POSITION TITLE ROLE OUTLINE AND HOW TO APPLY
Thank you for your interest in Role at Organisation. 

	Position
	

	Location
	

	Reporting to
	Staff member name and role title 

	Working with
	Several staff members (roles named)

	Position type
	Fixed-term contract/ Ongoing/ Full-time/ Part-time etc. 

	Salary details
	Salary or $Total contract fee (worked as X days per week over X weeks). All Organisation staff receive standard superannuation and leave entitlements, and all staff and volunteers are protected under Workcover 

	Employment period
	

	Applications due
	12:00pm Tuesday 10 February 2009

	To apply
	Please see Application Process below. First Peoples, people with disability, and people from culturally and linguistically diverse backgrounds, are strongly encouraged to apply. 


About ORGANISATION
Insert para
About the role

One paragraph e.g. The Role provides administrative support in delivering the Program. Duties are varied and include artist liaison, registration processing and independent program support. 

Position Description 

Insert 
No more than 1-1.5 pages
Shared ORGANISATION staff responsibilities

· Contribute to an organisational culture of openness, inspiration and safe working 

· Contribute to organisational strategic planning
· Write a report for discussion at an exit interview

Key Selection Criteria
Insert – no more than seven, e.g. 
· Strong planning and time management skills, with the ability to work independently and take direction as required

· A demonstrated adventurous approach to program design
· Confident phone manner, strong interpersonal skills and excellent communication skills

· Quick, creative thinking and problem solving skills

· Ability to manage competing tasks and to work within set timelines
· Discipline and resourcefulness, with the ability to think laterally

· Empathy with the goals and philosophy of Organisation
Application process 

1. If after reading through this document and visiting our website, you have further questions about the role, please call Staff Member, Role Title on NUMBER between HOURS. 

2. Your application should consist of a covering letter, your statement against selection criteria, a brief CV, and the names and contact details of three professional referees – ideally, as a single Word or PDF document with your name and the position title as the document’s name. Please keep in mind that if you don’t address the selection criteria, we won’t be able to assess your application.  

3. Applications by email only should be sent to address@organisation.org.au by 12:00pm AEST on Tuesday 10 February 2009
4. After the close of applications on Tuesday 10 February 2009, shortlisting will quickly take place, and to be fair to all applicants, no late applications can be accepted. 

5. While all applications will be acknowledged by email, only shortlisted applicants will be contacted personally, and we appreciate your patience during this time.
6. If shortlisted, we will contact you by phone to let you know of the time and location of your interview, outline anything that you may need to prepare, and request your accessibility requirements and preferred pronouns. 
7. Interviews will take place on Tuesday afternoon, 17 February 2009. If you already know that you are unavailable at this time, you must make mention of this in your covering letter.

About Role Statements

As the Organisation evolves to meet the changing needs of our working environment, so will the roles required of all its staff evolve. As such, staff should be aware that this document is not intended to represent the role that the incumbent will perform in perpetuity. This role statement is intended to provide an overall view of the role as at the date of this statement. Role statements are reviewed annually as part of our performance review and professional development program. 
ESTHER ANATOLITIS MADE THIS SO THAT YOU COULD DO WHATEVER YOU LIKE WITH IT

