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Application Kit
Australian Public Service (APS)

2011 Indigenous Cadet Program
Program Information

A cadetship with the APS is a great way to get a career head start. It provides practical work placements to complement your study in a flexible manner, as well as financial support while you complete your degree. With a single application, you will be considered for a position with many different agencies.
A cadetship is a combination of full time study and work placement. Each year cadets undertake 12 weeks of work placement with their employing agency and are paid a wage while they study. These work placements are normally undertaken during university breaks but can generally be negotiated with your employing agency to fit with your individual circumstances. 

Whether you are completing a University Bachelors degree or a TAFE Diploma/Advanced Diploma, the APS has opportunities in a wide range of fields including social policy, business, science, mathematics, international relations, economics, Indigenous affairs and the environment. Importantly, your focus of study does not necessarily have to match our fields of work, which provides a great opportunity to learn even more. If you are looking for a workplace where you can be challenged in your job, contribute to making a difference and receive the feedback and recognition to develop, then we have a great opportunity for you. Our workplaces are characterised by high levels of motivation, professionalism and diversity, with excellent rewards, learning opportunities, career prospects, and a family-friendly culture.

This application kit will give you an opportunity to tell potential employers about your background, skills and experience, and why you are a good fit for the APS.  

The APS Indigenous cadet program is run in conjunction with the Department of Employment, Education and Workplace Relations’ (DEEWR) Indigenous Cadetship Support (ICS). Applicants must be familiar with the ICS terms and conditions and registered on the ICS database. To find out more, visit www.ics.deewr.gov.au or ring 1802102.

Before you complete the application form here are some things you should know.
Eligibility

 To be eligible for a cadetship, a person must meet all of the following criteria:
· be of Australian Aboriginal and/or Torres Strait Islander descent

· identify as an Australian Aboriginal and/or Torres Strait Islander

· be accepted as an Australian Aboriginal and/or Torres Strait Islander in the community in which he/she lives, or has lived

· be enrolled for full-time study at a TAFE college, Registered Training Organisation (RTO) or University located in Australia

· be enrolled for a diploma, advanced diploma or their first undergraduate degree course

· be an Australian citizen.


Note: A prospective cadet is also eligible for a cadetship if they satisfy the criteria above and are:

· undertaking a combined undergraduate degree course (Example: Bachelor of Arts/Law or Bachelor of Science/Economics);

· undertaking an Honours year as part of their undergraduate degree; or

· in Year 12 at the time of application for a cadetship, and intend to enroll in university.  However, commencing as a cadet would be subject to actual enrolment.


A student is not eligible for a cadetship if they:

· have previously completed a cadetship
· had a previous cadetship terminated
· resigned from a previous cadetship
· are studying part-time, unless this is because of access and equity issues


Example: disability or other significant access and equity issue
· are studying for one semester only
If you require further information or would like to discuss your individual circumstances please contact ICS on 1802 102 (toll free) or email ics@deewr.gov.au 

Applying 
· Personal Details 

This form asks you to provide details that we will need to know if you are successful in gaining an interview.  Amongst other things, it tells us how to contact you, so it is important that the information you provide is accurate, clear and up-to-date.  If your contact details change at any stage during the selection process, it is important that you advise us at indigenous@apsc.gov.au 
· Statement of Interest

Your statement of interest is the first opportunity we will have to gain an understanding of your interests in the APS and your skills and abilities. We advise applicants to do some research into employing agencies prior to completing this section. It might be useful to check out the APS Indigenous Careers section of our website for information on careers in the APS http://www.apsc.gov.au/publiccalling/index.html 
· Resume 

You should also provide a brief resume with an overview of relevant work and voluntary experience, as well as any academic or personal achievements. We encourage you to describe what you have done and highlight notable experiences which could include things such as organising activities in your community or managing your family responsibilities with study etc.
The Selection Process

Shortlisted applicants will be notified via email late July and will be required to attend an assessment process in Canberra during the week of 30 Aug – 3 Sep. If you are located outside of Canberra your travel and accommodation costs will be paid for by the Commission. A combination of assessment activities such as written and group tasks and a panel interview may be used. If your application is unsuccessful, you will be notified via email by 30 July 2010.

Employing agencies may conduct follow-up contact with candidates after the assessment process. Applicants successful in gaining a Cadet position will be notified by Late October 2010, with the intention of commencing employment in 2011.  

Confirmation of Aboriginal and/or Torres Strait Islander Descent
As per subsection 8(1) of the Racial Discrimination Act 1975 these positions are restricted to Aboriginal and/or Torres Strait Islander people.  If you are invited to undertake further assessment for a cadet role you will need to provide evidence of your Aboriginality or Torres Strait Islander descent.  Usually this evidence will consist of a statutory declaration completed by the applicant and a document executed by an Aboriginal or Torres Strait Islander organisation confirming that the applicant is recognised by his or her community as an Aboriginal and/or Torres Strait Islander person.  Organisations such as Aboriginal and Torres Strait Islander medical services or land councils commonly provide these forms. 

Please contact the Application Officer if there are any difficulties in finalising these documents.
The APS Values and Code of Conduct

The APS Values and Code of Conduct outline the standards of behaviour and conduct expected of APS employees.  Further information about the APS Values and Code of Conduct can be found at www.apsc.gov.au/values/  and www.apsc.gov.au/conduct/index.html. 

Further Enquiries

For further enquiries contact the Indigenous Employment Team at the Australian Public Service Commission on: 

Email: indigenous@apsc.gov.au  
Phone: 1300 656 009
Submitting Applications
Applications will close on Friday, 25 June 2010
Completed applications can be emailed to indigenous@apsc.gov.au
Or posted to:
Application Officer

Indigenous Cadet Program

Better Practice Group

Australian Public Service Commission

Aviation House

Level 6, 16 Furzer Street

Phillip ACT 2606

PERSONAL DETAILS FORM (please print all details in capital letters)
Personal Details

	Surname:
	     

	Given Names:
	     

	Preferred Name:
	     
	Title: 
	

	Date of Birth:
	     

	Postal Address:
	     

	Suburb/Town:
	     
	State/Territory:
	    
	Postcode:
	    

	Contact Phone:
	
	     
                               (Wk/Mobile)

	E-mail Address:
	     



SEMESTER DETAILS (if different from home)

	Semester Postal Address:
	     

	Suburb/Town:
	     
	State/Territory:
	    
	Post Code:
	    

	Contact Phone:
	     

	

	E-mail Address:
	     



Language skills 

Can you speak and/or write any languages, including Indigenous languages, other than English (for example Gumatj, French, Spanish etc)?  If yes please indicate the language and at what level you can speak and write by ticking the following relevant boxes.

	Language
	
	Language
	

	
	Basic
	Intermediate
	Advanced
	Basic
	Intermediate
	Advanced

	Speak
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Write
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 



Computer skills 
Are you experienced in using and navigating through computers? If yes, please indicate your level of familiarity below. Please note: This is an indication of your skills and may assist agencies to identify any learning and development needs
	
	No Experience
	Basic
	Intermediate
	Advanced

	Word Processing
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Internet Navigation
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Emails
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 



Referees 

A referee can be an employer, university staff member, volunteer manager or someone who has known you for more than 6 months.
	Name:
	     
	Name:
	     

	Relationship:
	     
	Relationship:
	     

	Telephone:
	     
	Telephone:
	     

	Location:
	     
	Location:
	     

	Email:
	     
	Email:
	     


employment and/or Volunteer work history — Please list your two most recent positions (if applicable)
	Period:
	     
	Position Held:
	     

	Employer:
	     

	Location:
	     

	Duties:
	     



	Period:
	     
	Position Held:
	     

	Employer:
	     

	Location:
	     

	Duties:
	     



TERTIARY QUALIFICATIONS
Please indicate whether you are:

Currently Studying



Intending to Study


Enrolled to study
	Institution
	     

	State/Territory of Institution
	     
	Course commencement Date:
	     
	Expected Completion Date:
	     

	Course Type (e.g. Bachelor, Diploma)
	     

	Course (e.g. Science, Commerce)
	     

	Second course (for double degrees only)
	     

	Discipline/Major
	     


Note: if you are intending to study in 2011, please indicate the proposed institution and course. Confirmation of enrolment will be required by the assessment centre date the week of 30 Aug – 3 Sep.
OTHER COURSES

	Course name
	Institution
	Year commenced (e.g. 2007)
	Year completed (e.g. 2009)
	Certificate/ Award

	     

	     
	     
	     
	     

	     

	     
	     
	     
	     

	     

	     
	     
	     
	     

	     

	     
	     
	     
	     

	     

	     
	     
	     
	     


SECONDARY EDUCATION

Please complete this section only if you are currently completing your final year of secondary school.

	State in which you attend school or college
	

	Name of school or college
	


For each of the subjects you have undertaken or are currently undertaking, please provide details of academic results from your most recent year of study in the table below:  
	Name of Subject
	Result level (as a percentage or grade)
	Year undertaken (e.g. 2007)
	Year completed (e.g. 2009)

	     

	     
	     
	     

	     

	     
	     
	     

	     

	     
	     
	     

	     

	     
	     
	     

	     

	     
	     
	     

	     

	     
	     
	     

	     

	     
	     
	     

	     

	     
	     
	     


Where did you find out about these cadet opportunities? Please tick only 1 box.
 FORMCHECKBOX 
  APSC website

 FORMCHECKBOX 
  APSJobs

 FORMCHECKBOX 
  University Indigenous Support Centre

 FORMCHECKBOX 
  Email Network

 FORMCHECKBOX 
  Koori Mail

 FORMCHECKBOX 
  National Indigenous Times

 FORMCHECKBOX 
  Posters/Postcards 

 FORMCHECKBOX 
  Career Fair

 FORMCHECKBOX 
  Family

 FORMCHECKBOX 
  Radio

 FORMCHECKBOX 
  other - Please provide details      
Completing a Job Application
As this may be your first time applying for a job you might be unsure about how to answer questions 3 to 5.  You should think about what activities you have done in your local community, as a member of a sporting team or other interest group or voluntary work, where you have learnt skills or gained experience relevant to answering that question.

The most important aspect of completing a job application is to provide evidence through relevant examples. For your application to be successful, you must support this evidence with specific examples of what you have done and how well you did it. One way to do this is to use the STAR model: 

1. Situation—Outline a specific circumstance where you developed the particular experience or used the required skills or qualities. Set the context of the situation. 

2. Task—What was your role? What did you have to do? 

3. Actions—What did you do and how did you do it? 

4. Results—What did you achieve? What were the results of what you did? What was the feedback you received and who did you receive it from?
Further information about applying for jobs in the Australian Public Service, including some guidance about responding to selection criteria is available at http://www.apsc.gov.au/indigenous/gettingajob.htm 
STATEMENT OF INTEREST

You are required to answer all the following questions as part of your application. This is an important part of the application as your answers to the following questions will be used to shortlist you for the assessment centre.  
	1. Tell us a little about yourself. In particular, describe: (250 words or less)

· Why you would like to join the Australian Public Service (APS)? 
· What makes the APS appealing to you?
· What Agencies and line of work are you interested in?

	     


	2. What do you expect to gain from a cadet opportunity? (250 words or less)
· How will you effectively contribute to the APS? 
· What particular qualities do you bring to the cadet program?

	     


 Supports shared purpose and direction
	3. Tell us about a time when you were asked to complete a task, but it was unclear why it had to be done  (250 words or less)

· Describe the situation.
· How did you approach the situation? 
· What was the result?
· What did you learn from this situation?

· What would you do differently if given the same situation?

	     


Values individual differences and diversity
	4. Tell us about a time when you worked or studied with someone with different views and opinions to you  (250 words or less)

· Describe the situation.
· How did you approach the situation? 
· How did you handle the different views and opinions?

· What was the result?
· What did you learn from this situation?

· What would you do differently if given the same situation?


	     


Listens, understands and adapts to audience
	5. Tell us about a time when you had to change the way you communicated a message 
(250 words or less)

· Describe the situation.
· How did you approach the situation? 
· What did you have to do to ensure understanding of the message you were delivering?
· What was the result?

· What did you learn from this situation?

· What would you do differently if given the same situation?

	     


	6. What motivates you to complete your studies at university or TAFE and/or attend work?

(250 words or less)
For example:

· Goals

· Future

· Family

	     


	7.  What do you do to keep yourself motivated through set-backs to complete your studies at university or TAFE and/or attend work? (250 words or less)
For example:

· You receive some sad news at a time when you have work and a major exam or assignment due

· You have failed a subject or received notification from your university that you weren’t travelling so well in your studies
· Busy periods at work during major exam/ assignment periods

	     


APPLICANT CHECKLIST

	Please tick the boxes relevant to the information you have provided.
 FORMCHECKBOX 
 I have completed all relevant sections in the application form

 FORMCHECKBOX 
  I have attached a recent resume or CV

I understand the eligibility criteria relating to Indigenous cadetships in the APS and:

 FORMCHECKBOX 
  I am registered on the ICS database at www.ics.deewr.gov.au and have read and understood the Terms and Conditions relating to employment under ICS. 
I understand that I must be enrolled in an undergraduate degree or TAFE diploma/advance diploma which has more than 6 months study remaining and;
 FORMCHECKBOX 
  I have attached a certified copy of my academic transcript for my most recent year of study, OR
 FORMCHECKBOX 
  I have attached official documentation relating to my proof of enrolment in the university or TAFE where I am undertaking my studies, AND
 FORMCHECKBOX 
  I understand that I will be required to provide an up to date academic transcript if invited to attend further assessment if I am currently undertaking my degree or Diploma. 
I understand that being Aboriginal and/or Torres Strait Islander is a genuine requirement for these positions, and:

 FORMCHECKBOX 
  I have provided a ‘Confirmation of Aboriginal and/ or Torres Strait Islander Descent Form*’
* Confirmation of ‘Aboriginal and/ or Torres Strait Islander Descent Forms’ must be endorsed by (ie. signed or contain the organisation common seal) an incorporated Aboriginal and Torres Strait Islander organisation.

Please contact the Applications Officer if you can not provide this with your application.

I have read the APS Values and Code of Conduct and;
 FORMCHECKBOX 
  I understand that as an APS employee I will be required to act and behave in a manner consistent with the APS Values and Code Conduct at all times.  


Note: all information is being collected for the purpose of recruitment and will be supplied to all participating agencies.  All applications must be signed.
Applicant’s signature…………………………………………………Date……………………………

** ALL SECTIONS MUST BE COMPLETED **
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8

