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Searching for and Contacting a Specialist 
 
Enter zone8specialisthub.au on your browser to find the portal. 
 

 
  
To use the hub to find a Specialist just go into one of the 
designated areas on the landing page: 

• Membership 
• Public Image 
• Service Projects 
• Funding and Grants (Non-TRF) 
• Learning &Development 
• DEI 
• Club Operations & Other 
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If you are not sure which specialty to use, enter by clicking on 
“Search Specialists” or “Search By Area” and find your Specialist 
that way. 
 

 
 
Once you are in the Specialist listing area, look for the menu 
(selection-accordion) on the left-hand side. Click on a red box 
such as Membership and a drop down of sub-categories opens. 

 
 
Here you can make a finer selection. 
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You could also enter a “Search Term” such as a person’s name or 
the specialty you seek.  If you use the search term, there’s a reset 
filter button above it to clear the filter and search again (or it will 
retain the old search). 
 
Find Specialists with the expertise you are looking for (please look 
through all listings with the right qualifications as there may be 
more than just the first person listed). Make sure they are 
available and not offline for any reason, then click on “Contact” 
that will take you to a screen to enter your details and the nature 
of your enquiry. 
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Confirm you are not a robot and click “submit”; you should then 
get a screen confirming the contact  with this message: “Thank 
you for contacting [Name], they will review your message and get 
back to you soon.” 
 
A ticket is created for your enquiry and the Specialist notified. The 
Specialist should then contact you directly on the email you 
used, or on your mobile phone. Please note; the interaction does 
not happen through the Specialist Hub. 
 
You may receive an email after a while asking if the Specialist has 
contacted you; this is a trigger for you to let Specialist Support 
know contact has not happened and they can follow it up. 
 
Once your enquiry has been resolved, the Specialist will close the 
ticket, and you will get an email asking for you to rate the 
interaction and provide any comments you wish to make on the 
experience of using Specialist Hub. 
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Applying to be a Specialist 
 

 
 
To apply to be a Specialist click on the “Apply To Be A Specialist” 
on the right-hand side and this will take you into the application 
form. These screen shots are taken from a mock application 
made by the developer. Just about every field needs to be filled in 
and if there is a mandatory field missed, the form will warn you 
before going on. 
 

 
 
On the first page you enter your basic information including 
setting up a password. There are quite a few steps involved. Once 
completed, hit the submit button and the administrators will 
review your application. When your application is approved your 
profile will be visible. 
 
Page 2 asks for a profile image, preferably a head and shoulders 
photo. Then enter Rotary/Rotaract, country and any languages 
you are fluent in. 
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Next tick your areas of specialty. 
 

 
 
If you select a sub-category of “other”, use the text box to 
describe your specialty. 
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Next upload a short CV that demonstrates your skills and 
qualifications for the specialty. (This is for Administrator use 
only). 
 

 
 
 
The details you want to appear in Specialist Hub are filled in on 
the next page: 
 

 
 
 
You will need at least two referees; one from your club to confirm 
you are a member in good standing, and at least one other who 
may be contacted to confirm your areas of expertise. 
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The last page is the permission to have your information 
published on the public side of the website.  
 

 
 
You will get a thank you screen and be asked to check your inbox. 
You should shortly receive an email asking you to activate your 
“user”. Please activate it straight away, and once activated, you 
will be invited to log in. 
 
Welcome to your Specialist journey and thank you for sharing 
your expertise and time with members in Rotary South Pacific. 
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Practicing as a Specialist 
 

When an inquirer sends you a request on Specialist Hub, you will 
receive an email letting you know that a ticket has been created.  
The message will contain the contact details of the enquirer. You 
don’t have to log in to Specialist Hub to action the ticket, but the 
message gives you advice on how to find it, which is useful later 
on for posting updates. 
 

 
The interaction with the inquirer must take place outside of the 
Specialist Hub, either to the person’s direct email or by phone. 
The Hub “Internal Message” box is used to make notes of your 
interaction and submit them for Admin monitoring, keeping 
confidential matters off the Hub.  These messages remain as 
notes in the Hub – they do not go anywhere. 
 

When the matter is resolved to the satisfaction of the inquirer (or 
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is passed to another person or agency for resolution), make any 
final notes and click on “Resolve Ticket”.  The box will change to 
“Open Ticket” meaning it can be reactivated if necessary.   
 

 
 

You will then receive and email letting you know that “A ticket 
assigned to you has been resolved” and it will have a link back to 
Specialist Hub for you to fill out a “Ticket Completion Survey”. 
 
Please take the time to do this survey so Admin can monitor how 
well things are going and/or assist you with any further support.  
You will need the enquirer’s email address and a short description 
of the matter. Submit that and you are done! 

Updating Your Specialist Information and Availability 
 

 

Log in to Specialist Hub 
at: 
Zone8specialisthub.au 
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Once in you will see your profile page. It contains a lot information 
and your profile will be visible on the public side of the website. 
 

 
 
Your name and profile picture show on the left; country, district 
and club on the right; and the list of nominated specialties in the 
middle. You can request a change to these items by clicking on 
“Request A Change To Your Information”. 
 

 
Administrators can also change your profile information. 
 
On the left side is a menu with “Specialist Info, Account Info, CV 
and References, and Help Tickets” 
 
Specialist Info: Shows the information available on the portal to 
users looking for a specialist 
 
Account Info: Contains your name, email address and password 
boxes. The “edit” button allows you to change that basic 
information; first type in the new information and then click “Edit” 
to save the changes. This is only visible to you and Administrators. 
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CV and References: Contains the CV and references submitted 
as part of the application to become a Specialist. You can “View 
CV” to see if it is current, or if you want to change your CV, click on 
the little trash bin next to your uploaded CV and then upload a 
new one. You can also change the referee information if needed. 
Administrators will also get an email notifying them of the change 
and they will approve the update or contact you for more 
information if necessary. You may receive an email to this effect. 
Again, this information is only visible to you and Administrators. 
 
Help Tickets: Show open help tickets. You can search for any 
assigned tickets in accordance with the email informing you of an 
inquiry. 
 
Changing any of your approved Specialist information is as easy 
as clicking on the “Request A Change To Your Information” button 
in the yellow box on the right. This will take you to a self-
explanatory page to make the changes. 

 
 
Notice how to change your profile picture. For the rest, just make 
the changes you want and hit “Submit”. Come back later and visit 
your page to ensure the changes have been approved or to make 
other changes. 


	Searching for and Contacting a Specialist
	Applying to be a Specialist
	Practicing as a Specialist
	Updating Your Specialist Information and Availability

