Southside Community Services Inc.
APPLICATION FORM 
Please advise a member of the Selection Panel if you require assistance in completing this form.
	Position Applied For:

	How did you find out about this vacancy – please circle
	Canberra Times
	Seek Website
	Other – please supply details

	Have you previously worked for SSCS? Yes/No          If yes, please supply details of Program/Centre and dates


	Have you previously applied for a position with SSCS?  Yes/No          If yes, please supply details of position 


	What attracted you to this position?




Applicant Details

	Surname
	First Name


	Preferred Name

	Contact telephone number/s


	Email address

	Postal address for correspondence


	Are you an Australian Citizen Yes/No   Or  A Permanent Resident Yes/No   Or Have a Work Visa Yes/No     

If you have a Work Visa, please supply: 

Visa Dates………………………………………         Passport Number...............................................................
Date of birth………….....................       Work Rights or Restrictions……………………………………………
I understand that I must advise SSCS immediately if my Work Rights as detailed above change.


	Please list any relevant qualifications



	Please list any other information the selection panel should take into consideration when assessing your suitability for this position.  For statistics, please also list languages spoken (not compulsory).



You may be required to have a clear Criminal History Records check to be eligible for this position.  
Yes/No
Are you the subject of any criminal charges still pending before a court?

Yes/No
Have you been found guilty or convicted of an offence as an adult within the past ten years?

Yes/No
Have you been found guilty or convicted of an offence as a juvenile within the past five years?

Yes/No
Have you been found guilty or convicted of an offence for which you were sentenced to greater  than 30 months imprisonment?

Please note, you may still be eligible for this position, even if you have answered “yes” to any of the above questions.
Details:

Please Attach

	
	Resume – including experience, qualifications and name and contact phone numbers of 2 referees

	
	Application addressing Selection Criteria – not required for childcare positions


Applicant declaration  
I certify the information I have provided is true and accurate.  I understand that if I am selected for this position but have provided false or misleading information, my employment may be instantly terminated. I give permission to view my Visa/Work Entitlements Verification Online from the Department of Immigration & Citizenship. 
………………………………….………….

……../………../……..

Signature






Date
Thank you for your interest in working in Southside Community Services Inc
Keep this form for your information
Information regarding Southside Community Services Selection Process
Our staff selection practices are designed to ensure that we are recruiting and retaining highly suitable employees.  Engagement of employees is based on our established policies on Equal Employment Opportunities (EEO), Anti-Discrimination and Access and Equity, which have been developed to uphold the Federal and ACT Laws.  

Eligibility - To be eligible to work in SSCS, you must be:
· An Australian Citizen, permanent resident or have a work visa.  

· Of good character

· Medically fit to perform the duties of the position

Employment Status - Employees must provide official documentation before commencing duty, of either:
· An Australian Birth Certificate

· An Australian Citizenship Certificate

· An Australian or New Zealand Passport

· A certificate of evidence of resident status

· Valid visa with work rights.
Employees must advise SSCS immediately if their Work Rights change.
Qualifications - Where qualifications are a requirement to undertake duties, employees must provide evidence of their official qualifications before commencing duty.
Criminal History Check - Employees must undertake and provide results of a criminal history check where it is a requirement of their position.  As there may be delays in obtaining these results, employees may commence duty while these checks are being undertaken.  Should the employee not provide this information within a reasonable timeframe (as determined by the Executive Director), or should the results prove unfavourable, their employment will be terminated immediately.
Drivers Licence and Comprehensive Car Insurance - Employees, who are required to drive a vehicle as part of their employment, must provide a copy of their Drivers Licence.  Where employees are also required to drive their personal vehicle for official work purposes, a copy of their Comprehensive Car Insurance Policy must also be supplied.
Selection Panel - A Selection Panel normally comprising of 2 to 3 people, will compare applicant’s skills, qualifications, experience and abilities; to assess suitability to the position.  The successful applicant must satisfy the eligibility requirements, including formal qualifications and experience required, as reflected in the selection criteria.
Job Application - The Selection Panel will consider job applications, with a view to ascertain whether applicants meet the selection criteria and to decide whether an interview is required.
Interview - Applicants will be contacted by a member of the Selection Panel if selected for an interview.  The interview process allows for a more detailed assessment of applicant’s claims against the selection criteria, and also provides applicants with an opportunity to find out more about the position. Applicants will be asked questions in relation to the selection criteria, and in relation to the duties they will be required to perform.  The questions will be designed to ascertain suitability to the position, and will mostly consist of questions relating to:
· Applicant’s experience (how they have responded to situations in the past) 

· Scenarios (how they would respond to situations in the future)

Referee Contact - The applicant that has been assessed by the Selection Panel as the best person for the position, will have their referees contacted and asked questions relating to their suitability for the position.
Notification - Applicants will be notified of whether their application has been successful or not.
Privacy and Confidentiality

All information collected during this process will be treated as private and confidential.  The applicant selected for the position, will have all the collected information placed on their personal file.  All other information collected will be destroyed.
