Wheatbelt NRM

Employment Process - Advice for Applicants

How to Apply

Applications must be submitted by 5pm on Thursday the 16th of February 2012.
· emailed to Dimple Guliani at dguliani@wheatbeltnrm.org.au
· Posting your application by addressing it to: Wheatbelt NRM, PO Box 311, Northam WA 6401

· Faxing 08 9690 2255

Before preparing your application it is a good idea to obtain as much information as possible about the position. We recommend that you:

Carefully read the Essential Competencies, Outcome Statement and other documentation provided.
Please feel free to ring the Contact Officer to discuss the particulars of the position, the proposed selection process, the work environment and any other matters.

Your application should contain the following:

· a cover letter introducing yourself and describing your suitability against each of the Essential and Desirable Competencies found on the last page of the ‘Nyungar Budjar Carer Job Description’. The cover letter does not need to be long and can be completed in one to three pages;

· A résumé which contains your personal particulars including (but not limited to):

· Full Name

· Address
· Contact Details (telephone/email)

· Education and Training
· Employment History (including dates of employment, employer, position, and brief summary of duties) IF RELEVANT
· The names and contact details of two referees, preferably one being your current supervisor. Written referee reports are not required at time of interview; and

· Relevant supporting documents ie. copy of degree, trade qualification etc. IF RELEVANT
Note: You should be available for interview as soon as the vacancy closes. If you know that you will be unavailable, please note this on your application and, if possible, provide alternate contact details.

Cover letter addressing the Essential and Desirable Competencies
The selection panel will assess your suitability for the Nyungar Budjar Carer position based upon the selection criteria listed in the Position Description. The cover letter is your opportunity to tell the selection panel how you meet each of the competencies. Please address each of the essential and desirable competencies and give examples of how you fit these skills.
Selection process

A selection panel will be established, consisting of three people. The panel will assess the skills and attributes of the applicants against the Essential and Desirable Competencies and makes a selection recommendation to the Chief Executive Officer of Wheatbelt NRM.

The process the Selection Panel will follow is:

· shortlist

· interview

· assess referee comments

· prepare a report
Shortlisting
The panel reviews the written applications to determine a shortlist of preferred applicants for interview. Suitable applicants will then be interviewed.
Interviewing
Each shortlisted applicant will be interviewed. Each interview will take approximately 1 hour and will take place at the Wheatbelt NRM office in Northam. You will be given the interview questions 15 minutes prior to your interview to make notes and prepare.
Assessing referee comments
We require contact details of two referees for each applicant. The selection panel will contact the referees of those applicants who pass the interview process and will use their comments to determine the outstanding applicant.
Report
The panel will prepare a report on the selection process, identifying an order of merit of those applicants considered suitable for the Nyungar Budjar Carer position. Assessment is based on an applicant's written application, their performance at interview and their referees' comments. Wheatbelt NRM makes offers of employment based on this order of merit.
If you are unsuccessful

Wheatbelt NRM staff will provide feedback to all unsuccessful applicants. If you are unsuccessful your application will be held by Wheatbelt NRM until 30th of June 2013 in case the successful applicant is no longer able to continue in the position.
