Applying for a Vacancy with VenuesWest

About VenuesWest

VenuesWest's purpose is to be Western Australia’s
provider of premier sports, recreation and entertainment
venues. Our board and staff are working to become
recognised and valued as providing opportunities for:
e Elite athlete support
e Health and participation for individuals and
families
o Entertainment experiences for Western
Australia
Our focus is on sustainable delivery of sporting,
recreational and entertainment activities by maintaining
an appropriate balance between services delivered and
community and financial benefit.

VenuesWest's operating principles have been developed
to guide the way that we do business. The principles
guide our actions, help staff make appropriate decisions,
and are applied when developing new strategies and
initiatives. The principles are:

e VenuesWest responds to consumer needs

e  VenuesWest works in partnership

e VenuesWest is accountable for its resources

and actions

VenuesWest takes pride in owning and/or operating 11
of Western Australia’s major sporting, recreation and
entertainment venues, including not only the iconic Perth
Arena, but also nib Stadium, Challenge Stadium, Arena
Joondalup, the WA Basketball Centre, and Perth
Motorplex. VenuesWest has recently been appointed as
the governance agency for the new Perth Stadium and
surrounding Sports Precinct. For further information
about VenuesWest and our venues, please visit our
website www.venueswest.wa.gov.au

If your career ambition is to work for a high profile,
dynamic and progressive organisation, then VenuesWest
is the place for you.

Working for VenuesWest

VenuesWest aims to recruitment and retain
excellent staff who are passionate about the jobs
they do and the services they provide, and who are
committed to achieving our business objectives
and dedicated to upholding our organisational
values. To do so we provide a stimulating and
satisfying work environment where effort and
contribution are recognised and rewarded.

Recognition Program

At VenuesWest our staff are recognised for their
exceptional performance in the areas of innovation,
team work, leadership and customer service
through the staff informal recognition program and
our Annual Awards including the Chairman’s Award
for Employee of the Year.

Benefits

VenuesWest promotes a healthy and active
lifestyle for all its employees and as such entitles
employees to certain benefits. All permanent and
fixed term staff receive a full gym and aquatic
membership, discounts on programmes, fithess
courses and in our venue cafes.

Free onsite parking is available at most venues and
uniform is provided. We also provide learning and
development and a diverse range of career
opportunities.

Equal Opportunity and Diversity

As an equal opportunity employer, VenuesWest
promotes a workplace that is free from employment
practices that are biased or discriminate unlawfully
against employees or potential employees. VenuesWest
also encourages employment from diverse backgrounds.

GOVERNMENT OF
WESTERN AUSTRALIA



Selection and Appointment Standards

VenuesWest seeks to recruit the best available people
for vacant positions. The following standards are
maintained to ensure this goal is upheld:

Selection process is fair, consistent, unbiased,
timely and delays are minimised.

- Process for selecting applicants is based solely
on a proper assessment of merit against the
selection criteria.

At least two selection techniques used in
selection process (e.g. interview and referee
reports).

At least one selection panel member trained in
selection techniques.

Selection panels have a minimum of two
people.

Confidentiality is maintained throughout the
process.

All unsuccessful applicants to be notified in
writing and be given the opportunity to request
further feedback.

- Unsuccessful applicants are notified of a right of
review on grounds of a breach of the Human
Resource Standards in accordance with the
Public Sector Management (Review
Procedures) Regulations 1995.

Legal and administrative requirements for
selection and appointment are met including
Public Sector Management Act 1994,
Equal Opportunity Act 1984 and Occupational
Safety and Health Act 1984

Eligibility Requirements

Right to work in Australia - You must be an Australian
Citizen or permanent resident of Australia to be eligible
for permanent positions with VenuesWest. Fixed-term
positions may be offered to candidates with a current
working visa which covers the length of the appointment
term.

Working With Children Check — A Working with
Children Check is mandatory for certain positions with
VenuesWest that involve child-related work. Applicants
for these positions must have a current Working With
Children Check or be able to successfully apply for one
to be eligible for appointment to the position.

Qualifications — Certain positions will require specific
qualifications to be eligible for the role. These
qualifications will be listed in the Essential Selection
Criteria on the Job Description.

Pre-Employment Medical Check — Certain positions
require the successful candidate to undertake a pre-
employment medical check prior to commencement. The
cost of this check will be borne by VenuesWest.
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Integrity and Accountability

All staff of VenuesWest as public officers, are required to
adhere to the principles set out in the Western Australian
Public Sector Code of Ethics, which are:

Integrity

We act with care and diligence and make timely
decisions that are honest, fair, impartial and open,
considering all relevant information available to us.

Relationships with others

We treat people with courtesy and sensitivity,
recognising and respecting their interests, rights, safety
and welfare.

Accountability

We use the resources of the State in a responsible and
accountable manner that ensures the efficient, effective
and appropriate use of human, natural, financial and
physical resources, property and information.

These principles are augmented by the VenuesWest
Way (listed in the Job Description); a set of behaviours,
standards and attitudes which are expected of all staff of
VenuesWest.

It is a requirement that all employees of VenuesWest
adhere to the VenuesWest Way, Public Sector Code of
Ethics as well as VenuesWest's official Code of Conduct.

All new employees of VenuesWest are required to attend
a mandatory training session on Accountable and Ethical
Decision Making within 3 months of commencement.

For further information regarding integrity and
accountability, or to obtain a copy of any of the
abovementioned documents, please contact Human
Resources on (08) 9441 8362.
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The Recruitment Process

The recruitment and selection process is unique to each
position, however here is a general guideline of what you
may expect when applying for a position with
VenuesWest:

e Submit your application as per the deadline
specified in the Job Advertisement — your
application needs to provide us with enough
information for us to consider what you can offer
against the job related requirements.

e Shortlisting — Once the advertisement has
closed, a selection panel of at least two people
will review the applications received and assess
against the selection criteria of the position.
Under normal circumstances, you can expect to
be contacted within two weeks of the
advertisement close date if you have been
shortlisted for interview.

e The Interview — Interviews are conducted by
the selection panel. Depending on the position,
you may be provided with the list of questions
prior to the interview for your preparation.

e Reference Checks — At least two work-related
reference checks will be conducted for the
preferred candidate once interviews have been
completed. It is advisable that you inform your
referees to expect possible contact from us if
you have been selected for interview. Non-
nominated referees may be contacted to
validate any claim made by an applicant,
including integrity claims.

e Decision Time — We will gather all the
evidence we have collected through the
recruitment process and determine the
candidate(s) who have proven to meet the
selection criteria. In some instances, further
interviews may be conducted.

e Position Offered — The position will be offered
to the preferred candidate. All applicants will be
notified in writing of our final decision, normally
within two weeks of the conclusion of interviews
and/or further assessments.

e Feedback — If you are not successful, you may
find it useful to contact the person in your
notification letter for feedback to assist you in
applying for future positions.
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Why Is Your Application Important?

Your written application will be considered by the
selection panel to determine whether you will be selected
for an interview. Your application needs to demonstrate
that you meet all the job requirements and are more
competitive than the other applicants to gain an
interview.

Submitting Your Application

Submitting your application online is the preferred
method. Information on applying online is included in this
document. If you are unable to submit your application
online, please contact Human Resources on (08) 9441
8362 to discuss other methods of application.

Application Tips

e Complete all of the application questions. This
can be done online or alternatively a paper copy
may be provided to you by contacting Human
Resources on (08) 9441 8362.

e Ensure that you read the job advertisement
carefully and include all specified documents
with your application. You will need to attach
a copy of your current resume and a cover
letter. Unless otherwise stated in the job
advertisement, you should also include a
written statement addressing all of the
selection criteria listed in the job
description.

e  Ensure that your documents are MS Office
compatible or in PDF format. Do not submit
.docx documents as they cannot be opened.

e Ensure that you apply for the position before
the closing time. Note that late applications will
not be accepted. If you are unable to apply
online and are concerned that your posted
application will not be received by the closing
time, you must contact Human Resources
before the close time to discuss the matter. The
contact number for all application enquiries is
(08) 9441 8362.
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Interview Preparation Tips

Questions asked at interview will relate to the work-
related requirements of the position. The same questions
will be asked of each applicant although questions
seeking clarification or expansion may differ. When
contacted for the interview you will be informed of the
number of people on the panel and who they are.

For certain positions, you may be required to give a
presentation, participate in role-plays/case scenarios,
perform work/skills-based exercises or provide examples
of previous work as part of the assessment process.

In preparation for the interview process, you should:
e Be aware of what the role involves from the Job
Description
e Focus on the work-related requirements and
think of examples and work situations where

you have applied the relevant skills and abilities.

e Focus on the duties of the position and how you
would carry them out. Think of problems that
you may encounter and how you would solve
them.

e Think about your additional responsibilities in
regards to managing other people.

e If you have any relevant reports or examples of
your skills and abilities, bring them to interview.

e  Bring a copy of your written application with you
for reference.

Interview Day Tips

e Arrive at least 15 minutes before your interview
time to ensure that you are able to find parking
and locate the designated meeting area.
Please note — if you arrive early you may be
required to wait until your assigned interview
time.

e Do not assume that each of the selection panel
members know about your suitability for the role
even though you may have worked for
VenuesWest or in a similar government role
previously.

e Take time to answer each question. The
selection panel will appreciate a well thought
out answer presented clearly and concisely
even though you may take a few moments to
put your thoughts together.

e If you do not understand a question, ask for
clarification before replying.

e Wherever possible, relate your answer to direct
experiences you have had.

Title: Applying for a Vacancy with VenuesWest
Author: Human Resources
Date: October 2013 Version: 0.1

Page 4



How to Apply for Advertised Vacancies
The Jobs WA Website

VenuesWest utilises the Jobs WA website to process and manage all applications for all advertised vacancies.

At the Jobs WA website, you can view a list of all current vacancies with VenuesWest. If you cannot see the list, then
you can search for VenuesWest under the “Agency” section of the Job Search page.

Job Search

Clasing Date Job Title Agency  Classification Position Number Location

Y Y-MM-DD

2011DG1ZSGDPMM£M&_‘]IIM WirrnesWist Level 45 VienuesWest . (mone) AMKAN12 Chaliange Stadsuen, Mount Clarernont
! for Casual Employment Verues\West Pay rate vanes depe . (more)  Casual Recrutment (04/11 - 06/11) Mt Claremant, Joondahp, Micvase |

Occupation * Salary Range * Location Region®

ArcountngEcongmcsiF A ||Lessthan 520000 & |Perth Metropolitan -

Adrministration/Support 520 00010 §29 M9 Gascayne Regon

AgncultureHariculiure F afesry 5§30 000 1o §34 &9 Goldfelds-Esperance Regon

ApprenticeshipTr ¥ || 540000t $40589 % | Great Southern Region b

. Level" O srced Caings

Agency* I'r:e:.l:rrf:n TaTm Al [Epeafic Protessional posdions)
Agert General B | Covad Tarw . Dot Tamra Level 1 A

You can view the details of each position by clicking on the job title, but before you apply online, we recommend that
you register and login to ensure that your application will not be lost.

If you do not wish to register, you can go straight to clicking on the “Apply For Job” button on the job advertisement.

Registering Your Details on the Job Board

By registering your details, you can save your application online and go back to amend it prior to submitting your final
version. It also means that your application will not be lost if the system times out. Once you have registered you will
be able to use this registration when applying for any future vacancies on the Jobs WA website.

Step 1 — Click on the Login icon: Step 2 - Press the Not Registered? Icon:

Job Search ob Search

View Latest Jobs

HOME | JOB BOARD SEARCH TIPS | APPLICATION INFORMATION | HEL” | FEEDBACK
Help

Closing Date Job Title
YYYY-MM-DD

Hints & Tips 2011-06-12 500 PM Mamtenance Officer
~ - 12011.06-30 5:00 PM Register for Casual Employme

Emall me Joos Email ‘ / |
Job Search Passward ‘ |
Login Selact from the search boxes to find the obs that
i Lo in

Occupation * Satary| View Latest Jobs “

AccountngEconomics/Finance A lLesstt -

Adrinistration/Support Service {S$2000 Help Mot Registered?

Agnculture/HorticuRure/Forestry $3000

Apprenticeship/Traineeshp ¥ |1S4000 Eorgotten Your Passward?

Systern Requirements

Email me Jobs
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Step 3 — Read and accept the licence agreement:

Job Search

WView Latest Jobs

Help

Please read the following i ense agreement. LUse the soroll bar to see the rest ol the
agnpemant

Step 4 — Enter your details and press save:

New Account Details

Job Search

ERMS OF USE - BIGREDEKY ASP, SERVICES

ERMWE OF USE
& Application Serdce Provider (AS P} serdces, described wihin and linked 10 &
Icusmrmgamsanm‘s wihsite wher that Customer |5 using the BigRedSky (BRE)

rﬂ.S.F' Products and Senices are owned and operated by Empired Limited ACN 050
1503 843 (Empirad’)

Fliease redd all of i Terns of U@ ¢ areflly Defore acoes<ing or using any pro
or senices provided by Empired. By sccessing or using the BRS senices

P she i H dina s b sl s sl afis Tasmes afl las sad

D6 you aceept &1l oTEe liems of S priceding Licinss Agrigmint?

View Latest Jobs

Help

* Fields atalied ke this ane mandabry

Fiest Name
Suiname
Erfia

Eriter the Infarmaion a9

i click™Sive” al the botiam of the screan

Apagiword will b g

Il 80 you, Use thal password 10 1ogin, and then change it
1o someding Mal

sy 0 rememiber.

‘our emal apdiecs becomes your Usamams.

You will then be sent an email confirming that you have registered and you will be provided with a password.

Once you have your password, you can login and apply for an advertised vacancy. Click on the Login icon on the
side toolbar and enter your email address and password. Your tailored Jobs WA page will be displayed. You can
then click on the Job Search icon to go back to the advertised vacancies.

Job Search

View Latest Jobs

Help

Login

Summary

My Details

My Jobs

Logout

Closed Jobs

elcome Demonstration Applicant

‘fou have successfully logged on ta the WA Government Job Board. Click
here to search for current vacancies.

My Jobs

mmly 0 jobs matching your search profile.

Click here to create a search profile and subscribe to receive Job Alert
emails.
‘fou have 0 jobs in your Job Cart.

My Applications

You have 0 active applications.
You have 0 incomplete applications.
You have 0 past applications in your history.

My Details

Click here to update your personal details
You have 0 attachments stored under your login.
Click here to change your email address or password.

Apply for and Advertised Vacancy

Step 1 — Select VenuesWest as the Agency

Job Search
View Latest Jobs

Help

Job Search

Select from the search boxes to find the jobs that interestyou, or enter the Position Number or Jab Title in the keywc

Occupation *

Salary Range * Location Region®

Login

Summary

AccountingEcanomics/Finance || |Less than §20 000 A || Perth Metropolitan ~
Administration'Support Service ~|920 00010 $29999 | Gascoyne Region =
Agriculture/Horticulture/F orestry $30 00010 §38 999 Goldfields-Esperance Region

ApprenticeshipTraineeshiphGragbate ~|

340 00010 §48998 v

Great Southern Region ~|

My Details

Ageney*

My Jobs

Logout

/ Wark Type * evel*
Fixed Term-Full Time & | |Level 1 &
Sportand Rerreal 2pariment o A IFied Tern - PaTime | [Level2  —
Permanent- Full Time | [Level 3
State Administrative Tribunal =
ot L Publishar | [Pemanent- FaTime ¥ fLevels ¥

Fosition Number or Keywords

Advertised (in the)

| [any v

*Use your CTRL key to select multiple options or leave blankto select all.

Title: Applying for a Vacancy with VenuesWest

Author: Human
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Step 2 — Click on the Job Title of the vacancy

Job Search

Agency

Classfication

x»nwﬂsmm!&. /

VeruesWWs Level 45 Venuesied _(more) AMMAR12
20110630 500 PM R

te vanes Gepe  (mare)  Casual Recrusmert

Select 1om Do search bases 1 fnd e jobs Dat inferest you, of enter e Postion Numter of Job Tie in o keywords b

Ocapason® Salwry Range * Locanon Regen®

A towrtrg T conome oF rance A Lemmen 0000 & | Perth Metoooan -

ATt o Suggont Senvce 520 0001 529 999 Gascyre Regen

Agrcmse e Foresiny 30 000w $30 W0 ot £ sperance Regon

Agprentceshg Traneeshe ¥ 0000w W0 ¥ | Grest Souhen Regon \
s i Cuy

e T T ~

AQet Qenave) A | Pt Yo P Tema (3 [ Lot
Agiasie Protecton o il | [7
Agicuture and Food. Department of Permanest - Part Tame ¥ | L)
Abany Port Adnonty - Lewt s

Web Search No Poston Number o Kevwords Adnnied i Pu

Page 6



Step 3 — Click on the Apply For Job button

13
Jobs
Advertised

Step 5 — Answer the standard questions

Job Search

View Latest Jobs

B MILE LTI @3 O @3 a2313UNIY 1T RIUY @1U UL Y YU LS

service to patrons across the venue,

Atractive benefits include a full gym, aerobics and aguatic membership, and
discounts on programs and sports store purchases at our venues.

To be considered for this position, applications must include a document
addressing each of the Selection Criteria listed below. (Your Selection
Criteria Statement should demonstrate your applisd experience, skills and
knowledge in relation to the criteria).,

PLEASE NOTE APPLICATIONS CLOSE 5PM FRIDAY 11™ AUGUST 2006
SELECTION CRITERIA:

Pleas refer to the atiached job deseription fiy
criteria.

CLOSING DATE: 2006-08-

Uil postion respansibilities and selection

Application questions for Maintenance Officer

w9 2015
e L — i

o iy it alaud Wit vacansy with Vanuaa Wit -
|lpﬂmﬂWhlﬁ|MpﬁuM:

L Theollawing declarasions are NOT a barrier b being considered for employment Lt will asslet us 1o take due care In assessing appropriate
Have youeve made  chim fr Workers Campensaton? «

oy ey oy, cond o Mty by e s a0 s, 1 ol o e ey 4
Do you have ay criminl convict arany ty the sutgect of any charg 3 beloe any court?

3. Ta b liible fof ampleyment ol VenuaaWeal 8 eiaantial I8at You re 5 Australish CRben, Bve pirmamenl ididency attus of & vald we

Are you an Australian Citizen of pemanent resident?

Job Search

View Latest Jobs

13
Jobs
Advertised

Step 4 — Complete the online form and press next (you only need to

complete the mandatory sections of the form).

<End L)
Qrgansation

Position Tre

Wioek Type - Belectfrom List- &
Main Ouses

et
Diate of Empleyment - Stan ®

B trvremmsas
-End 5]

Organtsalion
Position Tre

Wiork Type - SelectlomList-

Main Dusies

Step 6 — Add your attachments

Application For Maintenance Officer AMMAIO12, VenuesWest

step 3of 5
[

Please review the attachments you have chosen to include with your application.

Ploase note the maximum size for each atachment is 2M8

It Is also recommended that auschments be in one of the following formats.
MS Word. MS Excel, Adobe PDF., JPEG or GIF.

Do not artach ZIF or password protected fiies.
Upload New Attachments.

Please upload any new attachments you would like to include with your
application, (maximurm atachment size allowed is 2MB)

¥ you have more than 3 clude with y please click

to in
on 'Save’ and you will be able to include additional attachments.

[ alse save these files to my Job Seeker account

=

If you are registered, you can save your application at this stage and come back to finalise it at a later time (before
the application cut off). If you are not registered, click on the Next icon.

Step 7 — You will receive a declaration notice, if you agree with the content of this declaration and are happy with all
your responses, choose “l have read, understood and accept this condition” from the drop down menu and click
Submit Application.

Application For Maintenance Officer AMMAIO12, VenuesWest

1s(ep 40f5 |

By submitting this application | am declaring all statements in the application to be true and correct, t
be relied on in assessing my application and that, if | am appointed to this position, any significant inf
dismissal.

Applicants who subsequently become aware that information they have provided is false or misleadit

By clicking accept, you acknowledge that you have applied for this position only once.

VenuesWest

O | have read, understood and accept this condition

Please note:

1) No attachment has been included in this applicai

2) You are able to amend your applic:

Submit Application

n prior to the vacancy closing through your job see

Your application is now complete.
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