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[bookmark: _Toc114139543]Purpose
This purpose of this User Information Guide (the ‘Guide’) is to provide guidance related to the use of the ‘Jobs Board’ course in the Learn Local Secure Portal (LLSP).
What is the LLSP?
The LLSP is part of the VET Shared Learning Resources Department of Education and Training application. DET has funded a variety of projects and programs that involve the development of professional development and teaching and learning resources. These resources are shared with Learn Local providers through the LLSP site.
In the LLSP trainers are able to collaborate and exchange teaching materials. The LLSP is hosted on the Canvas Learning Management System (LMS). Whilst not every Learn Local provider uses Canvas, sharing resources using this platform means that users can easily preview eLearning content, including Moodle exports and SCORM packages, before deciding if the resources are suitable for their needs.
[bookmark: _Toc114139544]Scope and Audience
The guide will assist Learn Local staff to navigate and use the LLSP ‘Jobs Board’, the guide includes instructions for:
· Finding the Jobs Board on the LLSP
· How to post effectively on the Jobs Board to offer additional hours to staff from other Learn Locals to fill gaps in staffing, or find additional hours for staff at your Learn Local.
[bookmark: _Toc114139545]Help and support
· The Department has issued User Guides for all users of the Secure Portal to assist new users to access and navigate the portal. 
· Any additional queries regarding the Jobs Board should be directed to ACFEB.Secretariat@education.vic.gov.au 


[bookmark: _Toc114139546]Use of the Jobs Board– General rules for posting
[bookmark: OLE_LINK1][bookmark: OLE_LINK2]To ensure that the Jobs Board is an effective platform for staff across the Learn Local sector to help fill short-term gaps in organisational staffing profiles and ensure that those seeking additional hours delivering Learn Local courses can be matched to opportunities, we recommend the following approach to posting on the Jobs Board. 
As each Learn Local provider is allocated two licences to access the LLSP, staff with access should identify the following key information in their posts: 
· The nature of the opportunity (identify the hours requested/offered, what period of dates)
· The names and contact details of staff requesting hours, including their preferred mode of delivery (online, face-to-face or both) and area/s of expertise (SfWS, LEAP etc.)
· LGA delivery location (where applicable) 

[bookmark: _Toc114139547]Jobs Board Navigation

STEP 1
Navigate to https://vetsharedresources.instructure.com/ 
[image: Graphical user interface, application
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STEP - 2 Find and click on the Jobs Board 
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STEP –Click on subscibe to receive notifications of new posts (can be set to weekly or instant in notifications settings)
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Example Posts 

Example 1: Finding staff to fill a vacancy at your organisation:
[image: ]
Example 2: Offering additional hours for staff at your organisation:
[image: ]
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Hi Learn Locals!

This Jobs Board is for anyone looking for staff and anyone looking to pick up additional work. You can post the jobs you have
available or if you're looking for additional work/hours, feel free to post what you're looking for. You can reply to other

peoples posts and engage/connect with each other.

We hope you find this Jobs Board beneficial.
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comments

< Write a reply...

Yariv Field

4 Yesterday

Hi there,

We're looking for staff to fill some vacancies at our organisation (this is an example only). Here are the details:

Hours per ) R
L . Duration . . For more info or to
Organisation: Roles available: week Delivery method/location:
) of work: apply, contact:
386/discussion_topics/6250?module_item_id=150160# required:
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Hi there,

We're looking for staff to fill some vacancies at our organisation (this is an example only). Here are the details:

Blacktown NSW 2148

Hours per . .
L ) Duration . ) For more info or to
Organisation: Roles available: week Delivery method/location:
) of work: apply, contact:
required:
L John Smith, ph:
. Teacher for Digital Semester . .
AMES Australia . 20 Online Xxxyyzz, email:
Essentials 1,2023 ) )
john.smith@xxxx
Face to Face at AMES
Australia Craigieburn - Betty Jones, ph:
. Teacher for Pathways Semester| )
AMES Australia 35 Suitel, Level2, 333 Xxxyyzz, email:
to TAFE 2,2023 | .
Windrock Avenue, betty.jones@xxxx
Craigieburn VIC 3064
March & Online and Face to Face at  |Julia Smithson, ph:
arc
. Teacher for Skills for . AMES Australia Blacktown - |xxyyzz, email:
AMES Australia 16 April . . )
‘Work and Study 2023 Ground floor, 38 Prince St,  |julia.smithson@xxx

X
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Good afternoon,

We have some staff looking to pick up some additional work (this is an example only). Here are the specifics:

L Hours per . Preferred delivery
Organisatio |Area of Duration )
. week ) method/locations prepared  |Please contact:
n: expertise: ) available:
available: to work:

AMES Digital Skills for Semester . John Smith, ph: xxyyzz, email:

X 10 Online only . .
Australia Job Seekers 1,2023 liohn.smith@xxxx
AMES June and  |Face to Face in North East Betty Jones, ph: xxyyzz, email:

) TAFE Support |24 . . R
Australia July 2023 |Victoria betty.jones@xxxx
AMES Digital 40 March &  |Online and Face to Face in  [Julia Smithson, ph: xxyyzz,
Australia Essentials April 2023 |South West Victoria lemail: julia.smithson@xxxx
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