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When you apply for a job in person, by email or through a website you can manually 

add it to your job search effort  in just a few steps.
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Apply for a job 
You can manually add a job to your job search effort after you apply for a job: 

 in person 

 over the phone 

 online or through an employer’s website 

 by email 

 in writing 

Go to the job search effort screen 
Sign in to your job seeker account on the jobactive website. Click on Job Search Effort in the top 

menu. 

On this screen you can see the number of: 

 days you have left in the current reporting period 

 jobs you have already applied for 

 jobs you still need to apply for 

 Click Add a Job to manually upload a job to your job search effort.  
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Fill in your job application details 
Make sure you have the correct Reporting Period selected. 

Remember to put meaningful information in the Notes section. The person you spoke to and a 

phone number for the business is a good start. It will help if you need to provide more evidence to 

support the quality of your job search effort. 

Click Save when you have filled in the all details of your job application. 

 

You need to complete this process for every job you want to add.  

You can also click the Upload Evidence button to add information to support your job search efforts. 

Don’t forget, you can also add jobs automatically by email. Go to jobsearch.gov.au/how-to-guide 

and download How to add jobs to your job search effort or watch the video version at 

youtube.com/jobactivejobs.  

  

https://jobsearch.gov.au/how-to-guide
http://youtube.com/jobactivejobs
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Keep track of your progress 
Your job search effort total will update with every job you add.  

You can also see your job search history in this screen, including for past reporting periods. 

 

Go to jobsearch.gov.au/contact-us if you have any questions about using this feature. 

 

https://jobsearch.gov.au/contact-us

