
 

How to add jobs to your job 
search effort by email 
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Send us an email when you apply for jobs on SEEK, CareerOne, JORA, Adzuna or 

Indeed and we’ll automatically add them to your job search effort.
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Step 1 
Make sure you have an email address attached to your jobactive website account. 

Sign in and click on My details from the Account drop down menu at the top right of the screen. 

Check if you have an email address attached to your account. If you don’t, add one! 

 

IMPORTANT: We can’t add your application to your job search effort unless it comes from the 

email address attached to your jobactive website account. 

Step 2 
Apply for a job on SEEK, CareerOne, JORA, Adzuna or Indeed.  

When you apply for a job on any of these websites, you should get a confirmation email. 

Step 3  
Forward your job application confirmation email. 

a) When you get your job application confirmation email, click forward. 

b) Address it to jobsearcheffort@dese.gov.au  

c) Add your Job Seeker ID (JSID) in the subject line and hit send. 

 

 

IMPORTANT: We can’t add your application to your job search effort if you don’t put your job 

seeker ID in the subject line. 
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Step 4 
Your job application will be added automatically to your job search effort.  

Next time you sign in to your dashboard, any application confirmations you have sent to us will show 

in your job search effort list.  

Remember, you need to send a separate email for each job application. 

Don’t see your job application in your job search effort? 
Here are some reasons your job application might not show in your job search effort. 

Is it a SEEK, CareerOne, JORA, Adzuna or Indeed job?  
We currently can only add jobs you applied for on these websites. If you applied for a job in person, 

by phone, or on other websites, you have to manually add jobs through your dashboard. 

Did you use the right email address?  
The email address needs to match the email address linked to your jobactive website account. If 

you’re unsure of what that is, sign in and check your details. 

Did you include your job seeker ID in the subject line?  
Check these details and try again. You can find your job seeker ID in your My details screen. 

Is the job application within your reporting period?  
If it’s outside a reporting period, it may not appear. 

More ways to add jobs 
Find more options at jobsearch.gov.au/how-to-guide: 

• How to manually add jobs to your job search effort 

• How to use upload evidence to add jobs to your job search effort 

You can watch video guides at youtube.com/jobactivejobs. 
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