
Guidelines for

Job Applicants

Thank you for your interest in working for 
Legal Aid Western Australia. The following 
information is provided to assist you with 

preparing your written application and 
understanding our selection process.



About Legal Aid

Our purpose

To provide quality legal assistance to those in need and 
promote community access to justice.

Our vision

By 2015, Legal Aid WA will have demonstrated a positive 
social impact by providing equitable, timely and quality legal 
solutions to a greater number of eligible people.

Our values

We value –

•	 People by treating them with dignity and respect.

•	 Our integrity by being honest, ethical and accountable  
in the delivery of our services and taking responsibility for 
the decisions we make.

•	 Open and effective communication.

•	 Creativity and passion and strive for excellence  
in everything we do.

•	 Our staff for their individual, team and collaborative skills.

•	 Our workplace by creating a vibrant, happy and 
healthy environment.

•	 Our collective commitment to helping disadvantaged people.

•	 Our strong professional and collaborative relationships 
with our stakeholders.

Our Objectives

•	 Delivering appropriate legal and non-legal solutions  
as early as possible.

•	 Improving the quality of our legal services. 

•	 Contributing to a legal system that is equitable and 
accessible.

•	 Having a positive social impact.

•	 Assisting a greater proportion of eligible people.
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What we can offer you

We recognise that supporting our staff to achieve a positive 
work life balance is good for our people, good for our 
business and ultimately, good for our community. 

We offer:

•	 Flexible working arrangements.

•	 Generous leave arrangements, including 4 weeks annual 
leave; long service leave after 7 years; up to 2 Public 
Service Holidays per year; ability to purchase leave; paid 
maternity leave and partner leave.

•	 Fully subsidised CPD training for legal practitioners and 
other professionals.

•	 Employer superannuation contributions paid to a fund of 
your choice.

•	 Generous salary packaging scheme, including the ability 
to package a range of “cash” and benefit items. Non-
cash benefit items include superannuation, lease of motor 
vehicle for private use, home mortgage payments, home 
rental payments, school fees, health and life insurance, 
living expenses and meal entertainment.

•	 Free counselling for staff and direct family members, 
optical reimbursement, flu vaccinations and other 
inoculations, ergonomic and OSH risk assessments. 

•	 Sponsored professional memberships, study assistance 
and leave, in house training and online learning, attendance 
at conferences and seminars, acting opportunities, criteria 
progression scheme.

•	 Perth office - social club events, bike racks, shower 
and locker facilities.

Equal Employment Opportunity

We are 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 
Islander people, people from culturally and linguistically 
diverse backgrounds, young people, women and people 
with disabilities.
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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 WA 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.  

Police Clearance	

Offers of employment are subject to satisfactory police 
clearance. You will be required to provide an original and current 
National Police Certificate. A criminal record may not preclude 
an offer of employment being made. Further information will 
be provided should you be recommended for a position. 

Working with Children Check

A Working with Children (WWC) Check is a mandatory 
requirement for certain positions at Legal Aid WA which 
involve child related work as defined in the WWC legislation. 
If you are applying for a position which involves child related 
work you may be required to provide evidence of your WWC 
Card prior to commencement of employment. The cost of the 
check will be reimbursed by LAWA. Further information on the 
WWC Check can be found at www.checkwwc.wa.gov.au.
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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:

1.	 Applicants submit their application electronically via the 
www.jobs.wa.gov.au website;

2.	 Applicants are sent an automated acknowledgement of 
receipt of their application;

3.	 Applications received are assessed against the essential 
criteria set out in the job description form;

4.	 Applicants who meet the selection criteria and are 
considered to be the most competitive are invited to 
attend an interview;

5.	 Interviews are conducted; 

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

7.	 A Selection Report is prepared;

8.	 Applicants are notified by email of the outcome of the 
selection process and of their right of appeal;

9.	 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 an advertised vacancy 
or working at Legal Aid you should talk to the contact person 
named in the job advertisement.
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Preparing your application 	

Applications must be made electronically through the WA 
Government Jobs website (www.jobs.wa.gov.au), by clicking 
on the ‘Apply for job’ button on the advert.

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

•	 Fully completed online application;

•	 A resume of no more than 5 pages;

•	 A letter stating your claims against the selection criteria 
highlighted in the attached Job Description (unless 
otherwise stated in the advert);

•	 Photocopies of any relevant qualifications.

Addressing the Selection Criteria 	

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

•	 Essential Role Specific Requirements.

•	 Essential Required Core Competencies.

•	 Qualifications.

Essential role specific requirements: 

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

We have identified four core competencies essential for all 
jobs at Legal Aid WA. These constitute characteristics that 
we most value in our 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.

Qualifications: 

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

Unless otherwise stated on the advert, your written 
application should only address the selection criteria 
highlighted in bold in the Job Description. A concise 
approach to addressing the criteria is best, ensuring 
your response does not exceed 2 pages.

These responses, together with your resume 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.

It is important to read the instructions on the advert 
prior to preparing your application.

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. At 
least one referee should be your current manager. Details of 
two referees should be provided as part of your 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. 
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Health History 	

Full and accurate disclosure in your application 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 claims previously made must 
be provided.

Submitting your Application 	

All applications must be made electronically through the WA 
Government Jobs website (www.jobs.wa.gov.au), by clicking on 
the ‘Apply for job’ button on the advert. 

It is suggested that you allow plenty of time to submit/upload your 
application, to ensure that it is received by the required time. 

If you experience difficulties with your online application or are 
unable to access the internet, please contact the HR Department 
on 08 9261 6496 as soon as practically possible. 

LATE APPLCATIONS WILL NOT BE ACCEPTED. It is your 
responsibility to ensure your application is received by the 
closing date nominated in the advertisement. 

All applications must be complete upon receipt.
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All applications are acknowledged by automated email upon 
receipt, therefore it is recommended that you contact the HR 
Department on 08 9261 6496 at your earliest opportunity if 
you do not receive an acknowledgement.

Preparing for Interview 	

We are committed to improving employment opportunities for 
all. 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 Job 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, areas for development, 
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 
(attached) 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 it 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; and

•	 Proof read your application thoroughly or better still, have 
someone else check it thoroughly for errors or omissions;
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The Interview	

•	 Dress appropriately for the position you have applied for.

•	 Be prompt (if not early) for your 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 outcome 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.
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Public Sector Standard on Employment	

Legal Aid Western Australia is committed to meeting the Public 
Sector Standard on Employment.

The Standard:

The Employment Standard applies when filling a vacancy by way 
of recruitment, selection, appointment, secondment, transfer and 
temporary deployment (acting) in the Western Australian Public 
Sector. The Employment Standard requires four principles to be 
complied with when filling a vacancy:

Merit Principle 

The Western Australian Public Sector makes employment 
decisions based on merit. Merit usually involves the 
establishment of a competitive field. In applying the merit 
principle a proper assessment must take into account:

•	 �The extent to which the person has the skills, knowledge 
and abilities relevant to the work related requirements and 
outcomes sought by the public sector body;

•	 �If relevant, the way in which the person carried out any 
previous employment or occupational duties. 

Equality Principle

Employment decisions are to be impartial and free from bias, 
nepotism and patronage. 

For secondments the employee consents.

For transfer employment conditions are comparable.

Interest Principle (applies to secondments, transfers  
and acting)

Decisions about an employee’s secondment, transfer or 
acting take account of the employee’s interests and the work 
related requirements of the relevant public sector body.

Transparency Principle

Decisions are to be 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. You will have 
four days from receipt of notification to lodge a complaint 
about the recruitment process. Further information can be 
obtained on the PSC website www.psc.wa.gov.au.
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Perth Office

Email: positions@legalaid.wa.gov.au
HR Department (08) 9261 6496

Telephone: (08) 9261 6222
Facsimile: (08) 9325 5430

55 St Georges Terrace, Perth, WA 6000
PO Box L916, Perth WA 6842
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