidate willjoin our Capital works team; based at our
Paget Depot

Truck Driver O

Paget Depot
Permanent Full Time

Mackay Regienal Council is seeking three (3) experienced and HR licensed Truck Driver to join the Capital Works Field Services team based at Paget Depot

Click Edit to update details within the relevant sections.

Click Save to save any changes made or Cancel to discard them.

REQUIRE ASSISTANCE?

If you are experiencing any issues while using the Careers (eRecruit) website and require assistance, you may phone
1300 MACKAY (1300 622 529) and ask to speak with one of our friendly Recruitment Officers.

Page 18 of 18
O 7 K Mackay recionat councit



	Contents
	Careers at Mackay Regional Council
	Viewing Current Vacancies
	Creating a Careers (eRecruit) Account
	Logging into a Careers (eRecruit) Account
	Resetting Your Forgotten Password
	Changing your Password
	Applying for a Vacancy
	Viewing Submitted Applications
	Withdrawing Your Application
	Viewing and Updating Profile Details
	Require Assistance?

