
GUIDELINES FOR APPLICANTS

Thank you for your interest in applying for a Senior Leadership position in the Department of Defence.  These guidelines have been compiled to assist with your application.

In your application, you must demonstrate to the Selection Advisory Committee that you satisfy the requirements of the position as described in the selection criteria and duty statement. Thus, it is important that you assess your claims and interest for the job against the selection criteria and duty statement before calling the contact officer to discuss the scope of the position and the working environment. 

The contact officer also has discretional authority in providing information on the composition of the Selection Advisory Committee and the method of assessment of applicants. A Selection Advisory Committee may use a range of options to assess your suitability for a position. These may include assessment centres and psychometric testing.  Alternatively, your application and referee comments may be the only assessment made.

The Defence Mission

"Defending Australia and its national interests"

Our renewed statement of purpose reflects the fact that, while defending Australia remains the primary priority for the Australian Defence Force (ADF), there is more for Defence to do in furthering Australia's national interests in the 21st Century.  It recognises that we face a range of threats inimical to our security beyond the remote possibility of armed attack - it covers things like cyber warfare, terrorism and other forms of attack.  And it embraces the good work we do in Australia's interests on things like national emergencies, illegal fishing, people smuggling, humanitarian assistance, medical evacuations and peacekeeping.

Further research material about the Department can be obtained through resources such as Defence’s Annual Reports, Corporate Plans and web site at www.defence.gov.au.

Your Application

Your written application is the first impression that the Selection Advisory Committee has of your ability to undertake the position.  It is important to include in your application: 

· A statement addressing the selection criteria: each criterion should be addressed comprehensively, yet succinctly - think quality, not quantity.  The statement can be in narrative, dot points - whatever you prefer. You should cite experience and key achievements wherever possible;

· A curriculum vitae or resume detailing recent and/or relevant education and employment; and

· The completed application cover sheet (enclosed in application pack) will assist to expedite the recruitment process.

Referees

Referee comments are vital to the selection process.  It is in your interest to ask your referees what they will say about your ability to undertake the position before you nominate them.  If they are unable to comment on all of the selection criteria, consider seeking additional referees who can verify your claims against all the selection criteria.

In some cases, candidates will be required to nominate referees who are either a peer or subordinate.

Provide your referee with notice that you are applying for a position and advise them that they may be called upon by the Selection Advisory Committee to provide a written or verbal report.

If your referee is on the Selection Advisory Committee, their report must be obtained prior to the convening of the Committee.

Applicants from the private sector may have difficulty providing their supervisor’s name as a referee or a work telephone number for messages.  Let the contact officer know if there is any foreseeable difficulty with contacting you or your referees at work.

Referees will only be contacted in the case of the applicant being in strong contention for short listing

Equity and Diversity

Defence is committed to fair, equitable and non-discriminatory consideration of all applicants.  To allow the Selection Advisory Committee to make appropriate interview arrangements, applicants who are Aboriginal or Torres Strait Islander, from a non-English speaking background or who have a disability may wish to indicate this to the contact officer on their application cover sheet.  Hearing or speech impaired applicants are encouraged to obtain application information via the National Relay Service, telephone 1800 555 677.

Interview and Selection Arrangements

Employment in the Senior Executive Service is based on merit.  An assessment will be made of the relative suitability of the candidate for the duties, using a competitive selection process.  The basis for selection will be on the applicant’s work-related qualities and their capacity to achieve outcomes related to the duties.

Applications will be acknowledged upon receipt. Applications will be assessed to provide a short-list of suitable applicants. Unsuccessful (ie. non short-listed) applicants will be advised in writing. Successful candidates will be telephoned regarding the date, time and location of their interview.  

Interstate or overseas applicants who are successfully short-listed may be interviewed via a telephone conference facility, where available.  This method of interview will be advised to the applicant in advance.

Feedback

Feedback about your application and/or interview is available from the convenor of the Selection Advisory Committee.  It is valuable to find out how to improve an application or assessment performance.  You will have access, if interviewed, to parts of the Selection Advisory Committee report that relate to you. Information about any other candidate is not available to you.

Further Information

Further information about the position can be obtained by contacting the officer listed in the advertisement.

Conditions of Employment

This position may be filled on an ongoing or non-ongoing basis.

Confirmation of employment in Defence is subject to a range of conditions including:

· probation,

· citizenship,

· formal qualifications,

· security and character checks, and

· health assessment.

Further information concerning employment conditions will be provided subject to a formal offer of employment being made by the Department.

There are restrictions on the employment of people who have, within the previous 12 months, accepted a redundancy benefit from an APS Agency or a non-APS Commonwealth employer.

Under the Public Service Act 1999, a person who is not an Australian citizen cannot be engaged in the Australian Public Service. A permanent resident may be engaged by Defence on probation until citizenship is granted.  To be considered for a departmental security clearance, an applicant must have a minimum of 5 years checkable background for Confidential clearances and 10 years checkable background for Secret clearances. 
Lodging Your Application

Applications addressing the selection criteria and stating qualifications and experience should be received by close of business on the closing date, unless alternative arrangements have been made with the contact officer.  Applications should be sent to:

SES Applications Officer

Senior Officer Management

R1-1-C104

Department of Defence

CANBERRA ACT 2600

e-mailed to seniorstaffing@defence.gov.au without privacy markings; or in person to the Defence Orientation Centre, Building R1, Russell Offices (The six storey building in the far left hand corner of Field Marshal Sir Thomas Blamey Square).  Your application will be acknowledged upon receipt.




































