How to Submit an Application
Via the corrections website www.corrections.govt.nz/careers 
When you first visit Jobs list page, the page that lists all of the open vacancies, you will need to locate the Job title of the role you want to apply for NB: Check that you have the correct vacancy number; this will be listed under the job title. The Job title is in blue and underlined, if you click on this you will be taken to the job advert. The Job Advert page also provides you with all of the application information; please take the time to read all of this information. 

When you are ready to apply scroll to the bottom of the page and click the 'Begin' Button. Our e-recruitment tool will first require you to register, use your email address and a password to do this, then click ‘Save & continue’. Once you have done this you will be taken into the electronic application form (this may take a 10-20 seconds) where you can start the application process. Please be aware the process will require you to attach your CV & cover letter so have electronic copies of these ready to attach (they will need to save in a programme that is MS office compatible: Word, PDF or RTF).  
When you have pressed ‘Save and Continue’ for the last time you will be asked to check the answers you have provided, you are able to edit these if the information is incorrect. If you are happy scroll to the top of the page and press ‘Submit Application Now’. You will then be asked if you wish to ‘Submit the application now’ or ‘submit application later’. 
If you press ‘Submit now’ your application will be sent to the vacancy, you will receive an email confirming that the application has been received.  If you choose to ‘Submit later’ the application will be held in the ‘My History’ section until you are ready to submit it. You will receive an email telling you that you have started an application but not submitted it. If you forget to submit the application you will be sent an email, reminding you that you have not submitted the application, three days before the vacancy is due to close. 
If you are looking for a specific role that is not currently advertised you are able to register for 'Job Alerts'. In the vacancy list page Click the link ' Job Alerts', specify your job criteria (i.e. Location, Role). When a job that meets your criteria is posted you will automatically be notified via email. 

Some trouble shooting tips you may find helpful when using the system.
The system is designed to recognise your email address as a unique Identifier. If you share an email address and your partner has previously applied for a role, please be aware that your application will be registered in their name (as the system only recognises the details of the first person to register in the system). If you wish to have your own unique account with the Department you could create a free email account (Yahoo, Gmail, Hotmail) that you use for your application, all correspondence sent by the department will be sent to this email address.

Please remember to save your attached documents in an MS Office compatible format (Word, PDF or RTF). The system does not allow us to read documents that are not in these formats.
If you lose your connection and have not completed your application, log back into the website and go to the 'My History' link, from here you can view all of the vacancies you have applied for. Select the Job Title of the role you had been working on, you are able to complete & edit the application and then submit it. You can access partly completed applications up until the vacancy close date and in some cases you may be given a 1 day grace period to submit your incomplete application (you will always be notified, via email, 3 days before close date if you have started an application and not finished it)  
 

If you submit your application but discover that you have attached the wrong information, or wish to change your answer to a question, again go to the 'My History' button and select the Job Title. You can then go through the application form and edit the questions or attachments you wish to change. Please remember in order for the new information to be saved you must click the 'Save & continue' button at the foot of each page. Please also be aware that the system will only show the file name of the original document that was attached to the application. If you have updated a document double check that new attachments have been saved correctly (once you have clicked save & continue) by double clicking on the old file name, the new document should appear.
Applying via post – 0800 177 622

If you do not have access to the internet, please phone 0800 177 622, quoting the job vacancy number. The call centre staff are happy to send a paper copy of the application for you to complete. When complete please post to: Recruitment, CPPS – Central Region, PO Box 9343, Hamilton 3204.
If you have any other questions you can also phone the Call Centre and ask to be transferred to a recruitment advisor.
