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WALGETT SHIRE COUNCIL 
 
 

GGUUIIDDEELLIINNEESS  FFOORR  JJOOBB  AAPPPPLLIICCAANNTTSS 
 
Thank you for your interest in applying for a position with the Walgett Shire Council.  These guidelines have 
been developed to assist you in preparing your application. 
 
THE RECRUITMENT AND SELECTION PROCESS 
 
Involves Walgett Shire Council identifying a vacancy, advertising, short listing applicants, calling suitable 
applicants for interview, conducting reference checks, pre-employment screening (including medical 
examination), criminal record / working with children checks and offering appointment to the preferred 
applicant/s. 
 
APPLYING FOR A POSITION 
 
You need to apply in writing for all advertised vacancies.  Your application will be used to decide whether you 
will be interviewed.  A good application shows why you are the best person for the job and how your skills, 
knowledge and experience meet the selection criteria. 
 
Your application must contain the following minimum requirements: 
 

 Letter of introduction. 

 A completed Walgett Shire Council Application Form, including names and contact numbers of three 
current, employment-related referees. 

 Your response to the Selection Criteria. 

 Your CV or Resume. 

 Copies of your qualifications and/or professional registrations.  Do not send originals. 
 
Before preparing your application, you should take the following steps: 
 

 Read the job description. 

 Obtain as much additional information about the position as you can.  You might consider talking to 
people in similar positions; and read any relevant information such as annual reports, strategic plans, 
etc. 

 
WRITING YOUR APPLICATION 
 
You need to write your responses to the selection criteria to show the selection committee that you have the 
right mix of skills, knowledge and experience to do the job.  Our suggestion to applicants, to ensure that the 
selection criteria are adequately addressed, is to make a separate heading for each selection criteria.  For 
each one, describe your skills, knowledge and experience and show how they could be used in the 
advertised position.  Emphasise your major achievements.  Use positive language in talking about yourself, 
for example, “My success in my current role demonstrates my ability to undertake every aspect of this work, 
especially …..”. 
 
Key words in selection criteria and their meaning 
 
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 kind of work before, but your skills, knowledge and experience 
must show that you are capable of doing the work.  Describe things, which you have done which prove you 
could successfully undertake this kind of work. 
 
Experience in:  you have to show when and how you have done this work before and give examples of your 
experience. 
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Effective, Proven, Highly Developed, Superior:  these are all asking you to show your level of achievement.  
Give as much detail as you can, using examples of your achievements to show your skills, knowledge and 
experience. 
 
Good communication skills this is not about whether you speak English with an accent.  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, and examples of problems you have solved using your 
communication skills. 
 
Walgett Shire Council requires all employees to have an awareness of the principles and practices related to 
Equal Employment Opportunity (EEO), Quality Improvement, Ethical Practices, Multi-cultural diversity 
(EAPS) and Work Health Safety (WHS) relevant to each position. 
 
Information to help you can be obtained by contacting: 
 
 EEO   www.eeo.nsw.gov.au or phone 02 9228 4444 
 Ethical Practices www.icac.nsw.gov.au or phone 02 8281 5999 
 WHS              www.safeworkaustralia.gov.au  
 
The following may be of assistance in reference to some selection criteria: 
 
Equal Employment Opportunity 
 
Walgett Shire Council believes that equality in employment is a fundamental right for all people.  EEO 
principles ensure that people are not discriminated against and have equal access to conditions of 
employment, training and development, promotional opportunities and evaluation of performance.  The 
outcome of good EEO practice is a diverse and skilled workforce, improved employment access and 
participation of EEO groups and a workplace culture displaying fair practices and behaviours. 
 
Ethical Practices 
 
Each employee of the Walgett Shire Council is accountable for their performance.  All employees must 
observe the Code of Conduct and ensure that no fraudulent or unethical practices or conflicts of interest 
exist. 
 
Work Health Safety 
 
Walgett Shire Council is committed to safe work practices and environments.  Employees have a legislative 
requirement to ensure their work is carried out safely.  Walgett Shire Council is also committed to assisting 
with the prompt return to work of injured workers. 
 
Multi-Cultural Diversity 
 
Basic principle 
 
Walgett Shire Council staff are required to ensure equity of access to all people regardless of cultural, 
linguistic or religious background. 
 
 
APPLICATION AND CURRICULUM VITAE / RESUME 
 
You will need to submit a CV or Resume that includes any qualifications, professional affiliations, details of 
professional registrations and employment history.  If you are intending to apply for more than one position, 
please submit a separate application for each position. 
 
You should also include a copy of your qualifications and professional registrations (if applicable) in your 
application. 
 
OVERSEAS QUALIFICATIONS 
 
Some job advertisements say that you need to be registered, licensed, hold a trade certificates or be a 
member of a professional association.  If you have qualifications from overseas you may need to get formal 
recognition of your qualifications before applying for these jobs. For help with this phone the Overseas Skills 

http://www.eeo.nsw.gov.au/
http://www.icac.nsw.gov.au/
http://www.safeworkaustralia.gov.au/
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Advisory Service on 02 97072500 or 02 92693500.  For other jobs, the selection committee will assess your 
qualifications.  It may be useful to give them a statement that shows the Australian equivalent of your 
qualifications.  This may be obtained from the Overseas Skills Advisory Service or the National Office of 
Overseas Skills Recognition (NOOSR) (phone: 1800 020 086). 
 

THE ROLE OF THE SELECTION PANEL 

 
The Selection process will be undertaken by a panel that has been convened to ensure it has the necessary 
expertise to make a sound recommendation, in a fair and impartial way.  Collectively, the panel will have an 
understanding of the vacancy and its role and will be responsible for the integrity of the final selection.  The 
panel will usually consist of three members (convenor, job specialist and independent), however, there may 
be occasions when additional membership may be appropriate.   

INTERVIEW 

 
The most suitable applicants, short listed from their written application, will be called for interview, where 
each candidate’s strengths and limitations in relation to the selection criteria are further assessed.  The 
purpose of the interview is to provide the applicant with the opportunity to expand on information presented 
in their application and to enable the panel to gather further information for the assessment process. 
 
The body of the interview will be structured so that each interviewee is asked the same series of questions 
based upon the selection criteria.  It is not an opportunity for the panel to ask applicants “tricky” or obscure 
questions, but rather to assist you in presenting your case in the best manner possible. 
 
At the interview you will be given the opportunity to ask questions about the position.  The questions offer 
candidates the chance to demonstrate their interest in and understanding of the position and its associated 
duties.  At this stage you may also present information to the panel which you feel assists your application. 
 
The length of time between the closing date and notice of interviews may vary from position to position.  If 
you wish to follow up on the status of your application after the closing date, please contact Council’s 
Coordinator Human Resources on telephone 02 6828 1399. 
 
If you are offered an interview and you have any special need, such as wheelchair access to the building or 
an interpreter, you should inform the Coordinator Human Resources on telephone 02 6828 1399. 
 

REFERENCE CHECKING 

 
Selection panels have the right to seek information, additional to that already supplied, in order to make 
objective decisions and to safeguard their service from the employment of those who may have a record of 
unsatisfactory performance.  It is important that you nominate referees who are able to discuss your 
suitability in relation to the position applied for.  Consider providing them with a copy of the job description so 
that they are prepared to provide relevant information to the selection panel. 
 
 
CRIMINAL RECORD / WORKING WITH CHILDREN CHECKS 
 

In accordance with Walgett Shire Council’s policy, a criminal record check and working with children check 
may be conducted for new employees, transferring employees, volunteers and students.   
 
PRIORITY OF EMPLOYMENT 
 
Internal applicants who believe they have priority of employment (displaced person) should clearly identify 
their claim in their application. 
 
POST SELECTION FEEDBACK 
 
Feedback will be available to all unsuccessful applicants regarding their application or interview performance 
upon request. 
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LATE APPLICATIONS 
 
Late applications are not normally considered, so please ensure that your application reaches the General 
Manager by the closing date. 
 
NOTIFICATION 
 
An acknowledgement letter or email will be forwarded following receipt of your application. Should you wish 
to confirm that your application has been received, please telephone Walgett Shire Council on telephone 02 
6828 1399 
 
APPLICANT CHECKLIST Have you: 
 

 Read the job description and the selection criteria. 

 Researched the position thoroughly. 

 Addressed the selection criteria on paqe 5. 

 Completed the Application Form. 

 Prepared original supporting documentation and evidence of your identification to bring to 
interview. 

 Dispatched your application to ensure it will arrive prior to the closing date. 

 Ensured your application is presented in a clear and concise manner. 

 Ensure you retain the advertisement, job description and the general application kit information for 
future reference in relation to your application. 

 
 

Walgett Shire Council is committed to the principle 
of Equal Employment 

Opportunity, workplace safety, multi-cultural 
diversity and promoting a smoke free work 

environment. 
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Application for Employment 
(Confidential) 

 
Applicants are required to attach a response to the Selection Criteria as listed in the Information Package.   
 
Please use BLOCK CAPITALS to complete the following details: 
 
Position Title:  _________________________________________________________________________________ 
 
Mr / Mrs / Miss / Ms  (Please Circle) 
 
Name:   __________________________________________________________________________ 
     Given Names 
 
   __________________________________________________________________________ 
         Surname 
 
Address:   __________________________________________________________________________ 
 
 
   __________________________________________________________________________ 
           Postcode 
 
Postal Address:  __________________________________________________________________________ 
 
 
   __________________________________________________________________________ 
           Postcode 
 
Email Address:  __________________________________________________ 
 
 
Telephone:   ____________________________   _______________________________ 
    After Hours     Business Hours 

 
___________________________ 
Mobile  

 
Are you an Australian Citizen or Permanent Resident?  Yes  No 
If not, do you hold a valid Working Visa?   Yes (copy will be required)  No  
 
Do you identify as an Aboriginal/Torres Strait Islander?_______________________(Yes / No) 
 
Is English your first language? Yes/No If not what is your first language? ____________________________ 
 
Where did you see or hear about the vacancy advertised?  (Please tick) 
 
 Internal Vacancy Circular   Newspaper   Friend / Relative 
 
 Internet (indicate Website) ___________________________________________________________ 
 
 Other (please specify)  ___________________________________________________________ 

 



 

  

 
REFEREES:  (regarding your work history and/or education) 
 

Please provide names and addresses of at least three referees, one of which should be your present 
or most recent employer, if possible, who will be contacted prior to an offer of employment being 
considered. If referees can not be contacted, because they are no longer current, it may be seen as 
an unfavourable response. Please ensure that referee information is current before submitting your 
application. 
 
     REFEREE 1     REFEREE 2 

Name: ________________________________  Name:   _______________________________ 
 
Title: ________________________________  Title:  _________________________________ 
 
Organisation: ___________________________  Organisation: ___________________________ 
 
Address: ______________________________  Address: _______________________________ 
 
Phone:   ______________________________  Phone: ________________________________ 
 
Phone:   ______________________________  Phone: ________________________________ 
 
 
     REFEREE 3  
Name: ________________________________   
 
Title: ________________________________   
 
Organisation: ___________________________   
 
Address: ______________________________   
 
Phone:   ______________________________   
 
Phone:   ______________________________   
 
 

QUALIFICATIONS 

□ Construction Induction Card 

□ First Aid Certificate 

 
Roads & Maritime Services - Traffic Control Cards 

□ Blue □ Yellow  □ Red  □ Orange  

 
Drivers Licence Class    

□ C □ LR       □ MR   □ HR      □ HC 

 



 

  

DECLARATION OF RELATIONSHIP WITH AN EMPLOYEE OF WALGETT SHIRE COUNCIL 
 
This form is only to be completed by a job applicant who has an association with an employee of 
Walgett Shire Council.  This information will be used to identify any potential conflict of interest in the 
recruitment and selection process to ensure fairness and equality for all job applicants. 
Are you related or have any association with an employee of Walgett Shire Council? 
 
 Yes  No 
 
If your answer is yes; 
 
Name of the Walgett Shire Council Staff member whom you are related to or have an association with 
 
 

WALGETT SHIRE COUNCIL IS COMMITTED TO EQUAL EMPLOYMENT OPPORTUNITIES 
 
This section is for compliance with EEO legislation only – completion is optional; however, we would 
encourage you to complete same to assist us with the implementation of improvements with respect 
to future equal opportunity employment. 
 
Country of Birth   Nationality  
 
Was English the first language of: 
 
Yourself?  Yes    No  Your Mother?    Yes  No  Your Father?    Yes  No 

 
Are you from a racial, ethnic or ethno-religious group which is a minority in Australian society? Yes No 
 
Are you an Australian Aboriginal and / or Torres Strait Islander?   Yes    No 
 
Walgett Shire Council welcomes applications from people with disabilities and will attempt to meet 
reasonable/appropriate work-related requirements of employees. 
Do you have a disability?   Yes  No 
 _____________________________________________________________________________________  
 
OCCUPATIONAL HEALTH AND SAFETY 
 
Please tick the most appropriate statement from the choice below: 
 
 
I have read the position description and understand the requirements for the job.  
 
  I am not aware of any health condition which might interfere with my ability to perform the 

requirements of this position. 
 
  I have a health condition that may require the employer to provide me with services or facilities 

(adjustments) so that I can successfully carry out the requirements of the position. 
 

 
 
PLEASE RETURN YOUR APPLICATION PRIOR TO THE CLOSING DATE TO: 
 
Post: The General Manager 
          WALGETT SHIRE COUNCIL 
          PO Box 31 
          WALGETT NSW 2832 
  
Email: admin@walgett.nsw.gov.au 
Fax: 02 6828 1608 

 

mailto:admin@walgett.nsw.gov.au

