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INFORMATION FOR APPLICANTS

General Information  
To apply for an advertised position with The Legal Aid Commission of Tasmania, you need to send the following:

· A covering letter including your contact details.

· A document addressing each of the selection criteria.

· A curriculum vitae (resume) of your work history and other relevant information. 

· A completed “Application for Employment” form (Form 201)

· Applications must be received by the due date.  Late applications will not be accepted.

Preparing your Application

· Your application is the first step towards securing an interview and therefore should be of a high standard. 

· Your application should include relevant information as to your experience, knowledge and skills. It must demonstrate that they are relevant to the vacancy.

· Ensure your application concisely conveys all essential information to make you competitive and avoid unnecessary detail.

· It is preferred that lodgement of applications be online at www.jobs.tas.gov.au, please click the blue Apply Now button.  You may still submit your application in hardcopy, please forward to Human Resources Recruitment, GPO Box 825, Hobart, 7001.
· Please ensure that your application is received by the actual closing date and time specified.  Late applications will not be accepted.  

· For further information on other opportunities within the Tasmanian State Service, visit the www.jobs.tas.gov.au website.

Addressing the Selection Criteria

· This is the most important part of your application. 
· It is strongly recommended that you use each of the selection criteria as a heading and outline your relevant claims and experience separately against each criterion.
· You should indicate how you meet the criteria by providing examples. 
· It is essential that information in this section is clear and relevant so that the selection panel can readily assess your claims.  It is your responsibility to demonstrate that you understand the requirements of the position and have the experience, knowledge, skills and attributes necessary to compete for the vacancy.
Essential Requirements

Where the advertised position is subject to essential requirements, you must be able to meet all the essential requirements.  Copies of certificates and qualifications demonstrating that you meet the listed essential requirements should be provided with your application.
The Interview

All interview questions will be related to the statement of duties for the position.  The same questions will be asked of every interviewee.  

· Do not assume that panel members know about your suitability for the position even though you may have worked with them or had previous experience in the position.

· Take time to answer each question clearly and concisely.

· If you do not understand a question seek clarification before providing a reply.

· Where possible relate your answer to direct experience.

· There will be an opportunity for you to ask questions relevant to the position.

Referee Reports

The Legal Aid Commission may wish to contact referees to discuss your application.  Referees are people nominated by you that can offer comments in relation to your ability to meet the selection criteria.  Details of at least two (2) referees should be provided.
After the Interview

Selection decisions will be made on the basis of merit, in accordance with legislative requirements.

At the conclusion of the selection process you will be notified of the outcome of your application.  You may then seek feedback on your application from the selection panel chair.
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