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APS Redeployment Re Procedures

The Australian Public Service Commission (APSC) has developed the Australian Public Service
(APS) Redeployment Register to support the management of redeployment across the APS. The
APSC has provided access to the register through the APSjobs website and is responsible for the
maintenance of the register.

e The purpose of this document is to provide technical information to APS employees
about the operation of the APS Redeployment Register. It provides instructions to
employees seeking redeployment on how to register their details for APS-wide
redeployment.

The redeployment register has been developed to support the APS Redeployment Policy, the key
features of which are outlined below.

The APS Redeployment Policy

In summary, the Government’s APS Redeployment Policy, announced on 21 April 2011,
provides that:

e agencies with employees that are excess or have been formally advised that they are
potentially excess will need to consider them for placement within the agency before
undertaking any external advertising, and to explore redeployment options for these
employees within the wider APS, including the option of the employee placing their
details on the APS-wide redeployment register

e agencies with vacancies are to consult the register, prior to, or concurrently with
advertising, in order to consider the suitability of employees seeking redeployment from
other agencies.

For full details of the policy, see Managing redeployment in the APS: Guidelines for agencies at
Www.apsc.gov.au/redeployment

General Advice

APS agencies are responsible for the management of employees in accordance with the
provisions of their enterprise agreement(s).

The APS Redeployment Policy states that redeployment is the joint responsibility of the agency
and employee. Employees are encouraged to actively pursue alternative employment
opportunities to maximise their prospect of successful redeployment.

In addition to registering for redeployment, APS employees should search for jobs advertised in
the APS Employment Gazette at www.apsjobs.gov.au

In accordance with the redeployment policy, agencies will ask employees if they would like to
be included on the redeployment register.

Where the employee agrees to being placed on the redeployment register the following steps are
taken:
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1. agencies undertake initial registration of the employee on the register
2. the system generates an automated e-mail to the employee providing login details

3. the employee completes registration by providing additional information and
employment details

4. the system generates an automated e-mail to the agency advising the registration has been
completed by the employee

5. any APS agency can search the register for suitable candidates

6. agencies record the outcome for their employees (e.g. Placed in another APS agency,
Placed in own Agency, Accepted Voluntary Redundancy).

Please note: Agencies and employees have the ability to edit information provided on the
redeployment register up until an outcome is recorded.

In the first instance, employees should discuss redeployment options with their HR/People team.
Internal redeployment options may also be available to employees.

When seeking a new job, it is important that employees actively market their experience,
abilities and achievements.

The Redeployment Register offers employees the chance to create an online personal summary
(e.g. resume) that agencies can view to match employees with their vacancies. Advice on
completing the personal summary can be found in Annex A of this document. Employees are
also encouraged to speak with their HR/People team who may offer additional assistance.

The APS Redeployment Register

The purpose of the register is to support the APS Redeployment Policy by facilitating a central
register of employees seeking redeployment within the APS. Agencies can use the register to
match suitable candidates to their vacancies.

There is no guarantee that registered employees will be offered redeployment.

Hints and tips for using the register

e Fields marked in bold text are mandatory and must be completed before moving on to the
next screen.

¢ Fields that are not bold are optional.

e Anemployee’s ‘Personal Summary’ (resume) is your opportunity to actively market your
experience, abilities and achievements.

e The ‘Personal Statement’ is the first information an agency will see in relation to your
skills and experience — please spend some time on this.

o Employees are encouraged to list multiple preferences where you have experience in
more than one job category.

e Employees are encouraged to use standard APS classifications (APS1 to APS6 and
Executive Level 1 and 2), as agencies are encouraged to use these classifications when
searching for candidates.
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Instructions on how to use the register

You will receive an email inviting you to register via the redeployment register on the APSjobs
website.

Message Adobe PDF
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to All Folder~ Rule Adions+ | Sender - Up~ Unread | 4 Select~ OneNote
Respond Actions Junk E-mail = Options ] Find Onelote
Fram: APSC - TestAPSIobs Sent: Fri 20/05/3011 8:26 AM
To: redeployment@apsc.gov.au
cc
Subject: APSjobs - Registration Confirmation [SEC=UNCLASSIFIED]
-
Dear Renee Redeployment, —

Congratulations! You have successfully registered for APSjobs.

Your Password is: ds2j!06q

You will need this to login to APSjobs at www.APSjobs. gov.au/Membership/Login.aspx?Email=redeployment@apsc.gov. audPwd=ds2j!06q. The password must be entered exactly as it
appears above, including upper and lower case, and all special characters.

When you next log on to the system, you will be asked to enter a new password that should only be known to you.
Please ensure that your logon details are kept in a secure location.

Don't forget to setup your email alert profile to receive a weekly update of newly listed jobs. You can create a job alert using
www.APSjobs.gov.au/Membership/Services/EmailSubscription.aspx.

Once logged in, you can also update your registration details at any time at www.APSjobs.gov.au/Membership/Services/update.aspx.

The APSjobs support team welcomes feedback - please forward any comments or suggestions by email to: Test-APSjobs@apsc.gov.au.

Thank You.

APSjobs Support
Email: Test-APSjobs@apsc.gov.au
URL: www.APSjobs.gov.au

This transmission is intended only for the use of the addresses and may contain confidential and/er privileged infarmation. Any use or dissemination of this communication by 2 parsan or entity other than the intended recipient is strictly
prohibited. If you have received this transmission in error, please notify us immediately by return e-mail or webmaster@apsc.gov.au and delete all copies of this transmission together with attachments. The information in this transmission is
published for general information anly and persons cancarned with any issues raised by it should obtsin their ovin professional advice

How to log-in

The first thing you will need to do is to register to gain access to the Redeployment Register.
Log in by clicking on the ‘Login’ button under shortcuts section.
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Enter your email address and password and click on the ‘Login’ button.

/

[@ APSjobs - Login - Windows Internet xplorer T [EEea ]|

C) = [ 8) htpsrvwwe-sptiobstest.opse.oov.auMembership/Login.aspeReturmiiels %2t - & |47 ] % || emo T
< @ Conven = [ Select

G Pavorites | 'y @) Web Siice Gallery ~

@8 APSjobs - Login Zit v E) - 7 @ v Pagew Safety > Tooks v @~

APSjobs

Incarparming tha slecironic AP Empasyment Gazetia

Find Outcomes Email Me Jobs Campaigns Training
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> Login
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If you have an account, please enter your emadl addrass and password than dick on thi Login button to proceed.
1f you do not have an account then please Boqister as a new user.

o 3 If you have forgotten your password than ploase usa the EQraotien Password facility

B Sakatta Diwnloads Emall: APSC-redeploymants aQister B apac.0ov. au

Password: |

¥ Remembar my Email

& € Local intranet | Protected Mode: OFf a -~ Wio% =
1:50 PM
20/08/2001

You will be required to change your password

% W Convert v [ Select

w Favorites | g B Web Slice Gallery »

& APSjobs - Change Password I Koo+ B - 0 #m o+ Pagew Sefety~ Tookw @+
APSjobs
J Incarporatieg tha seconic APS Employment Gasette

Home Find Jobs ind O i3 Email Me Jobs Campaigns Training

You are currently looking at My Account > Change Password APSC-redeploymentregister@apsc.gov.au  Logout

Change Password
» Branching Out 9
‘You must change your password.
_ Passwords must be at least 7 characters long and contain 1 non-alphanumeric character (e.g. | #$% &)
» Employment Conditions
New Password:
> 6. A sssssnsssnnas

Halp About APSjobs Contact Us Privacy Statamant Copyright Infarmation Tarms And Conditions FAQ
8 APSjobs - Change Password - = [ g v Pagew Safety~ Tookw W+ v
J Incarporating ha siectionic AFS Emglayment Gazelte

Find Jobs Find Email Me Jobs Campaigns Training Help : ContactUs : FAQ

ou are currently looking at My Account > Change Password APSC-redeploymentregister@apsc.gov.au  Logout

= e Change Password

Your password has been successfully changed.

* Senior Executives

»> APSjobs News

Help About APSjobs Contact Us Privacy § Copyright T Terms And Conditions FAQ
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You will be directed to your preferred page ‘My Account Menu’ or ‘Home’.

If your preferred page is set to ‘Home’ you will need to click on the redeployment register option
on the right hand side of the screen.

(& APSjobs - gateway to the Australian Public Service BB~ = \ Page» Safety > Tools v |

‘OneAPScareer

Thousands of Opportunities’

Home Find Jobs Find Outcomes Email Me Jobs Campaigns

Job Search ‘Welcome to APSjobs

Training

Select Department/Agency -

Select APS Classification + APSjobs is your gateway to a challenging and rewarding career in the Australian Public
Service (APS).

Select Job Category -

Select State/Territory -

APSjobs will help you discover the flexible and diverse career paths the public service has to
Keywords offer by linking you to vacancies in the APS, the Australian Parliamentary Service and many
other Australian Government agencies.

#

Salary k3 to 3
Redeployment
. My Account RE?;E I‘{;\égrent
[“longoing  [[]Non-engeing (temporary) APSjobs is for people already working in the APS, wanting to join the APS, returning to the

workforce, looking for a career change, graduating from university or TAFE, still studying

[CIFull-time  [[IPart-time  [] Casual and school leavers. =
¢

Email Me

Jobs Help
gl GET PAID WHILE |
r opportuniti E
> Ready Now YOU STUDY 1 | APS Indigenous Cadetships Program
Former APS employment r e on
www.apsc.gov.aurindigenous
» Manage Notices
Man:
Help  AboutAPSjobs  Contact Us  Privacy Statement  Copyright Information  Terms And Conditions  FAQ
1 H 3 )
Alternatively you can access the Redeployment register the ‘“My Account’ Menu page.
% @jConvert v [3 Select /
i Favorites | g5 @) Web Slice Gallery v
| @ APSjobs - My Account | T v B v [0 dh v Pagev Safetyv Toolsv @~

Government

Incarporating the electronic APS Employmen Gazette

Australinn Public Service Commission

Home Find Jobs Find Outcomes Email Me Jobs Campaigns
You are currently looking at My Account APSC-redeploymentregister@apsc.gov.au  Logout
A s, .
My Account APSjobs News Hide ®
Your Roles: Redeployment Client News Item for Redeployment Agency Admins Only
I depl Australian Public Service Commission
Hello Renee Redeployment, Closing: 23 May 2011

Welcome to APSjobs. Here you can manage your accoynt or sign up for additional services. Click one of the
links below.

‘“" Logout X
Logout of APSjobs
View Account
View your APSjobs account information, what features you are using and what access rights you have

Update Account
Update your APSjobs account informatigh

Change Password
Change your password

Email Me Jobs
Register an Email Me Jobs profile tf receive an email each week with jobs matching your search criteria

Ready Now Register
Former APS employees can regigter their interest short term in temporary employment opportunities by adding their details to the Ready Now database

Branching Out Register
Current APS employees can refgister their interest in transfer opportunities by adding their details to the Branching Out database

Redeployment Register
Update your resume on the Redeployment Register

Agency Access
Register as an authorised representative of your Government Agency / Department to mange Notices, edit advertisements, run reports or search the find
employees database

Saved Notices
Review your notices saved from a job or outcome search

Help  About APSjobs  Contact Us  Privacy Statement  Copyright Information  Terms And Conditions  FAQ
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Add or update your details

Select ‘add your details’. (If you are already a registered APSjobs user, you will be taken directly
to this screen from the auto generated email that you received from your agency when they
register your initial \gersonal details.)

®x WgConvert + [ Select

W Favorites 4 B Web Slice Gallery =
8 APSjobs - Redeployment Register M~ B - 0 # o+ Pagew Safety~ Took~ @+
Incorporating the slectronic APS Emplaymen! Garelie

Home Find Jobs Find Outcomes Email Me Jobs Cavpaigns Training J Help : Contact Us : FAQ

srrently looking at My Account > Redeployment Register APSC-redeploymentregister@apsc.gov.au  Logout
Redeployment Register \

Walcome to APSjobs. You are now invited to add vour details and employment preferences to create your personal details. This one page summary will be used to
market your skills to prospective agenoes.

Enter all details and confirm that you have read the terms and conditions. Select the ‘Next’
button to move to the next screen.

APSjobs

Home Find Jobs Find Outcome: Email Me Jobs Campaigns Training J Help Contact Us FAQ

You #re ently looking at My Account > Redepidment Reqgister > Redeployment Register APSC-redeploymentregister@apsc.gov.au  Logout

Redeployment Rugister - Personal Details (step 1 of 3)
Note: If your personal details are \Wgorrect please arrange with your Agency Contact to amend

Personal Details

Title Ms

First Name Renee

Last Name Redeployment

AGS Number: 82233587

Email APSC-redeploymentregister@apsc v.au
Contact Number 02 0000 0000

Fax

Date of Birth. 12/05/1981

Gender Female

Diversity Identified as indigenous

Other Details

Education / Qualification Year 12

Year Completed 2006

Terms and Conditions

711 have read and accept the Terms and Conditions
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Your current position will be populated. You will need to complete your employment
experience. Note that there is a limitation of words/characters under each section. Please refer
to Annex A for tips on completing this section.

Select the ‘Next’ button to move to the next screen or ‘Save’ to save your entry.

T Tige® ey s Taohs B

PSC rudegloymertreQister © aDa(.Qov. au

I mployment 1 xparivnce

Persenal Statement. This is the statement ageacios will see as It of their sitial search, (Max 50 »

1.23m 2 highly sutabia canddate with 5 yaars work Sxpensence

Please list your S key skills and 5 hey sttributes. (Max 200 words/ 1500 characten)

Project Management, Workforce Manning, Finanaal Nanagement, Polcy and Customar Ngrvice
Taam Mayer, Commited, Adaptadia, Motivated and Cammon Sense

Summary of work experience, (Max 400 worde/ 2000 characters

1 haer morked haed

Rufores Dotails, (Mux 200 word

Current Supenvisor emai@aemailgov.au and secondraferee f amad.gov.au

T T T

Complete your employment preferences.
Select the ‘Finish’ button to save your registration.

x @ Convert = [ Select

v Favorites i B Web Slice Gallery =

& APSjobs - Redeployment Register = Y m v Pagew Safetyv Took~w @~

Home Find Jobs Find Outcomes Email Me Jobs Campaigns Training

et Register

Working Arrangement

APS Classification:

Job Category:

State/Terrtory

Please note: you are able to edit your employment details at any time by logging back into the
register. If your personal details need updating when you receive your initial login, you will
need to speak with your HR/People team.
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Job matching

Once you have completed the redeployment register, the system will match current vacancies to
your employment experience. Click on the ‘matched vacancies’ to view the notices.

/

x @ Convert v [ Select

i Favorites % 8 Web Slice Gallery »

Apsjobs

wpocating the whectonio APS Employir

Home Find Jobs Find Outcomes Email Me Jobs Campaigns Training Help : Contact Us FAQ
entl Ling at My Account > Redeployment Register APSC-redeploymentregister@apsc.gov.au  Logout

Redeployment Register

Thank you for completing your personal details

Your Status: Active

4 APSjobs - Redeployment Register M v B * () mn v Pagev Sefety~ Toolsw 0- §

Click on the hyperlinks to view the job advertisements to apply for these positions. Please note
these are general vacancies which are listed on the APSjobs website each week.

x @ Convert = [ Select
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@ APSjobs - Redeployment Register - Preview Matc... -8 -
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Home Find Jobs Find Outcomes Email Me Jobs Campaigns Training FAR | Help : Contact Us : FAQ

rently looking at My Account > Redeploy t Register > Redepl ant Register - Preview Matches APSC-redeploymentregister@apsc.gov.au  Logout

Preview Matches

Below is a st of all open job opportunities from the electronic APS Employment Gazette matching your employmaent preferences.
Matches
Criteria
Notice Type: Employmant Oppartunity Notices
State ACT
Job Category Administration, Property Managemant/Maintenance
APS Classification: APS Level 5
Opportunity Type:  Full-time, Part-time

Results
Salect 4| Desalect Al Page Size: 10 w Sort Results by: Agency -
Found 41 Notices matehing your search parameters
Hint! Ta view more than ane notice, chack the required notices then click on the “View' butten,
12345
al 5 - $64.524,00 to $67.131.00
.ﬂllstnlnll .ﬂul-u(v lm Inll-matlrmﬂl Development (AusAlD)
anberra | A
191
01
Postings Team Leader - $64,524.00 to $67,131.00
Australian Agency for International Development (AusAlD)
Canberra | ACT
Ongoing/Non-ongaing (tempaorary)
Full-time
APS Level 5
Closing: 30 May 2011
Non-ongona (Temporary]l Employment Reqister - $37,.691,00 to $118,100.00

J\llstrnlmll Bllrl-nll of Slalll\-lirs
e | ACT NGW NT NID S8 TAS WIC W INTI

U v Pagew Safetyw Tookw v
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Using the Job Exchange Register

The Job Exchange function has been established to facilitate the transfer of an excess or

potentially excess employee with an employee from another agency who is seeking voluntary
redundancy.

Redeployment Register clients can access the Job Exchange Register through the ‘Find Job
Exchange Register’ tab on the ‘My Account’ Menu page.

& APsjobs - My Account - Windows Internet Exph

£ hitp://www.apsjobstest.apsc.gov.au/Membership/Default aspxiifm=trus

% @ Convert v [Select

s Favorites | 55 2] APSjobs - Email Me Jobs ... &) Paddywack Promotional .. & APS Gazette ] Web Slice Gallery +

@ APSjobs - My Account i v B v [0 @ v Page~ Ssfety= Tooks~ @~ 7
Australian Public Service C ommission Incorporating the electronic APS Employment Gazette

Home Find Jobs Find Outcomes Email Me Jobs Campaigns Training Help : ContactUs : FAQ

*You are currently looking at My Account

» My Account

APSC-redeployment@apsc.gov.au  Logout

My Account ﬁ APSjobs News Hide ®
Your Roles: Redeployment Client

Hello Hot Prospect, HAVE YOU RECENTLY LEFT SCHOOL?

Welcome to APSjobs. Here you can manage your account or sign up for additional services. Click one of the
links below.

Logout

Logout of APSjobs

View Account

View your APSjobs account information, what features you are using and what access rights you have

Update Account
Update your APSjobs account information

m

Change Password
Change your password

Email Me Jobs
Register an Email Me Jobs profile to receive an email each week with jobs matching your search criteria

Ready Now Register
Former APS employees can register their interest short term in temporary employment opportunities by adding their details to the Ready Now database

Branching Out Registar
Current APS employees can register their interest in transfer opportunities by adding their details to the Branching Qut database

Redeployment Register
Update your resume on the Redeployment Register

Find Job Exchange Register
Search Job Exchange Register

Agency Access

Register as an authorised representative of your Government Agency / Department to mange Notices, edit advertisements, run reports or search the find
employees database

cdop¥Y-m@ e

Saved Notices
Review your notices saved from a job or outcome search

&> €& Local intranet | Protected Mode: Off & - R100% ~

Once you have selected the ‘Find Job Exchange Register’ tab you are able to search the Job
Exchange Register for potential job exchange options.
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You are able to search by the following fields (either individually or in a combined search):

Job Title

Agency

City, Suburb or Region

APS Classification

Job Category or categories

Working Arrangements

e Skills

e Estimated Voluntary Redundancy value (not including annual or long service leave).

/& APSjobs - Find Job Excha

] hitps://www.apsjobstest.apsc.gov.au/Membership/Services/Register/JobExchange/JobExchangeRegisterSearch aspx?if m=true

% @Convert ~ [BSelect

i Favorites | 5k @] APSjobs - Email Me Jobs S... @] Paddywack Promotional ... @& APS Gazette j@] Web Slice Gallery ~

@& APSjobs - Find Job Exchange Register i v B - = @ v Page~v Safety~ Tookw @~

APSjobs

lectronic APS Employment Gazette

Home Find Jobs Find Qutcomes Email Me Jobs Campaigns Training

Search Job Exchange Register

Use this search screen to find positiond from Job Exchange Register.

Search Criteria - Position Details

Job Title:

Agency: Select Agencies
Any Agency

State: Fal Cact Onsw [ONT Dowp [sa D1as Cvic Ewa CJINTL

City/Suburb/Region: (eg: Geelong Sydnay
Hobart)

APS Classification(s): Select APS Classification
Any Classification

Job Categories Select Job Cstegories

Any Job Category

Working Arrangements: [ all [F]Full-time [£] part-time [ Project Based work

Sklls (Keywords)

Voluntary Redundancy Package:

Less Than $10,000

FERTIY

Done & Local intranet | Protected Mode: OFf fa v ®100% -

Should you find a position you are interested in on the Register you should contact your
HR/People team who will be able to contact the relevant contact from the other agency and
investigate progressing the job swap on your behalf.

It should be noted that the potential gaining agency may wish to assess your suitability for the
role; this may include processes such as an interview or other assessment methods.
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Finding a job

Employees have the opportunity to apply for jobs within or outside the APS. Employees are
encouraged to actively use the APSjobs website to monitor job opportunities within the APS.

Employees registered on APSjobs can set up their account to receive email ‘job alerts’ of
suitable vacancies which match their skill set. These vacancies are sent to their nominated email
address each week. New notices are published each Thursday and can be viewed through the
following link: www.apsjobs.gov.au

The ‘Branching Out initiative on APSjobs may also be an option for securing a transfer
(ongoing or non-ongoing) to another agency and may be an opportunity to enhance skills and
experience. Further details are available at:

http://www.apsjobs.gov.au/InfoltemMobilityL ist.aspx?ifm=true

Privacy - Redeployment Register

It is important that employees are aware that their personal details (including the contact details
of their referee’s) will be accessed by Agency users with login approval to the Redeployment
register. Employees should also be aware that if they provide referee contact details they should
inform their referee that an ‘Agency Contact’ could speak with them.

Employees will be provided with the following privacy statement when they are initially
registered.

Your privacy and the Australian Public Service Redeployment Register

This statement applies to personal information collected from an individual Australian Public
Service (APS) employee and their current agency by the Australian Public Service Commission
(APSC) and held in the Redeployment register.

The purpose of the Redeployment register is to allow you, if you have agreed, to be considered
for redeployment to suitable vacancies across the APS.

As part of the process of placing your details on the Redeployment register you will be asked to
provide the APSC with personal information including details of your current employment
status, work history, skills and experience and identifying information including your Australian
Government Service (AGS) number.

Some information will have already been provided by your agency as part of your initial
registration, and if you believe it is not accurate you are able to ask your agency to correct this
information.

Who will have access to your information?

Your personal information will be held by the APSC in the Redeployment register. It will only
be used to assist you to seek redeployment within the APS, and for management purposes such
as reporting and statistical analysis.

The information on the Redeployment register is not available publicly.
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The information will be disclosed to APS agencies who have a job vacancy and who wish to
consider potentially suitable registered employees. Agencies will access the information through
a secure logon facility. In the course of this consideration, agencies may disclose your personal
information to others involved in their recruitment exercise including recruitment firms, who will
also be bound by certain privacy provisions. Agencies may disclose your personal information
on the Redeployment register to your referees.

Your personal information will also be disclosed to your own agency as part of the
administration of the Redeployment register.

Note that the Australian Public Service Commission is bound by the Information Privacy
Principles of the Privacy Act 1988.

Useful Publications and Web links

APSjobs (to assist with finding vacancies)
http://www.apsjobs.gov.au

Training Courses (for skill development)
WWW.apsc.gov.au/learn

Cracking the Code: How to apply for jobs in the Australian Public Service (to assist with
applying for jobs)
www.apsc.gov.au/publications07/crackingthecode.htm

The Integrated Leadership System (to assist with identifying key skills and attributes)
www.apsc.gov.au/ils/index.html

Redeployment Queries

Agency enquiries can be directed to the contacts on the Employment Policy page.

Information about the online system and technical support is available from
APSC-redeploymentregister@apsc.gov.au or call (02) 6202 3559.
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Annex A - Your Personal Summary (Online Resume)
This is a guide only. Your HR/People team may be able to offer additional assistance.

Agency Contacts are responsible for conducting a search of the redeployment register. Your
‘Personal Summary’ will be used as an initial assessment of your suitability and may be provided
to recruitment panels and/or recruitment delegates for their consideration. You may also be
required to provide further information to the agency, recruitment panels and/or recruitment
delegates to assess your suitability.

Personal Statement Field

An employee’s ‘Personal Statement’ will appear in the initial search results screen. As such, it is
important to create a statement that is powerful and sums up your skills to capture that agencies
interest.

An example of a personal statement could be:

I am a highly organised person and enjoy working in a team environment. I am committed to
working in the environmental sector and keen to pursue a career in a program management role.

OR

Financial Management and HR background, Program and Policy Leadership Experience. Keen
to work in Health policy.

Key Skills and Attributes Field

The Register will then prompt you to list five key skills and five key attributes that describe your
abilities. This could be statements such as:

Financial management, human resources, customer service, project and policy work
Proactive, collaborative, organised, collegiate and supports productive working relationships

For suggestions on attributes and skill type you can look at the ILS framework relevant to your
classification at —
www.apsc.gov.au/ils/index.html

Summary of Work Experience Field

This is your opportunity to list your previous work history. We recommend keeping this
information concise and relevant to future roles.

Your employment history should detail your past roles in a clear and concise manner. Tasks
undertaken and key achievements and should be emphasised
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Lengthy descriptions of previous positions should be avoided and a streamlined format will
make it easier for an agency to view your employment background. A suggested format is as
follows:

Title
Branch
Organisation Date - current

Duties Include:
e Responsible, Manage, Attend, Undertake, Establish, Assist etc
o Keep it relevant, simple and concise.

* If you career history is quite lengthy just use a series of statements after the last ten years
confirming job titles and departments.

Program Officer, APS 3
Agency X 1994- 1995

Referee Details Field

Please list the contact details of two referees. It is essential that you gain your referees
permission as they may be contacted. You must provide contact details of a current supervisor
or manager.
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