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Country Lawyers Program

Dear Applicant

Thank you for your interest in working under the Country Lawyers Placement Program.  The following information is provided to assist you with your written application and understanding of the selection process.

Equal Employment Opportunity 


Legal Aid WA is committed to increasing the diversity of our workforce to better meet the differing needs of our clients and to improve equal opportunity for our employees.  We encourage applications from Aboriginal and Torres Strait Islanders, people from culturally and linguistically diverse backgrounds, young people, women and people with disabilities.

Eligibility to apply  


Positions advertised with Legal Aid WA are open to all prospective applicants.  However, you may be ineligible to apply if you have recently accepted a voluntary severance payment from a state public sector agency.

To be eligible for permanent appointment to the public sector it is essential that you have permanent resident status in Australia.  To be eligible for a ‘fixed term contract’ within the public sector you must present documentary evidence of your entitlement to live and work in Australia for the period of the contract.  

Offers of employment will be subject to applicants providing appropriate evidence of their right to work or Australian citizenship no later than 14 days prior to their commencement.  Legal Aid WA reserves the right to withdraw the offer of employment where appropriate evidence is not provided.   

District Allowances


Officers appointed to regional locations may be eligible for a range of remote regional entitlements and discretionary benefits in accordance with the GOSAC Award 1989.  Please refer to the job specific Remuneration Information details if applicable.   

The recruitment and selection process 


Our selection processes are designed to reflect and uphold the Public Sector Standards in Human Resource Management.  

The key stages of the recruitment and selection process are:

· Applicants are sent an acknowledgement of receipt of their application, usually after the closing date;

· Written applications received are assessed against the essential criteria set out in the role description form;

· Applicants who meet the selection criteria and are considered to be the most competitive are invited to attend a selection interview;

· Selection interviews are conducted;  

· Referee reports will normally be taken up prior to an offer being made;

· A Selection Report is prepared;

· Applicants are notified in writing of the outcome of the selection process and of their right of appeal;

· The successful applicant is formally offered the position after the appeal period has closed. 

Additional job related information 


If you would like to find out more about the advertised vacancy you should talk to the contact person named in the job advertisement.

Preparing your application 


Your application should include (unless otherwise stated on the advert):

· A covering letter summarising your experience based on the qualifications, selection criteria and core competencies outlined in the Job Description  (max 2 pages).

· A comprehensive resume.

· Photocopies of any relevant qualifications.

· A completed “Application for Vacancy” form (attached). 

 Please do not use presentation bindings or folders to enhance your application.  These are removed prior to your application being forwarded to the Selection Panel.  
Addressing the Selection Criteria  


The Selection Criteria in the Role Description is set out in three parts:  

· Qualifications

· Role Specific Requirements 

· Required Core Competencies

QUALIFICATIONS: 

It is important that you set out clearly in your application a summary of your qualifications and attach a copy of relevant qualifications with your application.

ROLE SEPCIFIC REQUIREMENTS: 

These set out the technical knowledge, skills and attitudes required to successfully fill the position.

REQUIRED CORE COMPETENCIES: 

We have identified four core competencies essential for all jobs in Legal Aid WA.  These constitute characteristics that Legal Aid most values in its staff in order to effectively model the principles and values of Legal Aid WA and maximise effective performance.  

The Core Competency Matrix, attached, sets out examples of how staff can best meet the required core competencies at different levels.   The matrix is designed as a stepladder for continuous improvement.  For example, if you fill a role at levels 6-9, you should also be able to demonstrate that you meet the behaviours set out in Levels 1-2 and 3-5.

Your resume and covering letter will be used as the basis for shortlisting.  All of the selection criteria will then be assessed at interview or through the use of alternative assessment or selection methods.

Referees 


It is important that you seek his or her approval prior to nominating someone as a referee.  Referees should have a working knowledge of your relevant skills and abilities.  Details of two referees should be provided as part of your written application.  Since referees may be contacted at any stage of the selection process, it is important to tell us if you would like referee contact to be restricted to a certain stage of the process.  For example, you may rather your current employer was not contacted until after the interview stage.

Health History 


Full and accurate disclosure in your Application for Advertised Vacancy Form is required of any illness or condition, which may be likely to affect your work performance or ability to undertake any of the duties associated with this role.  Legal Aid WA may require you to undergo a medical and/or psychological examination at Legal Aid WA’s expense.

All people employed by Legal Aid WA are insured under the Workers’ Compensation and Injury Management Act (WA) 1981.  Section 79 of the Workers’ Compensation and Injury Management Act (WA) 1981 gives the Workers’ Compensation Board discretion to refuse to award compensation, which would otherwise be payable, where it is proved that the worker has, at the time of seeking or entering employment, wilfully and falsely represented himself /herself as not having previously suffered from the disability for which a subsequent claim for compensation is made.  Accordingly, details of any workers’ compensation or insurance injury claim must be provided.

Submitting your Application 


Your application should be marked “Private & Confidential” and sent or hand delivered to:

Recruitment Officer

Human Resources Branch

Legal Aid Western Australia

55 St Georges Terrace

PERTH  WA  6000

Applications may also be submitted by email to positions@legalaid.wa.gov.au


Preparing for Interview 


Legal Aid WA is committed to improving employment opportunities for all, including people with disabilities.  If you require any assistance when attending for interview or have any special needs please contact the Recruitment Officer in advance.  

All interview questions will be job related and will relate directly to the selection criteria.  The same questions will be asked of every applicant.  To assist in your preparation for interview consider the following:

· Read the Role Description thoroughly and become fully aware of the Selection Criteria.  Additional information regarding the position can be obtained from the contact person nominated in the advertisement.
· Think about your strengths, weaknesses, skills, goals, preferences, personal qualities, etc. and be prepared to talk about them. The more you know about yourself, the more confident you are likely to appear at the interview. 
· Examine the selection criteria and think of examples of past situations where you have applied the relevant skills and abilities.

· Read the Core Competency/Characteristics Matrix and consider how you meet the requirements at the appropriate level.

· Focus on the duties of the position and how you would carry them out, considering problems you might encounter and how you would resolve them.

· If you have any documentation, which will provide an example of your skills and abilities, you may present these at interview.  You should, however, take care not to overwhelm the selection panel with too many supporting documents.

· Think about any questions you might like to ask the selection panel.

· Proof read your application thoroughly or, better  still, have someone else check it thoroughly for errors or omissions.




The Interview


Dress appropriately for the position you have applied for.   Be prompt (if not early) for your interview.  

During the interview:

· Don’t assume that the panel members know about your suitability for the job even though you may have worked with them in the past, or even currently.

· The panel will usually consist of 2-3 members.

· Take time to answer each question.  Present answers clearly and concisely.  Where possible, relate your answers directly to past experiences.

· When the opportunity is presented, feel free to ask any questions you may have about the position.  If you don’t have any questions, don’t be afraid to say so.

· Take a copy of your job application to the interview.  

Feedback


When you have been advised of the outome of your application, you are encouraged to seek feedback on your application from the Selection Panel.

Feedback is often useful in assisting you with the preparation of future applications and for improving performance at future interviews.  You are entitled to receive feedback on your application within the four day breach claim lodgement period.

Public Sector Standard on Recruitment, Selection and Appointment


Legal Aid Western Australia is committed to meeting the Public Sector Standard on Recruitment, Selection and Appointment as outlined below.   


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.  You will have four days from receipt of notification to lodge a complaint about the recruitment process. Further information can be obtained on the OPSSC website about changes to the breach period, which includes a feedback system for complaints and concerns about the lodgement period (feedback can be sent by email to 4dayfeedback@opssc.wa.gov.au).




Working with Children Check


The Working with Children (Criminal Record Checking) Act 2004 (the Act), came into effect from 1 January 2006.  The Act introduces national screening of the criminal records of people across many sectors of the community who work in positions of trust with children.  The purpose of a Working with Children Check (WWC) is to determine whether someone has a criminal history that indicates they may harm children.  

A Working with Children Check is a mandatory requirement for certain positions in Legal Aid WA which involve child related work carried out in detention centres.  If you are applying for a position which involves child related work you will be required to provide evidence of your Working With Children Card prior to commencement of employment.

If you do not possess a Working with Children Card you will be required to apply for a Working With Children Check once offered a position and prior to commencement. The cost of the check will be reimbursed by LAWA.

Further information on the Working with Children Check can be found at www.checkwwc.wa.gov.au .

LEGAL AID WESTERN AUSTRALIA- CORE COMPETENCIES/CHARACTERISTICS MATRIX

This matrix outlines the four essential characteristics valued by Legal Aid Western Australia for all positions.

The Matrix is designed to be a step ladder for continuous improvement,  ie. employees at Level 6-9 should demonstrate the behaviours described for both the Levels 1-2 and 3-5, in addition to those in the 6-9 category. 

 i.e. employees at Level 6-9 should demonstrate the behaviours described for both the Levels 1-2 and 3-5, in addition to those in the 6-9 category


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 and patronage; and


Decisions are transparent and capable of review.





General Description�
Levels 1-2 -Examples of behaviours could include:�
Levels 3-5 - Examples of behaviours could include:�
Levels 6-9 - Examples of behaviours could include:�
�
Commitment to the principles of social justice


Displays a positive commitment to law reform, human rights and the environment. �
Aware of issues relating to people in the community, who are disadvantaged.


Values and respects diversity.�
Shows sensitivity, respect and empathy for the values and beliefs of others.


Builds positive relationships within the community.


Promotes access to justice, fairness and equity in addressing the needs of disadvantaged people.�
Actively assesses the system and advocate system improvements in developing practices that promote fairness and equity.


Inspires others to be committed to the principles of equity and fairness.�
�
Values People, Partnerships and Teamwork


Values and respects others. Works constructively with people and makes a positive contribution. Builds rapport and has empathy for others. Embraces diversity.�
Is approachable and receptive to others.


Shares the workload and helps others wherever possible.


Is sensitive to the feelings of others and respects their opinions.


Actively contributes to team goals and encourages others to contribute.


�
Recognises and appreciates the skills and abilities of others.


Regularly communicates ideas and shares information and knowledge.


Is prepared to coach and mentor others.


Takes preventative action to minimise and resolveconfli7ct that adversely affects the team.�
Analyses and assesses both the work practices and team dynamics and facilitates ongoing improvements.


Demonstrates impartiality and balance/acts with consistency.


Sets clear objectives for the team,  delegates effectively and plans ahead.


Actively strives for good morale and pulls with the team in times of stress/ difficulty and deals with conflict effectively .


Effectively communicates decisions & keeps people informed.


Encourages collaboration with other service partners and business units.�
�
Willingness to Learn and share knowledge with others.


Is enthusiastic about learning and shares knowledge with others. Tries to learn from experiences. Committed to continuous learning.�
Accepts challenges as a new learning/development opportunity.


Asks for feedback and gives feedback to others.


Willing to share knowledge with others.


Willingness to utilise skills and knowledge in all areas of the organisation and beyond.


�
Makes a conscious effort to communicate ideas and share knowledge and information both within and outside the organisation.


Uses performance management system to review learning requirements of themselves and others on a regular basis.


Looks for mentoring opportunities and uses them as a tool to learn and pass on learning to others.�
Acts as a mentor and encourages others to do the same.


Provides developmental opportunities for others.


Reflects on  and learns from feedback obtained from a wide range of internal and external stakeholders as part of the learning process.


�
�
Outcome and Service focused


Focuses on achieving results, meeting service delivery standards,  in line with business unit objectives and client  needs.











�
Makes efforts to gain a clear understanding of what is required and what the desired outcomes are


Strives to meet deadlines/shows persistence in achieving goals.


Applies a professional manner in meeting service delivery standards.


Assesses workload, reprioritises where necessary and can focus on several tasks at one time.





�
Defines the outputs/outcomes, where appropriate and negotiates with stakeholders to achieve outcomes .


Sets targets and milestones (project management) and strives to achieve them.


Assumes leadership when necessary and provides a good/professional role model for others.


Provides feedback/acknowledgement to those that contributed to outcomes.


Coordinates workloads of others, delegates, provides feedback and acknowledges the contribution of others to achieve outcomes.


Evaluates outcomes where appropriate, as a means of continuous improvement.�
Relates outcomes to strategic direction and business plans.


Balances and prioritises the work of the team against expected outcomes.


Effectively plan and manage conflicting priorities.


Monitors, measures and evaluates progress (using performance indicators).


Is able to make difficult decisions to achieve required outcomes.


Adopts and leads continuous improvement initiatives.�
�
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