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Government of Western Australia
Department for Planning and Infrastructure
	Application for Vacancy Kit
Thank you for your interest in the position advertised.  The enclosed information is provided to make you aware of the expectations of the selection panel about the format and content of your application.  Please read this information carefully before preparing your application.

When submitting your application, mark it “Confidential Advertised Vacancy” and unless otherwise specified in the advertisement address it to:

· By Post

Attention:  Recruitment Officer
Human Resources
Department for Planning and Infrastructure

5th Floor, 441 Murray Street
Perth WA 6000

*If posting your application, allow at least 3 working days for it to reach us!
Please remember to supply 3 copies, and do not submit in a plastic or cardboard folder.

· By Email

Recruitment.Officer@dpi.wa.gov.au
(Word 6.0/97 or PDF format only)

* If you email your application you will receive an automated receipt/reply.
· By Fax

Attention:  Recruitment Officer
Fax:  (08) 9216 8610

* If you fax your application, do not leave it to the last minute as we receive a large number of applications at this time.



IMPORTANT:  Applications received after the closing time and date 
cannot be accepted or considered.

	An application should consist of a:

1. A completed Application for Vacancy form.  This must be included with all applications.  Please ensure the correct position title and position number/s are entered on the application form.  Failure to do so may mean your application may not be processed,
2. Copy of your resume,

3. Written statement of no more than two (2) pages about the role specific criteria within the Selection Criteria of the Job Description Form (see example on page 2), and 

4. Proof of any formal qualifications.

For further information about submitting your application please contact the Recruitment Officer on 
(08) 9216 8608 or 9216 8352.  Queries directly relating to the job should be referred to the contact person named in the advertisement.

You should be contacted within 3 to 4 weeks after the closing date if you have been successful in gaining an interview.  Otherwise, you will be notified in writing after an applicant has been selected.


For further information about the Department for Planning and Infrastructure

please visit our website at http://www.dpi.wa.gov.au/


General Information

This information is designed to assist you in preparing a competitive written application and to help you prepare for an interview.  A well-written application is the first and most important step towards convincing a selection panel that you should be considered for an interview.

Preparing your written application

All applicants who demonstrate that they meet the essential criteria and who, from their applications, appear to be competitive will be considered for an interview.  This decision will be based on the information provided in your application.  Do not assume that the panel members know that you can perform the duties of the position.

Your application should include the following documentation:

1. Application form

2. Resume/curriculum vitae which comprises:

· Personal details including name, address, and telephone number

· Relevant work experience starting with the most recent position and include dates and details of the type of tasks/responsibilities you undertook in the role. 

· Education and training achievements (include any studies you are currently undertaking).

· Any activities outside of work that may be relevant to the job on offer.

3. Statement of claims against the selection criteria


This is the most important part of your application.  It is suggested that you use each selection criteria as a separate heading and outline relevant claims and experience against each heading.

You must demonstrate how you meet each criterion and where appropriate this can be achieved by providing specific examples of events/projects that demonstrate your experience, knowledge, skills and abilities and which make you competitive for the position.
A good example will contain a description of the situation you experienced, an outline of the action you took to deal with the situation, and the outcome/end result of this action.


For example:

Criterion 1:  Well developed interpersonal skills with the ability to relate effectively with officers at all levels.

I place great emphasis on developing good working relationships with management, staff and clients.  I have the ability to relate well to people at all working levels, an example of this is my role as Chair of the Continuous Improvement Working Group.

This role requires me to liaise with officers from a range of levels within the organisation in order to gather information on current issues of concern within the organisation.  I then facilitate group discussion to address these issues and develop recommended strategies to resolve them.  The final step in this process is to present these recommendations for discussion to the representatives of the Corporate Development Committee on a monthly basis.  On more occasions than not these recommendations have been accepted without any change.


I have undertaken this role for the past 2 years and have recently been awarded a recognition certificate for my contribution to this initiative.

Referees

Referees should be contacted for approval before listing them in your application.  It is preferable to include a current or recent line manager as a referee.  If you feel this to be inappropriate, please discuss this with the Chairperson of the selection panel prior to any interview.


Information on referees should be included on the application form detailing names, work addresses and contact telephone numbers.  If contacted, referees will be asked to comment on your competencies against the selection criteria and for this reason it is advisable that you provide your referees with a copy of the selection criteria and your application.

Remember to keep a copy your application for your own reference purposes.

Department for Planning and Infrastructure’s

Recruitment and Selection Process
The Department for Planning and Infrastructure’s recruitment and selection process adheres to the Public Sector Standard in Recruitment, Selection and Appointment, and includes the following compliance requirements:

Outcome:

The most suitable and available people are selected and appointed.

The Standard

The minimum standard of merit, equity and probity is met for recruitment, selection and appointment if:


· A proper assessment matches a candidate’s skills, knowledge and abilities with the work-related requirements of the job and the outcomes sought by the public sector body, which may include diversity.

· The process is open, competitive and free of bias, unlawful discrimination, nepotism or patronage.

· Decisions are transparent and capable of review.

If you feel this standard has been breached you will have the opportunity to call for a review of the process when you are notified of the outcome of the selection process.

Selecting applicants for an interview

The selection panel, usually comprising three people, will independently consider each application and then agree on a shortlist for interview based applicants ability to show firstly that they meet all essential criteria, and secondly that they are competitive in relation to other applicants.

Preparing for an interview

All interview questions will be directly related to the selection criteria for the job for which you have applied.

The same questions will be asked of every applicant although questions seeking clarification or expansion may differ.

To prepare yourself for the questions which may be asked:

· Make sure you understand the duties of the job by reading the Job Description Form, and if necessary by talking to the contact person listed in the advertisement.

· Focus on the selection criteria and think of examples of work situations where you have applied the relevant skills and abilities.

· Focus on the duties of the job and how you would carry them out.

· If the position has a supervisory role, think about your specific responsibilities as a supervisor

· If relevant, you may wish to bring with you examples of work that demonstrates your skills and abilities.

· Take a copy of your completed application to the interview for your own reference

The Interview

If selected for an interview you will generally be advised of the details prior to the interview date.

During the interview:

· Do not assume that any of the panel members knows about your suitability for the job, even though you may have worked with them or have had previous experience in the position for which you have applied. Having got to the interview stage your job is to convince the panel that you are the most suitable and available person for the position

· Take time to answer each question. A well thought out answer presented clearly and concisely will be appreciated by the panel, even though you may take a few moments to put your thoughts together

· Where possible, relate your answer to direct experiences you have had

· When the opportunity is presented, feel free to ask any questions you may have, relevant to the position. If you do not have any questions do not hesitate to say so

Panel members will record your replies to the questions to assist them in accurately recalling your details when they are making their assessment.

Recommendation

At the conclusion of the selection process the panel will then prepare a report detailing the process and the applicant recommended for appointment.  Once the recommendation is approved, all applicants will receive written advice of the outcome.

Feedback

When you have been advised of the result of your application, you are encouraged to seek feedback on your application from the person nominated in your letter.

Feedback is often useful in assisting you with the preparation of future applications and for improving performance at future interviews.

We hope you have found this information useful and look forward to
receiving your application.

The Department for Planning and Infrastructure is an equal opportunity employer
and provides a smoke free environment

Government of Western Australia
Department for Planning and Infrastructure
	

	Application for Vacancy
	· Please refer to the ‘Application for Vacancy Kit’ for important information you need to apply for a position at DPI.

· If you are sending a hard copy application, send three (3) copies.

· Documentation in support of the application should be attached.
· Please note that DPI has a four day period in which applicants may lodge an application for a review of the process.  Applicants will be advised of the outcome of the process and how to lodge a review by e-mail.  For further information go to www.dpi.wa.gov.au/employment/1775.asp 
or www.opssc.wa.gov.au/hrm/breachclaims/fourdaytrial.htm

	Advertised Vacancy Details

	Position Number/s
	     
	Advertised Vacancy Number
	     

	Position Title
	     
	Position Level
	     

	Applicant Details

	Title
	 FORMCHECKBOX 

	Mr
	 FORMCHECKBOX 

	Ms
	 FORMCHECKBOX 

	Mrs
	 FORMCHECKBOX 

	Miss
	 FORMCHECKBOX 

	Dr
	 FORMCHECKBOX 

	Other,
	     

	First Name/s
	     
	Last Name
	     

	Telephone (Home)
	     
	Telephone (Work)
	     
	Mobile
	     

	Email
	       

	
	(If you do not have an email address, please contact the Senior Human Resource Officer on 9216 8562 to make alternative arrangements for notifications).

	Current Employment

	Are you a State Government employee?
	 FORMCHECKBOX 

	Yes
	Employment Status
	 FORMCHECKBOX 

	Permanent   
	 FORMCHECKBOX 

	Casual   

	
	
	
	
	 FORMCHECKBOX 

	Fixed Term Contract
	 FORMCHECKBOX 

	Other  

	
	
	
	Current Agency
	      

	
	
	
	Substantive Position Title
	      
	Level and Increment
	     

	
	
	
	Acting Position Title
(if applicable)
	      
	Level and Increment
	     

	
	 FORMCHECKBOX 

	No
	Current Employer
	      
	Position Title
	     

	Have you previously worked for DPI?
	 FORMCHECKBOX 
 
	Yes
	 FORMCHECKBOX 

	No

	Have you previously received a voluntary severance from the state public sector?
	 FORMCHECKBOX 

	Yes
	 FORMCHECKBOX 

	No
	If Yes, agency 
and year: 
	     

	Permanent Residency

	· You need to be a permanent resident to be appointed to a permanent position at the Department for Planning and Infrastructure.  

· Non-permanent residents are eligible for fixed term appointments.  

· If you were born overseas, you will need to provide proof of your eligibility to work in Australia.
	Do you have:

	· 
	 FORMCHECKBOX 

	Permanent Residency

	· 
	 FORMCHECKBOX 

	Australian Citizenship

	· 
	 FORMCHECKBOX 

	Temporary Visa or Work Permit

	· 
	
- Type of Visa or Work Permit:
	     

	· 
	
- Valid from    
	         
	to  
	     

	References - Please provide details of two employment referees

	1.
	First Name
	     
	Last Name
	     
	Company
	     

	
	Address
	     
	Postcode
	     

	
	Daytime Telephone/Mobile
	     
	Email
	     

	2.
	First Name
	     
	Last Name
	     
	Company
	     

	
	Address
	     
	Postcode
	     

	
	Daytime Telephone/Mobile
	     
	Email
	     


	Supplementary Information

	Qualifications

	Applicants who have qualifications specific to the advertised vacancy must include them with this application. If you do not include them, it is NOT a barrier to consideration of an application for employment.  However, If the position specifies a qualification is essential, a certified copy of your qualification will need to be sighted/assessed by Human Resources prior to appointment.

	Qualification
	Institution
	Year

	     
	     
	     

	     
	     
	     

	     
	     
	     

	Health

	Applicants who have a health condition, disability or injury are invited to discuss its relevance or otherwise to their prospects for employment with the interviewing officer/s.  It is NOT a barrier to applying for employment.  However, if it is likely to affect your work performance, could recur or be aggravated by the type of work for which you are applying, you must disclose this information.

	To the best of your knowledge and belief, do you have a medical condition, disability or injury that may affect your work performance, could recur or be aggravated by your undertaking the duties of the position for which you are applying?

	 FORMCHECKBOX 
   
	No
	 FORMCHECKBOX 
 
	Yes
	If ‘Yes’, please provide details below:

	Nature of condition
	Date of injury, if applicable
	Any special requirements?

	     
	     
	     

	     
	     
	     

	     
	     
	     

	Workers’ Compensation Claims

	A previous workers’ compensation claim is NOT a barrier to applying for employment.  However, any disability or injury likely to affect your work performance or that could be aggravated by the work for which you are applying must be disclosed.

	Have you ever made a claim for workers’ compensation?

	 FORMCHECKBOX 
   
	No
	 FORMCHECKBOX 
 
	Yes
	If ‘Yes’, please provide details below:

	Nature of injury
	Date of injury
	Claim open or closed?
	Employer (if applicable)
	Insurance company

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	Criminal Convictions

	The Department reserves the right to request that applicants supply a current police and traffic infringement clearance.  A criminal record does not necessarily disqualify an applicant.  If rejection of your application is considered solely because of a criminal record, you will be given the opportunity to discuss the matter fully, and to provide any supporting information you consider relevant, before a final decision is made.  If you are employed by DPI you will be required to advise us of any subsequent investigations, charges or convictions.

	Do you have any current convictions for any offences from any court, or are you currently the subject of any charge pending before any court?  (You do not have to give details of any conviction which you have had declared spent (Spent Convictions Act 1998) and decisions regarding your employment will not be made based on a spent conviction.)

	 FORMCHECKBOX 
   
	No
	 FORMCHECKBOX 
 
	Yes
	If ‘Yes’, please provide details below:

	Nature of conviction
	Date of conviction
	Place of conviction

	     
	     
	     

	     
	     
	     

	     
	     
	     

	Applicant declaration

	· I authorise any of my referees, previous employer/s and their insurer/s, to provide information and/or records of my employment service and medical and/or claims history to the Department for Planning and Infrastructure if required.

· I agree to advise DPI of any investigations, charges or convictions that have arisen since my engagement by DPI.

· I declare that to the best of my knowledge at the time they were submitted the statements above and those in my résumé and application are true and correct in all respects and I have not withheld any relevant information.

· I acknowledge that any statement that is found to be false or deliberately misleading may make me, if employed, liable for dismissal.  If I subsequently become aware that information I have provided is false or misleading I will immediately bring this to the attention of the Department for Planning and Infrastructure.

	Full Name
	     
	Signature
* See note below
	
	Date
	     


*  Note:
If you are sending your application via email, you will be asked to sign the application form if you are successful in obtaining an interview.






Effective Date: 14 November 2008
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