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GUIDELINES FOR SUBMITTING EMPLOYMENT APPLICATIONS
The following information is provided so that you, as an applicant, are aware of the expectations of the selection panel in terms of the information, format and content of your application.

Your application for the advertised position must consist of the following:-

1. Completed Application for Employment Form

All particulars should be provided in accordance with the Application Form.  Two referees must be nominated in your application, one of whom should be a current supervisor, the other should also be equipped to provide information on your work performance.  Confirm that they can act as referees before nomination.

2. Statements addressing the Selection Criteria

It is strongly recommended that you use each selection criterion as a heading and outline your relevant claims and experience separately against each criterion.

It is essential that information in this section is clear, relevant and fully presented so that the selection panel can readily assess your claims.

It is up to you to demonstrate to the panel that you understand the requirements of the position and have the experience, knowledge, skills and attributes necessary to compete for the vacancy.

Be sure to include, wherever possible, specific examples, which clearly illustrate your ability to satisfy the criteria.  For example, it is not sufficient to state that ‘you have sound written communication skills’, provide examples such as any special reports that you have prepared, administrative correspondence that you have written and so forth.  If the selection criteria is asking for ‘experience in the use of computers’, list the various experience you have had and what computer packages you have used.

3. Current Curriculum Vitae

The Curriculum Vitae is an important component of your application, outlining your academic and employment history and is best presented in reverse chronological order (ie most recent details first).

General points to remember when preparing your application

· Do not send original documents.

· Provide reasons for any lengthy period between employment (eg: home duties 1975 to 1981, full-time study 1985 to 1989).
· Carefully proof read your completed application and if possible get someone else to proof read/critique it.
· Retain a copy of your application for your own reference.
Information

We encourage you to contact the person nominated in the advertisement with any enquiries you may have.

Submission of Applications

If you are applying for several positions, please submit separate applications and CV for each position.  Unless handwriting is very neat and legible, it is suggested you have your application typed; if handwritten, black ink makes photocopying clearer.

Please do not submit applications in folders or binders.

Completed Applications should be forwarded before the closing date, to:-

Human Resources, MercyCare, 18 Barrett Street, WEMBLEY  WA  6014

Fax:

(08) 9381 7050

Email:

hr@mercycare.com.au







1
2

