Your Application
It is important to provide an application demonstrating why you are the best person for the position and how your skills, knowledge and experience match the selection criteria. Your application must contain:

· A brief covering letter

· Statements addressing the selection criteria

· A copy of your resume/curriculum vitae
· Completed “Reference Checks” form

Selection Criteria

You must address the selection criteria to allow yourself to be considered competitive for an interview. When addressing the selection criteria, you need to show the Selection Committee that you have the right mix of skills, knowledge and experience to perform the duties of the position.
Each selection criterion needs to be met under its own heading. For each one, describe your skills, knowledge and experience and show how they could be used in the job. Following are some definitions that may assist you in addressing the Selection Criteria.
Demonstrated knowledge… You need to give examples that prove you have this area of knowledge.
Ability to… You do not need to have done this work before, but you need to describe how your skills, knowledge and experience show you are capable of doing this part of the job.

Experience in… You have to show you have done this type of work before (give examples).

Good communication skills… This is about showing you have the communication skills needed to do the job. You could include: experience in dealing with people; details of things you have written; examples of problems you have solved using your communication skills.

Your Resume/Curriculum Vitae
Prepare a resume/curriculum vitae which is clear, concise and up-to-date, including personal details, education and training, employment history (organisations, positions, main roles/responsibilities/achievements), skills/experience gained outside paid work.
You must also include at least two referees, one of which should be a current or recent supervisor who ideally will be able to comment on your recent work performance. It assists your referees if you give them a copy of the selection criteria.

Selection Committee

A Selection Committee is formed which will assess the applications submitted against the selection criteria – to decide who will be interviewed. The Committee will generally consist of the Manager to whom the position will be accountable and the Human Resources Manager.

The Selection Committee reviews all applications and creates a short list of applicants to be interviewed. Applicants who best meet the selection criteria will be called for an interview. This is why it is necessary to fully address the selection criteria.

The Interview
If granted an interview, you will be contacted by the convener and notified of the date and time of the interview. This is your chance to prove that your current skills and knowledge is what CHSS is looking for, in accordance with the advertised role as outlined in the Position Description.
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