Benefits of Working at Wanneroo

Financial Benefits

· Salary Packaging (package car, laptop and/or superannuation)

· Generous Superannuation;

· The City will contribute 9% to the superannuation fund of your choice
· If you personally contribute to the industry superannuation fund (WALGSP) the City will match contributions up to 6% (15% employer contribution in total)
· Up to six weeks Paid Parental Leave for the primary care giver

· Opportunity to purchase additional leave (1 week per quarter)

· Free tea and coffee

Attractive Working Location
· Located opposite the Wanneroo Townsite which features shopping, leisure and cultural facilities

· Free Car Parking

· Close to Public Transport

Healthy and Safe Workplace
· Trained safety representatives and first aid officers

· Health and well-being program including;

· Seminars on wellness topics

· Corporate Fitness Challenge

· Annual health checks

· Annual flu vaccinations

· Annual skin screenings

· Discounted leisure facilities

· Smoke free workplace

Dedicated Employer of Choice Program
· Flexible working arrangements including;

· Flexible hours – 9 day fortnights or up to 2 accrued days off per month

· Job share/part time opportunities

· Phased retirement

· Reward and recognition program

· Quarterly and annual recognition awards

· Quarterly and annual customer service awards

· Quarterly and annual innovation awards

· Years of Service milestone awards

· Training and development opportunities

· Computer training courses

· Professional development courses

· Internal promotion opportunities

· Study assistance program*

· Equal opportunity employer

Supportive Working Environment
· Employee Support Program, with internal grievance contact officers

· Free Employee Assistance Program (counselling), including immediate family members

· Comprehensive induction program

· Active social club

Commitment to the Future

· Traineeship and Apprenticeship Program

· Work Experience Program
APPLYING FOR AN ADVERTISED POSITION GUIDELINES

The following information is presented to assist you when preparing your application. Further information about the City is available by visiting the web site at http://www.wanneroo.wa.gov.au
Preparing your application

The application should be typed and stapled in the top left-hand corner. Please do not submit applications in plastic or cardboard folders. Applications received will not be returned, therefore you should photocopy any original documentation.

Your application should include the following:

Application for Vacancy Form:

· Please complete and attach this form (located at the back of this information package) to the front of your application. Applications will not be accepted without a completed application form;

Covering Letter:

· The covering letter gives you the opportunity to introduce yourself to the selection panel and explain why you are applying for the position. Your letter should reflect the selection criteria for the position.
· Your covering letter should be no longer than two A4 pages.
Curriculum Vitae / resume:

· Your Curriculum Vitae / resume should include your personal details (name, address etc.), relevant work history, education, training courses, qualifications and professional memberships;

· When listing your relevant work history you should commence with the most recent position you have held, as well as the dates/period of employment. You should also include a brief list of duties and responsibilities for each position.

Referees:

· The names and contact details of at least two (2) referees should be presented in your curriculum vitae.

· Your referees must be able to comment on your work and experience. Ideally your referees should be a current manager/supervisor, however a manager/supervisor from a previous position may be used.

Qualifications:
· You will note in the position description that certain positions require a tertiary qualification or certificates. As part of your application you must demonstrate that you have achieved this level of education. Please attach photocopies of your qualification(s) or academic records to your application. 

Addressing the Selection Criteria:

· Please take note of the selection criteria that are listed in the Position Description, it is not necessary to address each criteria individually, however your covering letter should reflect the requirements of the position.

· Some positions within the City of Wanneroo may require applicant(s) recommended for a position to provide a recent federal police clearance and/or a Working with Children check (WWCC). 

The police clearance should have been obtained within the three months prior to applying for or obtaining the position while the WWCC must have a valid assessment notice. Police clearances and WWCC checks will be at the expense of the applicant. 

A prior conviction is not an automatic barrier to employment with the City. The Chief Executive Officer will determine each case on its merits and give final approval of any appointment. 

If the position requires a police clearance or WWCC it will be listed in the essential selection criteria of the position description, these checks must be received prior to a successful applicant commencing employment, they are not required when submitting an application.

Closing Date for Applications

Vacant positions with the City of Wanneroo are advertised for a specific period and close at 4pm on the closing date in the advertisement.

Late applications will not be accepted.
All applications will be acknowledged within two (2) working days of receiving the application if you complete the bottom section of the application form.

All applications received are date and time stamped.

Preparing for the Interview

It is expected that interviews will occur in the week following the position closing, however delays may occur if a large number of applications are received; applicants are expected to make themselves available for an interview if required.

If you are selected for an interview an officer from the City will telephone you to organise a convenient time to conduct the interview.  Please write down the date, time, location and contact officers name.

If you are not selected for interview contact details to obtain feedback will generally be provided in the letter sent to all applicants after an appointment has been made. If there are a large number of applicants for a position it may not be possible to provide specific feedback to each applicant.

The Interview Process

The Selection Panel will consist of at least two (2) members. Interviews will follow a set format to ensure equity and fairness to each applicant and will be evaluated in the same manner.

During the interview, Selection Panel members will write notes and assess your answers in response to the structured questions, ensuring that applicants are examined in an objective and informed manner.

Should you not understand a question asked during the interview please seek clarification prior to providing a reply.

After the Interview

Applicants may be invited to undertake other selection tests such as medical, driving, typing, aptitude and psychological testing to ensure that candidates are suited to the position.

If you are required to attend a medical assessment you will be asked to contact Prime Health in Joondalup (9300 2826) to arrange an appointment. It is a requirement that you attend an appointment as soon as practicably possible (within 48 hours is preferred). Medicals may include procedures such as a medical history and examination, an audiometry test, a muscoluskeletal assessment and an alcohol and drug screen. It is essential that candidates wear comfortable clothing and present photo identification for a medical assessment.

Should you be successful in obtaining the vacant position, a member of the Selection Panel will contact you by telephone to verbally offer you the position. Human Resource Services will then forward a written offer and contract.

All unsuccessful applicants will be notified directly, however a notice will be posted on our web site www.wanneroo.wa.gov.au once an appointment has been made.

If you wish to have feedback on an application please contact the Chairperson / contact person for the relevant position.

Forwarding Applications

Your application can be submitted via:

Post:

Manager, Human Resources



PO Box 314


WANNEROO  WA  6946

Fax:

(08) 9405 5099

Email:
work@wanneroo.wa.gov.au 
(Please forward documents in Word format and scanned documents are to be in .TIF JPEG or .BMP or PDF format)

Should you wish to hand deliver your application, the address is:

City of Wanneroo, 23 Dundebar Road, Wanneroo.

If you have any specific queries relating to the position that you are applying for please refer to the contact details of the job that you are applying for.

If you experience difficulties when emailing or faxing your application please telephone our Human Resource Services team on (08) 9405 5634 during office hours, 8.30 am – 5.00 pm, who will be happy to assist you.

CHECKLIST

Some of things that should be checked by the Applicant
· Application for Advertised Vacancy Form

· Covering Letter

· Curriculum Vitae

· Copies of supporting documentation e.g. qualifications, drivers license, police clearance

· The application has been photocopied for personal reference

· If applying for more than one (1) position, enclose separate applications for each position.

· I have checked and am aware of the closing date and time.
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APPLICATION FOR ADVERTISED VACANCY

	Position applied for:
	     

	Position Ref No:
	     
	Position Closing Date:
	     

	Surname:
	     
	Given Name:
	     

	Address:
	     
	Postcode
	     

	Telephone Contact Number:
	     
	(During Office Hours)
	     
	(Private)

	Email:
	     
	

	

	
	Please Tick

	Do you have Permanent Resident Status?
	YES
	 FORMCHECKBOX 

	NO
	 FORMCHECKBOX 


	If NO, do you have a current Work Visa?
	YES
	 FORMCHECKBOX 

	NO
	 FORMCHECKBOX 


	Do you have a current valid Driver’s Licence?
	YES
	 FORMCHECKBOX 

	NO
	 FORMCHECKBOX 


	If Yes,
	Licence No:
	     
	Expiry Date:
	      
	Classes:
	     

	I have attached a photocopy of my current 
	
	
	

	Driver’s Licence
	YES
	 FORMCHECKBOX 

	NO
	 FORMCHECKBOX 


	Police Clearance *
	YES
	 FORMCHECKBOX 

	NO
	 FORMCHECKBOX 


	Working with Children check *
	YES
	 FORMCHECKBOX 

	NO
	 FORMCHECKBOX 


	* Only required if you are successful and they are listed in the selection criteria – DO NOT apply for checks when applying for a position


In the interest of improving our recruitment service, your response to the following question would be appreciated.

	How did you learn of this vacancy?

	 FORMCHECKBOX 

	West Australian Newspaper
	 FORMCHECKBOX 

	City of Wanneroo Website
	 FORMCHECKBOX 

	seek.com.au

	 FORMCHECKBOX 

	Wanneroo Times Newspaper
	
	 FORMCHECKBOX 

	mycareer.com.au

	 FORMCHECKBOX 

	Other (please specify)
	     
	 FORMCHECKBOX 

	careerone.com.au

	
	
	
	
	


(---------------------------------------------------------------------------------------------------------------------------------------------------------------

[image: image2.png]%\ﬁﬁ*( City of
A Wanneroo




Kindly complete this section which will be returned to you 

to acknowledge receipt of your application

	Name
	     
	Position Reference No
	     

	Address
	     
	Position Closing date
	     

	Suburb
	     
	P/code
	     
	Position Applied for
	     

	
	


We acknowledge your application for the above position.

I would like to take this opportunity to thank you for submitting an application for this position.

Daniel Simms

Chief Executive Officer

City of Wanneroo

	HEALTH

	To the best of your knowledge and belief are you of sound health?
	YES
	 FORMCHECKBOX 

	NO
	 FORMCHECKBOX 


	If No, please provide brief details:
	
	
	
	

	
	     
	

	
	     
	

	Applicants who have a health condition are welcome to discuss its relevance to the position applied for by contacting Human Resource Services on (08) 9405 5634.

	Please Note: It is the City of Wanneroo’s policy that applicants may be required to attend a pre-employment medical. 

A health condition is not an automatic barrier to employment with the City of Wanneroo.

	WORKERS COMPENSATION

	Do you have a current or previous workers compensation claim(s)?
	YES
	 FORMCHECKBOX 

	NO
	 FORMCHECKBOX 


	If Yes, please provide brief details:
	
	
	
	

	
	     
	

	

	DISABILITY

	To assist in assessing opportunities for your placement in appropriate employment, please indicate whether you have a disability or injury likely to affect your work performance or which could recur or be aggravated by the type of work for which you are applying.
	YES
	 FORMCHECKBOX 

	NO
	 FORMCHECKBOX 


	If yes, please give details

	
	     
	

	

	CONVICTIONS

	Do you have any current convictions for any offence from any court; or are you currently the subject of any charge pending before any court?
	YES
	 FORMCHECKBOX 

	NO
	 FORMCHECKBOX 


	If yes, please give details

	
	     
	

	Please Note: Possessing a criminal record does not necessarily make an applicant ineligible to be considered for a position at the City of Wanneroo. Any position that is carrying out “child-related work” must have a Working with Children check.

	RECRUITMENT POOL

	If your application is unsuccessful, would you like to be considered for similar vacancies which may arise in the next 12 months?  
	YES
	 FORMCHECKBOX 

	NO
	 FORMCHECKBOX 


	DECLARATION

	I declare the above statements to be true in all aspects. I acknowledge that any statement, which is found to be false or deliberately misleading, will make me, if employed, liable for dismissal

	
	     
	
	  
	/
	  
	/
	    
	

	
	Signature
	
	Date
	








Human Resource Services


PO Box 314


Wanneroo  WA  6946





Human Resource Services


PO Box 314


Wanneroo  WA  6946











