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GUIDE TO APPLYING FOR A POSITION WITH CAMDEN COUNCIL

PREPARING YOUR APPLICATION
Review the job advertisement and position description to determine if the role is right for you.

The position description provides an overview of the role and responsibilities as well as the skills and experience
required to be successful in the role.

Cover letter

The cover letter is a brief introduction about you and your skills, qualifications and experience relevant to the role.

Resume

Your resume should include relevant information about your education, employment history, achievements,
abilities and referee contact information.

Selection criteria

When applying for a position, you will need to provide responses to the selection criteria. This is a key component
of your application and should clearly show how your skills, experience and qualifications make you suitable for
the position.

When providing your responses to the selection criteria, you are encouraged to provide a well-structured
paragraph that clearly explains how your skills, experience, and qualifications meet the specific criterion.

+ Include statements which fully describe how you consider yourself suitable for the position.

«  Provide examples or evidence which demonstrates what has been asked for in the criteria. This can be
workplace or outside the workplace examples.

+  Provide complete information. Remember, your application is a tool to sell yourself and is the first step in
gaining an interview.

« Be clear and concise in your responses.

To help structure your response effectively, use the STAR method:
- Situation- Describe the context or background.
- Task- Explain the challenge or responsibility you faced.

« Action- Detail the steps you took to address it.

+ Result- Share the outcome or impact of your actions.
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Submitting your application
«  Submit your application before the closing date and time.
- Late applications may be considered; however, Council cannot guarantee that they will be
« accepted after the closing date and time.

- Applications will be considered with regard to the skills, qualifications and experience demonstrated
within the response to the selection criteria, cover letter and resume.

Interview

If you are contacted to attend an interview you can prepare by reviewing the position description and selection
criteria, Council’s values and reflecting on how you have demonstrated these capabilities through your work
experience and/or studies.

The interview may involve one or all of the following steps:

- Firstinterview: Council conducts panel interviews usually consisting of two subject matter experts and
one independent panel member. The first interview may also include a practical exercise or assessment.

+ Second interview: A second interview may be conducted to assist with the selection process. These
interviews are often less formal, however, may also include a practical exercise or assessment.

« Assessment centre: An assessment centre may be scheduled to include varied exercises which simulate
different aspects of the work environment.

During an interview, you will have the opportunity to expand on your application. All interviewees will be asked the
same set of questions. These questions have been developed to assess how well you match the requirements of
the position.

It is highly recommended candidates structure their responses using the ‘Situation - Task - Action - Result’
(STAR) method.

An interview will be interactive, and the selection panel may ask questions, in addition to those predetermined
ones, as they explore considerations raised by your responses.

An interview may take between 30 - 60 minutes to complete.

We suggest you give some thought to the type of questions you might be asked and think of specific examples of
situations that directly reflect your capabilities. In some circumstances you may be asked to provide examples of
previous work.

PRE EMPLOYMENT CHECKS

Reference checks

During the application process Council requests the names and contact details of a minimum of two referees. If
shortlisted, we will contact the referees provided.

- Referees should be current and/or recent previous supervisors.

+ Reference checks will be completed prior to offers of employment.
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Pre-employment medical assessment

If required, the medical will be conducted by Council's chosen provider and will be at Council’'s expense.

National Police Check

If appropriate to the recruited position, a qualification verification may be conducted by Council's chosen provider
and will be at Council’'s expense.

Qualification Verification

If appropriate to the recruited position, a qualification verification may be conducted by Council’'s chosen provider
and will be at Council’s expense.

Driver assessment

If appropriate to the recruited position, a driver's assessment may be conducted by Council’s chosen provider and
will be at Council’s expense.

Working with Children Check

Any position identified as child-related employment in accordance with child protection legislation will be re-
quired to provide a Working with Children Check (WWCC) number at the time of application and at interview.

OFFER OF EMPLOYMENT

If successful, you will receive a verbal offer, followed by a written ‘Letter of Offer’ outlining the terms and condi-
tions of employment.

ELIGIBLE BUT NOT SUCCESSFUL

Candidates who are assessed as meeting the requirements for the role but are not successful at the interview
stage may be offered placement on an ‘Eligibility List’ or ‘E-List’ for similar future vacancies.

An E-list is list of suitable candidates who have applied for and been interviewed for a position and although
not successful in the first instance, may be called upon if another similar position becomes available within 12
months.

UNSUCCESSFUL APPLICANTS
Applicants who have been unsuccessful will be advised via email.

Applicants who have been unsuccessful following an interview will be advised via telephone call and email.

If an unsuccessful applicant would like to obtain feedback on their performance throughout the recruitment
process, please contact the People, Learning & Culture team on 13 22 63 or via email at
recruitment@camden.nsw.gov.au.
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English

If you need help understanding this information, please call the
Translating and Interpreting Service on 131 450 and ask them to
call Camden Council on 13 226 336 on your behalf.

fai{& a3 (Simplified Chinese)
NREREEBIERAREANS, AJ & LB 131 450,
BXREDFA ORARSS (TIS) , AR B R A 551513 226 336
Bt A Camdenf i S BT o

FBEh 3T (Traditional Chinese)

MR EREEBNEMRAERNAS AT B E131 4500
Bt4s B2 AN1EZARTS (TIS) » RBER A IT851%13 226 336
H4&Camdent s2 B BT

(Arabic) ()<

JLaidl 5248 (Ologleall 030 @gd 6 Baclinall daly @ 13
Alballg 131450 @81 e (TIS) dugaillg &y ymil dos i)l dodin
eSise Hlilly 13 226 336 @8))l e Camden Gulaos JLaisl egio

Espaiiol (Spanish)

Si necesita ayuda para comprender esta informacion llame al
Servicio de Traduccion e Interpretacion (TIS) al 131 450 y pida que
llamen a la Municipalidad de Camden al 13 226 336 en su nombre.

Tiéng Viét (Vietnamese)

Néu can ngudi trg giup minh hiéu théng tin nay, xin quy
vi goi cho Dich vu Thong phién dich (TIS) qua s6 131 450
va yéu cau ho goi cho Ho6i dong Thanh ph6 Camden s6
13 226 336 gium quy vi.

U (Punjabi)

Aad 3076 fer Areardt § myse fEe Hee & 83 3, 3t faaur
33d 131 450 ‘3 gBféar 3 feeayféar mafen (TIS) § &s ad
3 Bt & 30731 3¢ 13 226 336 ‘3 Camden IS & 26 935
St ad|

Italiano (Italian)

Se ti serve aiuto per capire queste informazioni, telefona al Servizio
traduzioni e interpreti (TIS) al numero 131 450 e chiedi di chiamare
per tuo conto il Comune di Camden al numero 13 226 336.

(Assyrian/Aramaic) L3531\ nAoAd uE)

2o () dAqiaad LN $A0387 18 1AM $Amo | )
131 450 2o A (TIS) zmm: ANy 165 030 oaol
Camden 3 13A0% 10 (Gaad) 20 w3700 woLdp q:.ossvo
13226 336 L AL

Aarett (Nepali)

g qUTEATS TT THGRRY o4 Agd dlfe=s 9= pudT 131 450
HT 311G X TS FarT (TIS) &1S i T I JuTsSeh! ey
Camden ShTIfueTenTg 13 226 336 AT Whi- T+ ST L

Cpncku (Serbian)

Axo Bam je noTpebHa nomoh aa bucte pasymenu ose uHdopmaumje,
nososute Cnyx0y 3a nucmeHo 1 yemeHo npesoferse (TIS) Ha 131 450
1 3amonuTe Aa Bam Hasoy OnwtiHy Camden Ha 13 226 336.

2= (Hindi)

Ife 3T SRR bl HSA H 3MTUch! JradT i MaTehdT g,
U SrgaTe Gd gHTAT JdT (TIS) eht 131 450 TR hlel eh
3R I 3MTueh! 3R & Camden 1A aht 13 226 336 TR ahiel
& & fu S|

Hrvatski (Croatian)

Ako trebate pomo¢ da biste razumieli ove informacije, nazovite
Sluzbu za prevodenje i tumacenje (TIS) na 131 450 i zamolite da
vam nazovu Op¢inu Camden na 13 226 336.

EAAnvika (Greek)

Edav xpeialeoTe Bonbeia yia va katahdBete auTég TiG TTANPOPOPIES,
TAepwvhoTe oy YTpeaia Metdgpaang kai Aigppnveiag (TIS)
oTo 131 450 ka1 {ntAoTe Toug va KaAéaouv Tov Afjo Camden aTov
ap1Bué 13 226 336 yia Aoyapiaoué oag.

Malti (Maltese)

Jekk ghandek bzonn ghajnuna tithem dan it-taghrif, jekk joghgbok
¢empel lis-Servizz tat-Traduzzjoni u I-Interpretar (TIS) fuq 131 450
u stagsihom icemplu lill-Kunsill ta’ Camden fuq 13 226 336 ghan-
nom tieghek.

Tagalog/Filipino (Tagalog/Filipino)

Kung kailangan mo ng tulong sa pag-unawa ng impormasyong ito,

mangyaring tumawag sa Translating and Interpreting Service (TIS)
sa 131 450 at hilingin sa kanila na tumawag sa Camden Council sa
13 226 336 para sa iyo.

Deutsch (German)

Wenn Sie zum Verstandnis dieser Informationen Hilfe benétigen,
wenden Sie sich bitte an den Ubersetzungs- und Dolmetscherdienst
(TIS) unter 131 450 und bitten Sie diesen, die Stadtverwaltung
Camden unter der Nummer 13 226 336 fiir Sie anzurufen.



