HOW TO APPLY
Thank you for your interest in applying for a position with FBA.  We recognise that developing a winning application takes time and energy and we want you to be successful in being short listed and interviewed for the position of your choice, so here’s some tips to follow.

Read the Position Description and Selection Criteria Carefully
The Position Description describes the organisational environment, the purpose, primary duties, qualifications and experience necessary for the position.  
The Position Description also contains the Selection Criteria (knowledge, skills, competencies, abilities, qualities etc) that the Interview Panel will be seeking in the successful applicant at interview.  
We have simplified our recruitment process and invite applicants to forward a Letter of Application and Resume outlining qualifications/skills, work experience, name and telephone contacts of two professional referees to our HR Manager. The referees should be Supervisors or Managers with whom you have worked with in the last two (2) years. 
If invited for an interview, you will need to be able to address the Selection Criteria contained in the Position Description. The best way to do this is to provide real examples to demonstrate your ability with respect to each of the Selection Criteria.
If you require further information after reading the Position Description, contact the person nominated in the Position Description for Direct Enquires. 

How should you present your Application?

Applications will be accepted electronically to the email address described in the Position Description or by mail addressed to:

The Human Resources Manager
Fitzroy Basin Association
P O Box 139, 

Rockhampton Q 4700
Applications should be typed or neatly handwritten and the following format is the preferred approach.  An application in this format will assist the Interview Panel with its assessment.  It is suggested your application consist of the following:
1. A Covering Letter

This is a letter introducing your application and providing a short summary statement of why you are applying.  Please include which publication/web site you sourced the advertisement from.  You should include in this letter any additional  information you believe will distinguish your application from others. 
2. Resume

Your Resume should contain your personal particulars including (but not limited to) and any other relevant details:

· Full Name

· Address

· Contact details: telephone/fax/email.  (Please ensure the telephone contact is the daytime number where you can be reached)
· Education and Training

· Employment History (including dates of employment, employer, position and brief summary of duties) 

· Names and telephone numbers of two professional Referees with whom you have work in last two years. 
3. Signed Employee Collection Notice

This Notice on the final page of the Position Description enables FBA to hold your Application on file for a period of 12 months.  

SUBMISSION OF APPLICATIONS:  

All applications must reach the Human Resources Manager by close of business on the closing date specified in the advertisement and Position Description.  Late applications will not be received without prior agreement with the Human Resources Manager. 

SELECTION PROCESS 

Once the closing date expires:

· All applicants will receive written acknowledgment of their application. 

· Applications will be collated and a panel appointed to short list applications.  

· The short listed applicants will be contacted by telephone and interviews arranged.

· Interviews may include practical exercises  or tasks. 

· Referees are contacted after the interview has taken place.  

· The preferred applicant will be telephoned and offered the position. 
· Applicants interviewed will be telephoned and advised the outcome.

· All applicants will receive written confirmation that the process has been finalised.  

