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JOB APPLICATION FORM

	Position Title: Program Officer (Disability Support Worker)

Reference No:  2012–01

Closing Date:  9 January 2012

	Section A: Applicant Details

	Title
	 FORMCHECKBOX 
 Mr      FORMCHECKBOX 
 Mrs      FORMCHECKBOX 
 Miss       FORMCHECKBOX 
 Ms

	Given Name
	     
	Surname
	     

	Address
	     
	Suburb
	     
	Post code
	     

	Phone
	 (Mobile)      
(Home)      
	Email
	     

	Are you legally able to work in Australia (e.g. Australian Citizen, Permanent Resident)? 
	 FORMCHECKBOX 
 YES   FORMCHECKBOX 
 NO

	If you are not an Australian citizen, please provide the following information:
	

	Type of Visa
	     
	Visa #
	     
	Expiry Date
	     

	How did you become aware of this vacancy?

	 FORMCHECKBOX 
  jobsearch.gov.au
	 FORMCHECKBOX 
 Quest newspaper
	 FORMCHECKBOX 
 Word of mouth (referral)
	 FORMCHECKBOX 
 The Tertiary PLACE  website

	 FORMCHECKBOX 
 other:      
	
	
	

	Section B: Skill Profile

	PLEASE ATTACH A COPY OF YOUR CURRENT RESUME WITH THIS APPLICATION

	Do you have a current driver’s licence?
	 FORMCHECKBOX 
 YES*   FORMCHECKBOX 
 NO
	*  FORMCHECKBOX 
 Manual       FORMCHECKBOX 
 Automatic 

	Do you have a current Senior First Aid Certificate?
	 FORMCHECKBOX 
 YES    FORMCHECKBOX 
 NO

	Do you have a current Blue Card?
	 FORMCHECKBOX 
 YES    FORMCHECKBOX 
 NO

	Do you have a current Yellow Card or Yellow Card Exemption?
	 FORMCHECKBOX 
 YES    FORMCHECKBOX 
 NO

	Do you have the ability to teach in any of the following subject areas?  Please tick all that apply.

	 FORMCHECKBOX 
 animal studies 
	 FORMCHECKBOX 
 computing
	 FORMCHECKBOX 
 cooking
	 FORMCHECKBOX 
 craft
	 FORMCHECKBOX 
 cultural studies

	 FORMCHECKBOX 
 dance
	 FORMCHECKBOX 
 domestic tasks
	 FORMCHECKBOX 
 drama
	 FORMCHECKBOX 
 health and hygiene
	 FORMCHECKBOX 
 horticulture

	 FORMCHECKBOX 
 music
	 FORMCHECKBOX 
 performing arts
	 FORMCHECKBOX 
 photography
	 FORMCHECKBOX 
 physical fitness / sport
	 FORMCHECKBOX 
 singing

	 FORMCHECKBOX 
 visual arts
	 FORMCHECKBOX 
 other:
	
	
	

	Have you had previous experience working with adults with a Disability?
	 FORMCHECKBOX 
 YES   FORMCHECKBOX 
 NO

	Section C: Employment History 
Please detail your three most recent positions. 

	Position
	Employer
	Dates
	Reason for leaving

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	Section D: Education/Qualification Details 
Please list any training, courses, or qualifications that you are currently undertaking or have completed.

	Name of course / qualification
	Year achieved

	     
	     

	     
	     

	     
	     

	     
	     

	Section E: Achievements / Interests 
List any interests or achievements (e.g. employment, educational, sport or personal).

	     

	Section F: Availability
Please indicate the days and times you are able to work. Note that you will not necessarily be asked to work all the hours you are available.  This information enables us to source employment opportunities according to your availability.

	Day
	 FORMCHECKBOX 
 MONDAY
	 FORMCHECKBOX 
 TUESDAY
	 FORMCHECKBOX 
 WEDNESDAY
	 FORMCHECKBOX 
 THURSDAY
	 FORMCHECKBOX 
 FRIDAY

	Time/s
	     
	     
	     
	     
	     

	Date you could commence work?
	     

	Section G: Disclosure of pre-existing injury or illness

	Do you have any medical conditions or previous injuries which could impact on your ability to safely perform the inherent demands of this position?  (inherent demands include standing, bending, lifting, reaching, other physical activity)
	 FORMCHECKBOX 
 YES*   FORMCHECKBOX 
 NO

	*Please provide details.  If you would prefer not to disclose such information on the application form at this time, please write “prefer to discuss at interview”. 
     

	Section H: References/Referee Details
The names of two referees are required.

	1.  Referee name
	     

	Relationship to you (e.g. supervisor)
	     

	Referee phone
	     

	Referee email
	     

	2.  Referee name
	     

	Relationship to you (e.g. supervisor)
	     

	Referee phone
	     

	Referee email
	     

	Section I: Key Selection Criteria

Applications that do not address the following criteria may not be considered.  Answers should be brief (as a guide 250 words maximum per criteria) but include at least one example (e.g. previous work experience, voluntary work, tertiary or school-based projects, courses or qualifications, life experience).  

	1. An interest in and commitment to people who have disabilities.

	·      

	2. Ability and/or willingness to assist adults with disability.

	·      

	3. Awareness of duty of care issues and ability to supervise members and monitor their environment, behaviour and medical needs to ensure safety. 

	·      

	

	4. Ability and willingness to use own initiative and work without supervision as well as cooperatively as a member of a dynamic team.

	·      

	5. Capacity to instruct or assist in one or more of the following subject areas:  performing arts; music therapy; dance therapy; visual arts; horticulture; animal studies; cultural studies; fitness; social and emotional life skills; craft; computing; cooking; health and hygiene; photography; sport.

	·       

	6. Able to build and maintain a good rapport with TTP Members, staff, parents/carers as well as community members and staff of other agencies.

	·      

	Section J: Declaration

	I declare that the information I have provided via this form and any attached resume, is true and correct.  I understand that my personal information is collected solely for the purpose of assessing my application for employment with The Tertiary PLACE Inc.  I understand that this application does not constitute an offer of employment.

	Name of Applicant
	     

	Signature of Applicant
	
	Date 
	     

	For Your Information:

	· Evidence of qualifications and registration as required must be provided;

· If you are not an Australian citizen, we may require evidence of permanent status/valid working visa;

· False and/or misleading information may lead to the withdrawal of this application, review of any employment and potentially, dismissal;

· Applications are kept for a period of twelve (12) months after which time information will be destroyed. If you wish your information to be removed prior to this date, please contact The Tertiary PLACE management.
The Tertiary PLACE collects your personal information in accordance with the national privacy principles in order to ensure that all recruitment processes are dealt with on the basis of merit.  The information will only be used by authorised officers for the purpose of assessing your skills and experience against position requirements and ensuring our records are accurate.  Your information will not be given to any other person or agency unless you have given us permission or we are required by law.

	CONFIDENTIAL   For Office Use Only

	Reference Checks

	Name
	Comments
	Would re-employ?
	Initial
	Date

	
	
	 FORMCHECKBOX 
 YES    FORMCHECKBOX 
 NO
	
	

	
	
	 FORMCHECKBOX 
 YES    FORMCHECKBOX 
 NO
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The Tertiary PLACE Inc. is a Deductible Gift Recipient and a Tax Concession Charity

ABN:  53762687245

