Bridge to Opportunity

How to apply for a position with the Rural City of Murray Bridge

The Rural City of Murray Bridge is committed to excellent customer service, best practice and
equal opportunity.

We believe that what we do is important and makes a difference to our communities so we want
to employ talented people to help us achieve our goals. In aiming to be an ‘employer of choice'
we provide a range of benefits to our employees and a list of these is available on our website.

On our website you will find information about current employment opportunities including:

e q brief description of each vacancy;
e acopy of the position description for you to print; and
e The name of a person to contact if you need more information.

We conduct pre-employment checks which may include:

areferee check

a criminal record check (for prescribed positions)

a medical assessment against the requirements of the position
an Australian Work Eligibility check

sighting of relevant qualifications

other assessment tests as required.

The information below sets out what you need to know and do to apply for a job with us.

The Selection Process

The Advertisement

Obtain the Position Description and review the role’s key result areas and person specification. It
might be helpful to contact the nominated contact person to ask any questions you have about
the role that could assist you with your application.

Your Application

Your application is an important part of the selection process. To give yourself the best opportunity
to become the preferred candidate, you will benefit in spending time preparing your application.
The information here provides guidance on how to go about preparing your application. As a
minimum, it should contain the following:

1) Covering Letter
Your covering letter will be about one page in length and should entice the selection panel to
want to read your application. Itis your opportunity to sell yourself.

2) Statement of claims against the Selection Criteria (Person Specification) requirements
Your statement of claims will outline your experience, knowledge and skills in relation to the
Selection Criteria. It is the heart of your application. This statement will be anything up to 4 or 5
pages long.



As the selection criteria is so important, the best way to present this statement is to address each
criterion with the following headings, ie 1) qualifications, 2) experience, 3) knowledge and 4)
skills/attributes. Write a paragraph or so on how you believe you meet these four sets of position
requirements.

A selection panel will determine how well applicants meet the Selection Criteria and prepare a
short list for interview. Sometimes there will be essential and desirable criterion in the position
description. To be eligible for consideration as a candidate, you must substantially meet the
essential criteria. If you are unable to do this, your application is unlikely to be considered further.

If you closely meet the essential criteria, the next level of consideration is the desired criteria.
Meeting most of the desired criteria will enhance your chances o proceed to interview.

3) Resume (or Curriculum Vitae)

Your resume should show:

who you are

how you can be contacted

your academic qudlifications (refer to (8) below).

employment history

your specific job skills

employment history (particularly any relevant history that relates directly to the

requirements of the position)

7. the names and current telephone numbers of two referees (who can speak about your
employment skills and experience)

8. copies (only) of relevant qualifications (including academic transcripts), skills, cerfificates,
licenses and other supporting documents. These documents should verify your claims and
act as a means of demonstrating your special skills in relation to the position. Do not send
original documents.
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Submitting your Application

You should send your application to ensure it reaches us by the due date. Council operates in an
electronic environment, therefore please do not present your application bound, stapled, in plastic
sleeves or in duplicate. Below are three options to send your application to us.

1) Hand Delivered, addressed as per 2) below.
2) Mailed, addressed as follows:

"Name of The Position Applied for"

Attention: (name of Contact Person stated in the advertisement)
Rural City of Murray Bridge

2, Seventh Street

MURRAY BRIDGE SA 5253

3) Emailed, addressed to hr@murraybridge.sa.gov.au

The Interview Selection Process

After the closing date, all applications will be collated, recorded and given to the selection panel
for short listing. The selection panel will normally consist of the position's immediate supervisor, a
technical (or professional) specialist and a staff representative, usually from the work group. Their
job is fo recommend who will be interviewed, what the selection process will involve, conduct
interviews, conduct referee checks and determine the most suitable candidate for the position.



As soon as practicable after the closing date, all short listed candidates will be invited to attend an
inferview.

If you progress to the interview stage, you will be advised where and when the interview will be
conducted. If applicable, you will be informed of any psychological assessments or skills/aptitude
tests required to be undertaken. If you are successful in gaining an interview, you must advise us of
any special requirements you need, eg wheelchair access, an interpreter or any other special
needs.

The Final Selection and Post Interview Feedback

Following the interviews, the selection panel will rank you against other candidates and make a
recommendation about who should be offered the position. Reference checks of leading
candidates will be conducted to verify selected statements made in the application and to
validate claims made about skills, experience and achievements at interview.

A verbal offer will be made to the preferred candidate. Following verbal acceptance, a letter of
offer will formalise the selection.

If you are not selected for the position, you will receive a letter informing you of the outcome. You
can speak to a selection panel member, who will be able to provide constructive feedback on
how you went in your application and interview. They will not give information regarding the
successful candidate.

Further employment opportunities (and /or employment advice) can be found at the following
websites:

Shape Your World (careers in local government)

Give yourself the power to change the world you live in - from the streets and parks you use to events,
facilities and services your community enjoys. Local Government provides great conditions and
empowers you to put your ideas into action.

With more than 9,000 people working in 68 Councils, local government is one of South Australia's largest
employers. SA Councils have from 10 fo 600 staff and range from fast-paced metropolitan environments
to rural and coastal regions, offering something for every personality.

http://www.lga.sa.gov.au/site/page.cfmeu=1233




