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INFORMATION FOR POSITION APPLICANTS

The following information is provides to assist you in applying for a position at Sisters

Inside Incorporated. It is important that your application meets the requirements of this document.

Background

Sisters Inside is a community based organisation that works with women in prison.

Sisters Inside is funded largely by the state government. The organisation's members include women in prison, ex prisoners, women's organisations, as well as government, academic and individual members.

Sisters Inside's Head Office is situated at 326 Montague Road, West End QLD 4101 close to public transport and parking. Sisters Inside has been operating since 1992 as a non profit organisation. The total permanent staff contingent consists of the CEO, two Sexual Assault Counsellors, three Reconnect Workers, two BOWS Workers, two Court Support Workers, Health Worker, PEEK Worker, Work Pathways Program Facilitator, Transition Family Support Worker, Indigenous Administration Officer, Bookkeeper, Executive Assistant to the CEO and a Program Manager. This contingent is frequently increased through contracted projects, student placements and volunteers. A collaborative management model is in place.

Decision to Appoint

A decision to offer an applicant a position is based on a comparative assessment of both written material and interview. The essential aspects are an applicant's demonstrated competency in respect to the specified selection criteria. Sisters Inside is an equal opportunity employer.

How to Apply

The application is to include the following:

· A brief letter stating the position title of the vacancy and your name, address and telephone number.

· A resume / curriculum vitae.

· Your response to each of the selection criteria.

· The names, positions and telephone numbers of at least two referees who can comment on your competency in regard to the selection criteria. Referees will only be contacted after an interview.
· Completed Vacancy Application Form
Selection Criteria

The selection criteria listed in the position description are the main requirements of the position. "Demonstrated" means that you have actually used the particular competency or skill and can give and discuss examples of this use.

The Process

Initial short listing will be based on your written application specifically in regard to your submission on the selection criteria. You must address the selection criteria.  Applications that do not address the selection criteria will not be considered. Please give examples of how you meet the criteria, not that you only have the knowledge of them. Please keep your application brief and to the point.

Submitting Your Application

Applications must be received by 5pm on the closing date – 27th April 2012
Personal Interview

If you are shortlisted, you will be requested to attend an interview. This will usually take place within three weeks of the closing date and will be held during normal working hours.

The interview also addresses the selection criteria and allows you to expand on your written submission. The interview panel will rate your responses to a set of questions and a comparative assessment will be made.

If you have not been shortlisted for interview you will be advised as soon as possible, usually within two weeks. No explanations for this outcome can be given, as we simply do not have the available resources to respond to all applicants.

Selection

If you are selected for the position you will be first contacted by telephone. A formal written offer will then follow detailing the terms and conditions of employment. If you are not selected following interview, you will be advised of this in writing within one working week of the interview. Post selection feedback for unsuccessful applicants is not a standard procedure. If a written request is received, the provision of brief comments from the panel chairperson will be considered.

Thank you for considering applying for a position with Sisters Inside Inc.
Please forward to:

Ms Debbie Kilroy, CEO
Sisters Inside Application

PO Box 3407

South Brisbane 4101

Closing Date is 5.00pm 27th April 2012
