Applicant’s Information Kit

Guide for Job Applicants

The Department of Environment, Climate Change and Water offers jobs on the basis of merit. The applicant considered to be the most capable of doing the job is selected. To decide this we look at your experience, skills, qualification (where required by the position), standard of work, and personal qualities relevant to the advertised position. Choosing the best person for the job is part of our policy of equal employment opportunity.

The advertisement gives the name of a contact person who can give you information about the job which is not included in this package. The advertisement also gives the selection criteria. The selection panel cannot overlook any of the selection criteria. If you do not show how you meet the selection criteria, your application is unlikely to be considered any further.

When completing your application, please address all selection criteria as stated in the advertisement.
Writing your application

Write a statement about how you meet the Selection Criteria for the position

Include an up-to-date Resume. You should also provide coverage on the type of work, including voluntary or unpaid work, you have done in the past, what organisations you have worked for, the period you were employed, the kind of work you did, your skills and what your responsibilities were.

If Qualifications are a requirement of the position, please submit photocopies of your academic transcript for your qualification. These photocopies should be signed by a Justice of the Peace. If your qualifications are from overseas you should include any English translations or statements of Australian equivalence or recognition and any relevant academic transcripts.

Please include the names and phone numbers of Two Referees (at least one referee should be a recent supervisor, if possible). You should also tell us how you know each referee, for example, is the referee your supervisor or a co-worker etc? Your referees should know about the type of job you are applying for as they may be contacted by our selection panel.


Attending an Interview

If you are selected for an interview, you will be contacted by telephone and told when and where the interview will be. Generally, you will be told at least three working days before the interview. You may be asked to bring a portfolio or samples of your previous work to the interview. If you need wheelchair access to the interview building, or an interpreter because you are hearing impaired, or have any other requirements, tell the person who contacts you so that we can make appropriate arrangements. At the interview you may be asked to do a test or task to demonstrate your skills required for the job.

If you are unavailable for interview either on the advised date and time or due to distance, arrangements may be approved which allow you to undertake the interview by telephone.  Provisions necessary under these circumstances will be arranged directly with you.

Addressing the Selection Criteria

To help us to assess your claim for the advertised position, please take some time to explain how your experience, skills, knowledge and personal qualities address the criteria of the position. Use examples, if appropriate, and include any formal qualifications and industry experience.

The best way to set out your claim for the position is to list every selection criterion as a heading. Under each heading clearly explain how you meet it. You may write a few paragraphs on each criterion or write in point form. Please do not assume that we will know you can do something unless you tell us. You need to describe what you can do and how you do it. This could be in a past job or in your current job. The important thing is for you to try and gain an interview. The best way for this to occur is for you to demonstrate your skills and experience to us in your job application.

The following headings are examples of selection criteria. 

Excellent written and oral communication skills

It is not sufficient just to state I have excellent communication skills. Describe the experience you have or the things you do in your current job, which show your communication skills. For example, you may wish to demonstrate your skills by describing the kinds of letters, reports or documents you have written, or whether you have spent a lot of time dealing face to face, or on the phone, with the general public, clients or other government departments.

Current Driver’s Licence

If a criteria states that you have to have a current driver’s licence, tell us that you have a driver’s licence and the type of licence it is.

NSW Government Principles
DECCW and the NSW Government is committed to cultural diversity / the Ethnic Affairs Priorities Statement (EAPS), equal employment opportunity (EEO), ethical practice and occupational health and safety (OH&S). 
If you are the recommended applicant for any DECCW position you will be required to indicate your support to these core NSW public sector values of cultural diversity/EAPS, equity, ethical practice and a healthy, safe, fair workplace. 

Information on each of these principles follows:

1. Equal Employment Opportunity Policy

The Department of Environment, Climate Change and Water is committed to Equal Employment Opportunity (EEO) or fair employment practice. EEO is an integral part of our human resource management policy. Its implementation ensures effective and efficient management practice. 

EEO ensures that our human resource management activities are based on the merit principle and the recognition of the potential of all staff. It means:

· recruitment and promotion on merit;

· equitable access to training and development opportunities;

· equal access to job information such as job vacancies, conditions of service & entitlements; 

· a working environment free of discrimination and harassment.

Responsibility for the Implementation of EEO

All DECCW staff have a role in the implementation of Equal Employment Opportunity principles, and are required to be familiar with the EEO requirements of their own positions and ensure fair treatment of colleagues. EEO is also a line management responsibility. Supervisors are required to promote a workplace environment free of harassment and discrimination and to ensure fair access to training, development opportunities and job information. Managers are required to incorporate EEO principles in the development of policies and to ensure the implementation of EEO principles in organisation and planning.

2. Occupational Health & Safety Policy

The Department, in accordance with the New South Wales Occupational Health and Safety Act recognises that all staff have a right to a safe and healthy work environment and to their health and safety not being impaired as a result of carrying out DECCW duties. We recognise that visitors and non-employees have a right to protection from hazards to their health and safety whilst visiting or residing in DECCW premises.

The Department is committed to promoting the occupational health of its staff and to preventing work related injuries and illness. To achieve these goals we will provide a safe and healthy work environment and ensure that work practices are safe and without risk to health. However, to achieve such a high standard of occupational health and safety requires the co-operation and support of all staff. 

In keeping with this commitment, the DECCW will provide support and assistance to injured staff through its workplace based rehabilitation program to facilitate an early return to work. We also undertake that no staff member shall be discriminated against in their employment because of a work related injury or illness.

3. Cultural Diversity / Ethnic Affairs Priorities Statement

The NSW Government recognises and values the different linguistic, religious, racial and ethnic backgrounds of all people of NSW. 

Set out below are the four principles of multiculturalism, established by the Community Relations Commission, fully supported by the Department of Environment, Climate Change and Water.
1. all individuals in NSW should have the greatest possible opportunity to contribute to, and participate in, all aspects of public life 

2. all individuals and public institutions should respect and make provision for the culture, language and religion of others within an Australian legal and institutional framework where English is the primary language 

3. all individuals should have the greatest possible opportunity to make use of and participate in relevant activities and programs provided or administered by the government of NSW 

4. all public institutions of NSW should recognise the linguistic and cultural assets in the population of NSW as a valuable resource and promote this resource to maximise the development of the State.

4. Ethical Practice

NSW Department of Environment, Climate Change and Water – Code of Ethical Conduct
The Department is strongly committed to maintaining and practising the highest standards of professional and ethical conduct. In meeting stakeholder expectations and our obligation to the public interest, all managers and staff are expected to conduct themselves in a manner, which gives the community confidence in the integrity and professionalism of the Department. 

DECCW’s Corporate Values

DECCW has seven corporate values which shape the way it works.  Together these values guide our actions as an organisation and our internal and external relationships.

· We are strongly committed to protecting the environment.

· We respect Aboriginal knowledge and culture, both traditional and contemporary, and encourage and support Aboriginal people’s involvement in our work.

· We are ethical, impartial and honest.

· We are open, accessible and accountable to the community and with each other.

· We treat our colleagues, stakeholders and other community members with respect.  We base our decisions on facts, objective standards and analysis, consistent with community values.  We value our diversity of ideas and skills as the basis of selecting the best approach.  Once a decision is made, we make a commitment to delivering that agreed outcome.

· We collaborate with our colleagues and our many external partners to deliver our corporate goals.

· We foster creative, inspirational and relevant thinking and innovation, and encourage learning and improvement.

Sending Your Application

· Complete all details in the following form – Application for Employment / Transfer / Promotion – including the Position Title and Position Number (DECCW10-**)

· Include your contact details, Name, Address, Phone Number, Mobile Number 

· Pages should be numbered, and your name appear at top or bottom of each page, to avoid confusion

· Applications can be lodged on the Government's website, www.jobs.nsw.gov.au

· If applying on-line attachments must be MS Office 2003 compatible and correctly attached. Please keep a record of the Receipt number issued on-line

· DON’T send original documents such as certificates; applications are not returned

· DON’T send any type of folder or plastic sleeve. Applications should be stapled

· Emailed applications should specify the Position Number in the “Subject” field of the email. 

· You will receive an automated response if your application is submitted via email. If you do not receive this response within 24 hours of sending your email then please contact the Recruitment Unit on (02) 9585 6114 or (02) 9585 6696, as your application may not have been received.
· Send only ONE copy of your application. Attachments, that can’t be emailed, can be mailed or faxed separately (quoting position number), or presented at interview 

· If applying for more than one job you must send separate applications for each job

· You should send your application so that it reaches the address in the Advertisement by the due date. 

· Late Applications: If you wish to get an extension of the closing date, first speak with the Inquiries person to get their OK

· Due to the large number of DECCW Offices, you are reminded to send your application to the specific address in YOUR advertisement

Once all applications have been received and forwarded to the Inquiries person, you will receive written confirmation of your application.

If you have any questions regarding the position, or the status of your application, please contact the Inquiries person listed in the advertisement. 

Thank you for your interest in our organisation and we wish you every success with your application.

Recruitment Officer

Employment conditions at DECCW
At DECCW we offer a variety of exciting and interesting career and job options for people who wish to work in the areas of the Environment, Conservation, Sustainability, Cultural Heritage, National Parks and Botanic Gardens.

In such a diverse organisation a great range of employment conditions are available to provide a superior work environment and a rewarding career path.

· Competitive salaries

· An extensive range of NSW City, Metropolitan, Regional and Country work locations 

· Flexible working hours – generous ‘flex time’ or ‘rostered days off’ arrangements which take into account employee lifestyles and responsibilities

· Flexible work practices – part-time work, job sharing, casual work and career break options available

· Study leave and financial support  for a range of courses related to DECCW’s objectives

· Long Service Leave after 7 years

· Recreation leave of between 4 and 7 weeks per year (depending on location)

· Superannuation with availability to ‘Salary Sacrifice’ personal contributions

· Cumulative Sick leave of 15 days per year

· Maternity leave of 14 weeks @full pay or 28 weeks @half pay

· Parental and adoption leave provisions

· Family and Community leave

· Occupational and developmental Training programs

· Career development opportunities
· Transferred employee provisions apply only if specified in the job advertisement.  

Please contact the DECCW Personnel Services Section on phone 02 9585 6696 for details of specific employment conditions. 

Application for Employment / Transfer / Promotion

Please read the Applicant’s Information Kit (contained within this pack) before filling in this form and preparing your application.  Your completed application form and statement of claim for the position should be mailed to:

The Recruitment Officer

Department of Environment, Climate Change and Water
PO Box 1967

Hurstville BC NSW 1481
Email address:  recruitment@environment.nsw.gov.au
	Position Title
	
	Position No.
	DECCW10-

	Division/Branch/Section/Unit
	

	Title
	Mr  (
Mrs  (
Miss  (
Ms  (
Dr  (
Other  (

	Surname/Family Name
	

	First/Other Names
	

	Preferred Name/s
	

	Date of Birth (Optional)
	

	Place of Birth (Town, Country)
	

	Citizenship Status
	

	Contact Address
	

	
	

	
	

	
	State
	
	Country
	
	Postcode
	

	Phone Numbers
	Work
	
	Home
	
	Mobile
	

	Email Address
	


For Current NSW Government Employees Only

	Current Employer
	

	Current Substantive Position
	

	Status 
	Indicate if:     Permanent   (   or  Temporary   (    

	
	Date of Appointment
	
	Salary $
	

	
	Indicate if:     Acting   (     (If yes, complete Date of Acting Appointment and Salary)

	
	Date of Appointment
	
	Salary $
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Where did you hear about this position?  
  Daily Telegraph  
Sydney Morning Herald  
 Jobs.nsw






  
  Local Newspaper
Other  






Please note that any offer of employment with the DECCW will be subject to providing evidence in support of information provided on this form and in your application.

	Applicant Signature
	
	Date
	


  

Please attach this page to the front of your application.


Thank you for applying for a position with the DECCW.
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