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APPLYING FOR A PUBLIC SERVICE POSITION WITH THE DEPARTMENT OF EDUCATION (CENTRAL AND DISTRICT OFFICES)
Thank you for your enquiry about employment with the Department of Education. The Department is Western Australia’s largest employer with approximately 35,000 staff in nearly 900 worksites across the state.  It offers attractive remuneration, excellent conditions, human resources practices that assist in balancing work and private life, and a strong commitment to staff development through varied professional learning opportunities.  

Our recruitment processes are designed to attract the highest quality field of applicants possible from which the most suitable and available people will be selected.

The Department is committed to the achievement of a diverse workforce and encourages applications from Aboriginal and Torres Strait Islanders, people from culturally and linguistically diverse backgrounds and people with disabilities.  A diverse workforce is paramount in achieving substantive equality for our clients through the employment of staff who are sensitive to the provision of services that best meet their needs.  

Your Application

Your application is the first step towards securing an interview.  It is used by the selection panel to assist in assessing your skills and abilities.

Your application should include:
· a completed “Application for Vacancy” form (attached);
· a resume of no more than three pages including:
· personal details; 

· a summary of your work history starting with your most recent position and including dates and details of the tasks/ responsibilities undertaken in each position; 

· your education and training achievements, including any you are doing now; and 

· any activities outside of work which may be relevant to the job.
· a statement of claims against the selection criteria if requested in the advertisement.
Information provided in your application and resume will be used as the basis for shortlisting.  

Referees

Referees may be contacted before short-listing to assist the panel in substantiating your claims made in the written application.  It is advisable to seek their approval prior to nominating them as referees.  Select referees who have current knowledge of your relevant skills and abilities.  At least two referees should be nominated.  Each referees’ name, work title, address and day contact telephone number should be included in your resume.

Eligibility to Apply

Permanent residency is a pre-requisite for appointment as a permanent staff member.  Non-permanent residents are eligible only for fixed-term appointments.  You may also be ineligible to apply if you have accepted voluntary severance from a public sector agency.
Criminal Record Check 
It is Department of Education policy that a person recommended for appointment will be subject to a satisfactory criminal record check prior to their appointment being confirmed.  Necessary forms will be provided to the recommended applicant for the position when they receive their recommendation letter.  The recommended applicant will be required to complete a consent form and meet the cost for the check to be conducted.  

Existing employees who have had a criminal record check undertaken by the Department are not required to undergo another check.

The Department’s Staffing Directorate conducts criminal record checks through Crimtrac, a federal agency that facilitates the provision of criminal record information to accredited agencies.

Previous criminal conviction or pending charges will not necessarily preclude employment.

People affected by the result of an adverse criminal record check may request a review of the decision in writing within 5 working days of receipt of the advice.  The request will be treated confidentially and should be addressed to the Criminal Record Check Policy Officer of the Department of Education.  A thorough review of the evidence will be conducted and the applicant notified in writing of the result.  

Further information about criminal record checks can be found at the following link http://www.det.wa.edu.au/screening/
All information obtained from a criminal record check is maintained under the strictest confidence. 

Lodging your Application

Please mark your application ‘Confidential Advertised Vacancy’ and send to the officer identified in the advertisement.
Closing Date

Late applications will not be accepted.  Please ensure that your application is lodged by the required time, on the closing date nominated in the advertisement.

Feedback

You may be advised in writing if you have not been short-listed for an interview.  However, feedback on your application will not be available until a recommendation for appointment is made and you are advised in writing that the selection process is finalised.
Public Sector Standard for Recruitment, Selection and Appointment

Public Sector agencies are required to comply with the Public Sector Standard for Recruitment, Selection and Appointment.  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.

Regulations enable applicants who believe that their application has not been dealt with fairly to seek redress.  A formal application may be lodged with Workforce Policy & Coordination, Department of Education, 151 Royal Street, East Perth, WA 6004 upon completion of the process.  Further information about the breach process can be obtained by calling 9264 5126.  You are encouraged to obtain feedback from the nominated panel member, prior to lodging a breach.

Women are encouraged to apply for senior leadership positions.
Good luck with your application.
