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Create a new account 
Step 1. From the Timboon and District 
Healthcare Service Home Page, select 
CURRENT VACANCIES.

Step 2. Click the Sign In link.

Important: Current employees are 
required to apply for all positions via the 
Internal Careers website accessible 
through People Central. This ensures your 
application is accurately linked to your 
Employee Profile.
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Create an Account 
Step 3. Click the Create an account link.

Step 4. Fill in all your details

Complete all the fields to enter your personal details.

Note: The red asterisks * indicate that the field must be completed. 
You will not be able 

This question is very important as it will affect the way your 
application is shared across health services as well roles within 
each health service.

Step 5. Make My Profile Visible to:

Visible to any recruiter across Health Services in Barwon South 
West Region (Recommended)

This means recruiters from Barwon Health, Colac Area Health, and 
Hesse Rural Health can see your profile. They can find jobs that 
match your skills and experience. This means hiring managers can 
recommend you to other roles if required.

OR

Visible to the recruiter of the Health Service managing jobs I apply 
to

This means only the recruiter for the specific job you applied to can 
see your profile. They cannot send to apply for other roles that you 
may be suitable for. You must change this setting if you want to be 
considered for other jobs.

Step 6. You will not be able to progress until you have read and 
accepted the date privacy statement (click the link to open)
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How to apply for a role 

1 of 3

Step 1. From the Careers Page, you can search 
for a job using keywords (e.g. Nursing)

Step 2. Alternatively, select Show More Options 
for a more targeted job search.
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How to apply for a role 
2 of 3

Step 3. Locate the vacancy that you wish to 
apply for. Click Apply now.

Step 4. You will need to complete the details in 
the following sections:

• My Documents

• Profile Information

Step 5. Click Save.
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How to apply for a role 
3 of 3

Step 6. You will be prompted to complete the 
mandatory fields. 

You will not be able to submit your application 
until all mandatory fields have been completed.
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Viewing jobs you have 
applied for 

Step 1. You can view a record of all the jobs you 
have applied for.

Noting the symbol next the jobs applied 
indicates that your application cannot be shared 
with any other recruiters. 
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Editing your application

Step 5. Click the Sign in link on the Barwon 
Health Career site.

Step 6. Sign in with your log in details you used 
to create your application.
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Editing your application

Changing Privacy status  

Step 1. 

If you selected Visible to the recruiter of the 
Health Service managing jobs I apply to when 
you initially created your account and now wish 
for you application to be viewed by other 
Recruiters. you can change this option by going 
into Search Options and Privacy

Step 2. 

Select Visible to any recruiter across Health 
Services in Barwon South West Region 
(Recommended)
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Editing your application

Step 3. Your Candidate Profile will appear.

Select Jobs Applied and then select the job 
application you wish to edit.

3



People Plus Quick Reference Guide |  p.12People Plus Quick Reference Guide |  p.12

Editing your application

Step 4. Scroll to the section of your application 
that you wish to edit.

Click Update to save your changes.
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Withdrawing your 
application
Step 1. Open the Jobs Applied section in your 
Candidate Profile.

Step 2. Click the select the vacancy that you 
wish to withdraw your application.

Step 3. Click to select the Withdraw Application 
button.

Step 4. Click OK to confirm.

Step 5. You will receive a message to confirm 
your request to withdraw your application was 
successful.
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If you require any support, please contact the hiring 
manager listed in the job advertisement or send an 
email to
humanresources.tdhs@swarh.vic.gov.au.

mailto:humanresources.tdhs@swarh.vic.gov.au
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Thank you
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