Introduction 



To assist you in seeking employment with this Department we have developed a Guide for Job Applicants. The Guide explains the Department's recruitment and selection process, and includes information to assist you in preparing a statement in support of your Application for Employment/ Transfer/Promotion.



Appointment to positions in the New South Wales Attorney General's Department is on the basis of merit. This means that in every case, the applicant who is judged to be the most capable of carrying out the duties of the position will be offered the job. The decision to appoint is based on an applicant's written application, performance at interview and a valid services and referees check. 



The Job Advertisement 



The job advertisement and the position description provide the basis for the whole selection process as they specify precisely the skills, knowledge and experience required to satisfactorily perform the duties of the job. During the selection process, none of the selection criteria can be overlooked and no new criteria can be introduced. 



The Contact Officer 



The Contact Officer named in the job advertisement can provide additional information about the position, as well as provide you with an information package that will assist you in preparing your written application.  The Contact Officer will be the Convenor of the selection committee. 



Preparing an Application 



Your written application must stand on its merits. Do not assume that the selection committee knows what you have achieved in the past. You must demonstrate how you meet the requirements of the position or you will not be called for an interview. 





There are three steps in preparing an application: 



1. 	You must complete both sides of the New South Wales Public Service Application for Employment/ Transfer/ Promotion form and attach it to your application. 



2. 	You must list all of the requirements as published in the job advertisement and state how your skills, knowledge, experience and qualifications relate to the position. Applicants who fail to demonstrate that they meet the  requirements will not be invited to attend an interview. 



Where a large number of applicants meet the requirements, only those applicants who most strongly meet the requirements will be selected for interview. 



3. 	In addition to 1 & 2 above you are also required to provide details about:



Education

Provide a short summary of any completed or partially completed qualifications (including dates).



Employment History

Provide a list of your employment details, including previous positions, grades and the dates of employment and functions and responsibilities.



Additional Information

Under this heading, you should include any additional skills, qualifications and interests which may strengthen your application for the position.



Referees

You should name two people who can offer information to the selection committee on your competence, skills, experience and work performance.  It is strongly preferred one referee  be your current or a recent (in the past 12 months) supervisor.   Please provide your referees with a copy of the selection criteria.



Where to send your application 



You must forward your written application to the address set out in the advertisement by the closing date stated in the advertisement. If you cannot forward your application by the closing date you should discuss your options with the contact officer. 



The Selection Committee 



The selection process is conducted by a committee which is made up of at least three people. The Committee will consist of one person from the Business Centre in which the job is located, another Departmental person who is familiar with the requirements of the position and one person from outside the Department. 



The committee must have male and female representation. Where it is known that applicants are from non-English speaking or Indigenous backgrounds or have a disability, every effort will be made to include a representative member on the committee. 



The Interview 



If you are selected for an interview, you will be given at least three (3) working days notice before you are required to attend the interview. 



You may be asked to bring examples of your work to the interview to support your written application. You may also be required to do a test or task to demonstrate that you have the skills required for the job. 



Before the interview, you should familiarise yourself with the work of the Department and the area in which the job vacancy occurs. It may assist your preparation to think of likely questions which may be asked at the interview. 



In most circumstances you will be provided with the interview questions 10 minutes prior to the interview to allow you time to consider the questions and formulate your answers.



What will they ask? 



At the interview, you will be asked questions relating to the selection criteria, the functions of the job, your skills, knowledge and experience. 



The selection committee can only base its decision on information provided by you. Even if a member of the selection committee knows you and your work, they cannot discuss matters concerning you that you did not raise yourself. 



At the end of the interview you will be given the chance to ask questions about the job or to add any further information. 



The selection committee may contact your nominated referees to confirm your skills and experience or the information provided by you. 



At the completion of all of the interviews, the selection committee will make a recommendation to the Head of the Department as to who is considered to be the best person for the job. After an offer of employment has been made and accepted, all other applicants will be advised by mail that they were unsuccessful. 



Some problems you may face at the Interview 



The selection committee will try to make the interview as pleasant and relaxed as possible. Do not hesitate to raise any problems you may be experiencing at the interview eg. you cannot hear the questions or they are being asked too quickly, the sun is in your eyes, you would like some water etc. 



Some common problems which may arise during the interview are:



you are not clear what the question means - ask for the question to be repeated or asked in a different way;

your mind goes blank on a matter that you know - raise the points you can remember and ask if you can return to the question at the end of the interview;

you remember something about an earlier question - refer to the earlier question at the end of the interview and provide the additional information;

you know a lot about a matter but you do not know how much detail is needed - summarise the main points about the matter and ask if there are any points you should expand upon.



If You Are Unsuccessful 



If you are unsuccessful, it is important for you to understand that the selection committee's decision to choose another applicant is no reflection on you - it just means that in the committee's judgement, you were not, at that time, the best person for the job. 



You can ask to have a post-selection discussion with the convenor of the committee. Post-selection feedback must be completed within six weeks of you being notified of the result. The convenor will comment on your application, referee report and interview performance. 



If you are a public servant, you may have the right of appeal to the Government and Related Employees Appeals Tribunal (GREAT). Information on appeals procedures is available from your Personnel Department.

�What is occupational health?

Occupational health refers to the degree of physical, mental and social well-being of workers in all occupations. Employees are the most valuable resource within any organisation and it is imperative that their health is not adversely affected by their work. 



What is occupational safety?

Occupational safety refers to the mechanisms put in place by an organisation to protect people from the risk of injury in their working environment eg. work methods, equipment and machinery. 



Occupational Health & Safety Act 1983 

The purpose of the New South Wales Occupational Health and Safety (OHS) Act 1983 is to ensure the health, safety and welfare of all persons at work. The Act protects all people including visitors and contractors in a workplace. 



The main provisions of the OHS Act 1983 state that employers should ensure that:

equipment and systems of work that are safe and without risks to health are provided and maintained;

arrangements are made regarding the safe use, handling, storage and transport of equipment and substances;

the information, instruction, training and supervision necessary to protect the health and safety at work of employees is provided;

the places of work under their control are maintained in a safe condition and that safe entrances and exits are provided and maintained; and

adequate information about research and relevant tests of substances used at the place of work is made available.



OH&S in the Attorney General's Department

The basic elements of the Department's Occupational Health and Safety Program include: 



Incident/Accident Reporting

Accidents or near misses are recorded on "MISHAP" forms. The aim of the "MISHAP" reporting system is to hopefully prevent accidents from recurring by identifying the problem or hazard. 



These forms are handed to the supervisor in the appropriate section so that an investigation can be conducted and appropriate action taken if necessary. 



Emergency Procedures

The Department has procedures in place to evacuate staff from the workplace in the event of an emergency situation. 



Hazard Control

Workplace inspections are to be carried out by supervisors regularly, to identify potential hazards to safety and health. OHS Committees are also required to conduct inspections of the work area at least once every 3 months. Anyone who sees a potential or existing hazard, should report it to an appropriate supervisor. 



First Aid

First aid officers have been appointed in various Cost Centres throughout the Department. They are responsible for providing first aid and maintaining first aid kits in accordance with legislative requirements. 



Rehabilitation Program

The Attorney General's Department has a general rehabilitation program in accordance with legislative requirements. The aim of this program is to assist ill or injured employees in rejoining the workplace. 



Worker's Compensation

Workers Compensation is a statutory requirement which ensures that all employees are compensated for injuries and illnesses that arise from or during the course of their employment. 



How does OHS Affect You?

OHS is the shared responsibility of all management and staff within an organisation. To be effective, OHS requires the active participation of both staff and management. 



As an employee you have the right to:

a safe and healthy work environment that is free from danger and hazard;

work practices and procedures that are safe and without risk to health;

support, assistance, and rehabilitation if you are ill or injured;

be treated in a fair and non-discriminatory way if you are ill or injured.



As a member of staff you have the responsibility to:

understand your OHS rights and obligations;

report hazards and incidents to your supervisor promptly;

observe all work procedures and act safely and avoid unnecessary risks;

advise your supervisor of suggestions designed to improve workplace safety;

co-operate with rehabilitation.



As a supervisor/manager you have the responsibility to:

manage OHS in your area on a daily basis;

conduct workplace inspections;

ensure OHS policies and procedures are implemented and promote OHS;

identify and control hazards;

take action as appropriate to solve issues;

communicate information to staff about work hazards and the procedures set up to prevent workplace accidents;

consult appropriate personnel for assistance;

support return to work programs as required;

prevent, report and investigate workplace accidents and work related illness.



OHS and the Job Advertisement

Understanding and Commitment to OHS Policies and Programs



Applicants should be able to:

demonstrate a knowledge of OHS legislation, policies and programs;

provide examples on how to implement OHS in a relevant work situation;

provide examples of what they have done to implement OHS policies and programs.



Capacity to Implement OHS Policies & Programs



Applicants should be able to:

provide evidence of a detailed understanding of how OHS effects the workplace;

demonstrate that they are proactive in their attempts to ensure that the workplace is healthy, safe and free from hazards;

indicate that they will initiate changes in procedures that will increase the effectiveness of OHS policy;

demonstrate that as supervisors, they would monitor their section and actively keep aware of changes and initiatives in OHS programs and policies;

provide examples of what they have done to personally implement OHS principles and what they will do in the future.

�The Aboriginal and Torres Strait Islander Employment Strategy provides the Attorney General's Department's overall policy on Aboriginal employment and career development. The Strategy aims to bring together the Department's previous Aboriginal and Torres Strait Islander employment initiatives as well as creating new positions, establishing recruitment and selection policies and staff support and career development programs. 



The Aboriginal and Torres Strait Islander Employment Strategy will provide diverse and interesting opportunities for Aboriginal job seekers, and allow substantial scope for development once employed. 



Aims 

The Aboriginal and Torres Strait Islander Employment Strategy aims to: 



increase the number of Aboriginal and Torres Strait Islander staff within the Department to at least 2% and more broadly so that Departmental staffing more accurately reflects the diversity of our clients,

provide effective workplace support mechanisms for Aboriginal and Torres Strait Islander staff,

provide for the career development of Aboriginal and Torres Strait Islander people within the organisation,

ensure that all Departmental positions are accessible to Aboriginal and Torres Strait Islander applicants.



Recruitment and Selection 

The Aboriginal and Torres Strait Islander Employment Strategy will ensure that the Department's recruitment and selection processes are fair and appropriate for Aboriginal and Torres Strait Islander job applicants. The Strategy will ensure that:



there is Aboriginal representation on all interview panels convened to interview Aboriginal applicants,

that non Aboriginal members of interview panels have completed Aboriginal cultural awareness training,

that all identified positions are advertised in the Aboriginal media and distributed through Aboriginal networks,

that all other Departmental positions include statements encouraging applications from Aboriginal and Torres Strait Islander people.



Identified Positions

Through the Aboriginal and Torres Strait Islander Employment Strategy the Attorney General's Department has identified a number of positions specifically for Aboriginal and Torres Strait Islander applicants within: 



Local Courts•

Sheriff's Office•

Reporting Services Branch

Victims Compensation Tribunal

Registry of Births Deaths and Marriages 

State Debt Recovery Office

Legislation and Policy Division

Corporate Human Resources

Anti Discrimination Board



Cadetships 

The Department will also be offering a number of cadetships to Aboriginal and Torres Strait Islander students studying law and other undergraduate degrees. 



These cadetships will be available in:

Legislation and Policy Division

District Court

Law Reform Commission

Capital Works Unit

Office of the Legal Services Commissioner



These cadetships will be flexible enough to allow students to work full time throughout the holiday period and part time through the academic year if their study time table allows. The Cadetships will provide an excellent opportunity for entry into the professional workforce for Aboriginal and Torres Strait Islander students. 



Staff Support and Career Development 

For staff within the Department the Aboriginal and Torres Strait Islander Employment Strategy will establish a number of staff support and development programs.



An Aboriginal and Torres Strait Islander staff network will be created and will meet annually, supported by a bimonthly newsletter and more regular regional meetings,

A mentoring program established to provide Aboriginal and Torres Strait Islander staff with the guidance and advice of more experienced officers,

Aboriginal cross cultural awareness training will be provided to non Aboriginal staff to ensure that the workplace is suitable and sensitive for Aboriginal and Torres Strait Islander people,

Career development plans will also be designed for each Aboriginal and Torres Strait Islander staff member to foster the development of Aboriginal people within the organisation.



Strategy Management 

The Strategy is designed to ensure that the various cost centres within the Attorney General's Department take responsibility for the recruitment and development of all Aboriginal and Torres Strait Islander employees by incorporating Aboriginal employment indicators into business planning processes. In this way the Department as a whole can ensure the success of Aboriginal employment initiatives. 



To ensure that managers and supervisors are aware of their responsibilities under the Strategy, a resource book outlining those responsibilities will be prepared and distributed. 



Also a series of workshops for managers will be held to ensure that any problems or issues may be identified and addressed.

�What is EEO?

Equal Employment Opportunity means equal access to jobs and benefits and services for all employees and prospective employees in the workplace. EEO aims to ensure fair and equitable outcomes in all areas of employment which relate to recruitment, selection, access to information, supervision and management. 



Equal Employment Opportunity is about:

fair practices in the workplace;

management decisions being made without bias;

recognition and respect for the social and cultural backgrounds of all staff and customers;

employment practices which produce staff satisfaction, commitment to the job and the delivery of quality services to customers;

improving productivity by guaranteeing that:

the best person is recruited and/or promoted;

skilled staff are retained;

training and development are linked to employee needs and 

customer needs; and

the workplace is efficient and free of harassment and 

discrimination.



EEO addresses the issue of discrimination which can have a detrimental effect on people's conditions of employment. It is a policy which promotes selection by merit. EEO means that all people have the right to be considered for any job for which they are skilled and qualified, and that they will be judged for the job on the basis of merit. 



Equal Employment Opportunity aims to redress past disadvantage by improving employment outcomes for EEO groups (women, Aboriginal and Torres Strait Islander people, people from racial, ethnic or ethno-religious minority groups and people with a disability). 



It does this through programs and policies which increase the capacity of these groups to compete for employment opportunities on merit. These measures are known as affirmative action. 



What is Discrimination?

Direct or overt discrimination is any action that specifically excludes a person or a group of people from a benefit or opportunity, or significantly reduces their chances of obtaining it, because a personal characteristic irrelevant to the situation is applied as a barrier. For example, Jill is the best person for the position, but she might want maternity leave again so we will give the job to Jack. 



Indirect, covert, or systemic discrimination are rules, practices and decisions that appear neutral, but in fact significantly reduce the chance of an individual `from obtaining a benefit or opportunity. For example, an employer who says they need a person over 180cm tall to do a job may discriminate against women and some ethnic groups who are less likely to be this height. 



Anti-Discrimination Legislation

In Australia it is unlawful to discriminate on the grounds of race, colour, descent or national or ethnic origin (Commonwealth Racial Discrimination Act 1975) and sex, marital status and pregnancy (Commonwealth Sex Discrimination Act 1984). 



In addition, in New South Wales, the Anti-Discrimination Act 1977, makes it unlawful to discriminate against a person, or any of their relatives, friends or associates, on the grounds of race, sex, pregnancy, marital status, disability, age, or homosexuality. 



How does EEO work?

Part 9A of the New South Wales Anti-Discrimination Act requires all public sector agencies to implement EEO programs. The aims of such EEO programs are to:



ensure that the talents of all staff are fully recognised and used in accordance with the merit principle;

redress past disadvantages;

better meet customer service requirements;

implement employment conditions which promote increased productivity;

achieve the redistribution of people in the EEO groups in all levels and classifications of work.



EEO Management Plans are developed which outline the strategies required to put EEO into practice. New procedures, the means of measuring their effectiveness and reporting mechanisms are also developed. 



The Department reports on the progress and success of its EEO program in the Annual Report to Parliament, and in an annual report to the Director of Equal Opportunity in Public Employment. These reports include highlights of achievements and workforce statistics. 



Attorney General's EEO Program



The aim of the Department's EEO Management Plan is to increase representation of EEO groups, at all levels of the organisation. 



Strategies include:

applying the merit principle in all recruitment and selection processes;•

eliminating harassment and discrimination;

providing training and development for staff to encourage them to accept the challenge of development.



How does EEO affect you?

To be effective, EEO requires the active participation of both staff and management. All staff have the responsibility:



to work to their full capacity;

to recognise the skills and talents of other staff members;

to respect cultural and social diversity among colleagues and customers;

to refuse to co-operate in, or condone any behaviour that may harass a colleague.



As a supervisor/manager, you have the additional responsibility of ensuring that:



the work environment is free from all forms of harassment;

staff are provided with information that will assist them to carry out their duties;

all staff members have an equal opportunity to:

increase skills to meet work demands;

attend training courses;

act in higher duties;

participate in job rotation schemes; and

apply for all available jobs.



EEO and the Job Advertisement



Understanding of and commitment to EEO policies and programs 



Applicants should be able to:

demonstrate knowledge of EEO legislation, policies and programs;

provide examples of how to implement EEO in a relevant work situation.



Capacity to Implement EEO policies and programs



Applicants should be able to:

provide evidence of a detailed understanding of the way direct and indirect discrimination operates in the workplace; 

demonstrate that they are pro-active in their attempts to ensure the absence of discrimination;

indicate how they will initiate changes in procedures that will increase the effectiveness of EEO policy;

demonstrate that as supervisors, they would monitor their section and actively keep aware of changes and initiatives in EEO programs and policies; 

provide examples of what they have done to personally implement EEO principles and what they will do in the future.

�Introduction

In 1996, the Government conducted a comprehensive review of ethnic affairs in NSW. That review resulted in the incorporation of the Principles of Cultural Diversity in legislation, and the development of the Ethnic Affairs Action Plan 2000. 



The Principles of Cultural Diversity



The four principles of cultural diversity are: 

All individuals in New South Wales should have the greatest possible opportunity to contribute to, and participate in, all levels of public life. 



All individuals and public institutions should respect and accommodate the culture, language and religion of others within an Australian legal and institutional framework where English is the primary language. 



All individuals should have the greatest possible opportunity to make use of and participate in relevant activities and programs provided or administered by the government of New South Wales. 



All public institutions of New South Wales should recognise the linguistic and cultural assets in the population of New South Wales as a valuable resource and promote this resource to maximise the development of the State. 



Ethnic Affairs Action Plan 2000

The Ethnic Affairs Action Plan 2000 aims to remove barriers which prevent people from various linguistic, cultural, racial and religious backgrounds from participating fully in the community. It identifies three key result areas for ethnic affairs policies and programs: 



social justice;

community harmony; and

economic and cultural opportunities. 



The Role of Government Agencies

In accordance with the plan, all New South Wales Government agencies now have an increased responsibility in regard to ethnic affairs policies and programs. Every agency is now required to: 



prepare an annual Ethnic Affairs Priorities Statement;

report to the Ethnic Affairs Commission on their ethnic affairs achievements; and

report on these achievements in their Annual Report to Parliament.

�

The Attorney General's Ethnic Affairs Priorities Statement 



The Department's Ethnic Affairs Priorities Statement will aim to : 

ensure that service delivery, policy and planning processes and management decisions reflect the cultural diversity of our customers;

continue to improve our standards of service delivery by consulting with key stake holders and encouraging client participation via our customer councils, community committees, public consultation meetings and client surveys;

improve communication between the Department and its clients by providing access to our bi-lingual staff, professional interpreter services and our Language Link Resource Kit;

educate the community about the justice system by participation in community forums and through the provision of information through community groups, organisations and the media;

ensure that staff are trained in client service skills including cross cultural communication; and

keep our clients informed of important developments or changes to the legal system by:

translating key information concerning specific community groups into the language spoken by those groups;

presenting information in a format that is culturally relevant to those groups; and

promoting this information via the ethnic media as required.



Cultural Diversity and the Job Advertisement



To show an understanding and commitment to ethnic affairs policies and programs, applicants should be able to:



demonstrate a knowledge of the Principles of Cultural Diversity and the Department's Ethnic Affairs Priorities Statement (EAPS); and

demonstrate an understanding of how to implement the Principles of Cultural Diversity.



To show the capacity to implement ethnic affairs policies and programs, applicants should be able to:

demonstrate a commitment to the implementation of the Principles of Cultural Diversity;

provide examples demonstrating how they have implemented the Principles of Cultural Diversity and/or the Department's ethnic affairs policies and programs; and 

demonstrate the ability to develop client services strategies and implement the Department's Ethnic Affairs Priorities Statement (EAPS).
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