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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: 

•	 First interview: 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.



GUIDE TO APPLYING FOR A POSITION WITH CAMDEN COUNCILGrow with us

4


