Note: In preparing a draft of this letter you will be
preparing an initial framework for your application.
This is why it should be prepared first.

" Introduction
Organisations with high staff morale pride themselves their fairness and
openness in selecting their employees whether exte
appointments. This objective is achieved through a .ecr
procedure that is:

* Competency-based

* Thorough in its process and application

*+ Designed to give everyone an equal opportunity.
This guideline has been designed by Maxumise to ens
understands how to apply for a position. While some pt
more information than others, all applications should be Si
We trust this guideline will assist you in preparing youg
want the best person for the position which could

1ent and selection
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d ‘on the positionyou are applying for and the amount of
iarmation you can provide, As a guideline, one or two
hs should be sufficient. You should provide specific examples in
nent to back up your claims rather than theory or generalities.
oints are ideal for listing*®vents or sub-activities.
rate details of any activities you have undertaken outside of work
h are relevant to the application.

and/or ri‘as_ition de
‘ou are suited to the position and eligible to apply. .

*Th N you are genuinely mluesLLd in. ™
W you have met all the esse criteria and are.

genuinely interested in the position the n e your
application.

If you have any relevant repi ther workithat will provide examples
of your suitability for the position, you could pm presentation at
the interview, this must be brief as a panel cannot b cted to read a
report or even part of a report during an interview e.g. ‘This regort (show

to the panel) was a study | did for BC Company to establish a purchasing
cy for raw materials.

ntl notepaper with you to the interview in case you want to

it > » . , @ reminder for a question later in the interview.
* Conclude with a statement on your desire to be granted an interview.

= iEAthe sl COREMING [atar hat you may wish to ask the panel about the

Referees

Written references can be submitted but usually more importance is placed

on referees contacted after you submit your application. In some cases, the

position description will contain a reference format to be completed by your
referee and forwarded direct to the organisation,

+ Applicants should nominate three (3) referees in support of their
application. These referees shauId be able to comment on your work
experience and competence in relation to the selecﬁon criteria.

* You should contact your referees and ask if they are prepared to be your
referee before listing them in youriﬁgpllcaﬁbn.

* Provide names, relationship to yol upervisor), current position
{or retired), company and emall i s and daytime telephone numbers
for each referee, Ensure tha
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The Interview

The Interview

A panel of usually three members will conduct the interview. The interview
questions will relate to the selection criteria for the position and the same
questions should be asked of each person interviewed for the position.

Prepare Yourself for the Interview
Be aware of what th'e position invoNés This information will be contained in

ype of position. Do your own
k of examples of situations where
e interests etc.

the position and how you would
may encounter and how yo

about your responsibilities 2

. The layout, sp
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Submit your appl

other notification. In most cases you will be able to submit your application
by hand delivery, post or email. Applications must arrive by the closing date

and time, or they will be deemed to be too late. If you cannot get an
application in on time discuss it with the organisation as some
considerations may be given.

Address the application exactly as requested in the advertisement;
remember the organisation may be recruiting for more than one position,

The Interview
The Interview Panel

A panel of usually three members will conduct the interview. The interview
‘guestions will relate to the selection criteria for the position and the same

questions should be asked of each person interviewed for the position.

If youare invited to an interview, you have obviously impressed the selection

panel with your application. The interview is an up|}orturut~_.r to reinforce this

impression.

- ﬁywnru nervous, sit firmly in the chair so you are cornfortable and well
supported. Hold onto the side of the chair if you are likely to wave your
hands around a lot.

+ You may know oneormore interview panel memberss Do not assume that
they know about your suitability for the position.

* |isten to the questions carcfully and answer the questions asked.

* Give direct answers, theory is fine, practical examples and experience is a
definite demonstration of competence.

S Honestyis importants the panel members can often detect when you are
stretching the truth.

*+ Be aware of body language. For example, if a panel member looks as if
they are unsure or frowning, see if you can clarify your answer for them,
even ask “Has that answered the question, or do you want more detail?®

+ |f you have referees that are your current employer, advise the panel on

Haw vouwant these handled.
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