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Legal Services Commission of South Australia
  Application for Advertised Positions
Postal Address:

Location:

GPO Box 1718

82 – 98 Wakefield Street

ADELAIDE SA 5001
Adelaide SA 5000



Telephone: 8463 3555

1. Attach this form to your job application which addresses the selection criteria as outlined in the Job Application Guidelines.
2. Submit a separate form for each Vacancy.

3. Print all information.

Vacancy Details:

	Vacancy Position Title
	

	Location:
	

	Closing Date:
	


Personal Details:
	Surname:
	Preferred Title:

	Given Names:

	Postal Address:

	Telephone:       Work:
                                                        Home:

	Mobile:

	Please provide a day time telephone Number:

	Email Address:

	Please specify any assistance required (eg. Access / Mobility / interpreter) to attend an interview.




The Legal Services Commission is an equal employment opportunity employer.  To assist in implementing our EEO requirements the office compiles an applicant profile for advertised positions and a staff profile.

Please complete the Questions below.
The information gathered is to ensure that the Commission meets its Equal Employment Opportunities responsibilities.
Applicant’s Profile

Please tick appropriate box:

1. Sex 
( Male
( Female
2. Are you an Aboriginal or Torres Strait Islander? ie “A person of Aboriginal or Torres Strait Islander descent who identified as an Aboriginal or Islander person and is accepted as such by the community in which he or she lives”.



( Yes
( No
3.
Are you a person from a non-English speaking background? ie. Did you or your parents have a first language other than English.



( Yes
( No
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Legal Services Commission of South Australia

Job Application Guidelines
Thank you for your interest in applying for a vacancy with the Legal Services Commission (LSC). The following information has been put together to provide you with an overview of the recruitment processes.

THE SELECTION PROCESS
The selection process involves a range of selection techniques, which can include a written application, interviews, practical exercises, work samples, or work reports.

Written applications are used to shortlist applicants to be interviewed.

Referee checks are used to verify or expand information obtained from applicants.  

1. The Selection Panel

A selection panel consisting of at least three people including a chairperson and staff representative will assess your application.

The selection panel will have adequate knowledge of the requirements and outcomes of the job and must select candidates on the basis of merit to ensure that the best possible candidate is selected for the job.

2. The Job & Person Specification

This document provides you with information about the job such as the purpose, the duties, the reporting relationships, the organisational environment and the selection criteria.

Selection Criteria

The selection criteria outlines details of the qualifications, personal abilities/skills, experience and knowledge required to perform the duties of the job and consists of mandatory requirements, key selection criteria and other selection criteria. * As part of your written application you should address all selection criteria outlined in the Essential Minimum Requirements of the Person Specification, and as many of the Desirable Characteristics as possible, as you will be scored on suitability or compatibility with the selection criteria.  Interview questions are also based on the selection criteria.

Essential Qualifications/Requirements

Levels of qualification, experience, training or certification may be specified.  In order for your application to be considered, you must meet these requirements.

3. The Rating Process

Performance during the selection process is assessed and rated by the selection panel.  Candidates are rated in order of merit.
4. The Written Application

The objective of your written application is to convince the selection panel that you are the best person for the job.

It is recommended that you include the following information in your written application to improve your chances of being short listed and be given the opportunity to be considered further.

· A letter/cover sheet outlining the vacancy for which you are applying.
· A concise statement describing how you meet each of the selection criteria as specified in the Person Specification.
· It is essential that you address all of the essential selection criteria.  It is not enough to simply state that you meet the criteria.  You should provide examples to indicate how you meet them and where you have had relevant experience in your work (or other) history.
· A Resume or Curriculum Vitae outlining a brief summary of your work experience, including where you have worked and dates, positions held during your period of employment and major duties performed.
· The names and contact numbers of three referees who can provide an objective assessment of your work performance.
Remember
· It is important that you give prospective referees a copy of the Job and Person Specification and your application to assist them in providing comments about your suitability for the position.

· Once you have completed your application and CV, check that you have addressed all the essential criteria, and you have demonstrated that you can carry out all the duties of the position.

· Thoroughly check your application for presentation, omissions and accuracy.

· Ensure your application reaches its destination in time. 

Please provide three copies of all material contained in your application.

Please submit copies of certificates, qualifications, references etc. NOT ORIGINALS with your applications, as we can not return them to you.
5. The Interview

All interviewees will be asked the same questions which have been developed from the selection criteria to assist the selection panel to assess how well you match the selection criteria.

The interview will be interactive which means that the panel may ask additional questions to explore and expand upon issues raised by your responses.

It is suggested that you give some thought to the type of questions that might be asked to ensure your answers accurately reflect your capabilities.  Your answers should describe actual situations or tasks in which you have been involved in relation to the selection criteria.

6. Other Selection Techniques

The selection panel will choose selection techniques they consider relevant to the job.  You may be asked, for example, to complete a practical exercise.  You may also be asked to provide examples of previous work.

7. Referee Checks

Referees of all candidates interviewed may be contacted before the selection short listing process is completed to verify the information gathered about the candidate’s ability to meet the criteria.  This information will be used to supplement the final selection decision.  If contact with your current supervisor will cause a problem, please advise the selection panel accordingly.
AFTER THE SELECTION PROCESS
1. Notification of Appointment

Once the preferred candidate has been selected, and has accepted the offer of employment, the chairperson of the selection panel will ensure that all unsuccessful candidates will receive written notification that they have not been successful with this application.

Applicants can request verbal feedback from the Panel Chairperson on the selection process.

2.
Police Records History Clearance
At the time of interview you will be required to complete an employment declaration.
Should you be the nominated applicant for a position with LSC, you will be required to produce an SA Police Criminal Records History clearance prior to commencement.  This process can cause some delay and is undertaken in the strictest confidence.  A copy of the clearance must be given to the Manager, Human Resources.
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