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One APS…thousands of career opportunities
Thank you for your interest in a career with the National Native Title Tribunal, just one of many Australian Public Service (APS) agencies across Australia.  Please read the following information carefully before completing your application.

This information pack includes:

1. About us

Some information about the Tribunal and what we can offer employees.

2. Who can work for us?

Details on eligibility for employment with us.

3. About our selection process

What to include in your application and the key steps in our recruitment process.

4. Lodging your application

How to lodge your application.

1. About us

The National Native Title Tribunal is an Australian Government agency set up in 1994 under the Native Title Act 1993.  We have offices (called registries) located in Adelaide, Brisbane, Cairns, Melbourne, Sydney and Perth.   

The Tribunal’s primary purpose is to work with people to facilitate timely and effective outcomes relating to native title.  We do not decide whether native title exists, but provide impartial mediation services and assist the parties to negotiate agreements about native title.  These parties can include Indigenous people, governments, industry, land holders and others whose rights or interests may coexist with native title rights and interests.
Working with us

The Tribunal understands that it is important to embrace the diversity and address the needs of a modern workforce.   Our Enterprise Agreement provides for a flexible work environment and supports a life/work balance. It outlines a number of strategies which provide our employees with a range of options to enhance the experience of a career with the Tribunal.   Some of these strategies are:

Flexible working hours – balance your work and family life with flexible working hours and patterns and access to part-time work arrangements.

Family friendly leave arrangements – our employees are entitled to a range of leave options to deal with the day-to-day events that come with being part of a family.  These include extended paid maternity leave arrangements, adoption leave and carer’s leave. 

Long service leave – after 10 years continuous service you are entitled to three months paid leave which can be taken as six months leave at half pay. 

Studies assistance – eligible employees are entitled to study leave, financial assistance and support to encourage them to develop their knowledge and skills. 

Generous superannuation – we will contribute up to 15.4% of your superannuation salary to your choice of complying fund.

Access to extra annual leave – as well as the standard four weeks annual leave (pro-rata for part-time workers), you can purchase up to an extra four weeks, that’s a total of eight weeks annual leave per year. 

Salary packaging – we offer eligible employees the opportunity to salary package items such as laptops, cars, and superannuation.

Cultural and ceremonial leave – you can access this leave for specific purposes. 

Christmas shutdown – we provide an extra three days of paid leave for all employees between Christmas and New Year as we close for business.

Health and wellbeing – we have a range of healthy lifestyle initiatives available to build a healthy workplace climate.

Rewards and recognition – we offer a range of non-salary incentives for rewarding employees who exceed performance standards.
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	Colleen - Senior Case Officer
Queensland Registry (Cairns)
Colleen joined the Tribunal in 1998 as an administrative assistant, then as a senior case officer in the QLD Registry (Cairns). Colleen’s primary role as a Senior Case Officer is to assist the Case Manager and Member in native title claims through mediation. Colleen covers claims located in North Queensland Land Council, Cape York Land Council and Torres Strait representative bodies.

“I applied for a job at the Tribunal to further my career and to get a better understanding of the Native Title Act. Working at the Tribunal brings me a lot of personal satisfaction, great networking opportunities with other organisations and stakeholders and I work with a really great team of people."
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	Scott - Legal Services Officer 
Queensland Registry (Brisbane)
Scott became a part of the Tribunal to increase his knowledge of the law of native title and build on his experience representing major mining companies in native title and resource related matters.

These days, Scott particularly enjoys the work and life balance that the Tribunal permits. When asked what he loves about the job, Scott said:

‘I enjoy making a contribution through resolving queries in complicated areas of law.’ 



Our diversity
Our diversity program recognises and values the unique knowledge and skills that a diverse range of employees brings to the workplace.  As part of this program we are committed to the recruitment, development and retention of Indigenous Australian people. 

The Tribunal has an Indigenous Advisory Group (IAG) which is open to all Aboriginal and Torres Strait Islander employees and chaired by the Native Title Registrar.  It provides advice on:

· programs and strategies to attract and retain Indigenous employees in the Tribunal
· the Tribunal’s delivery of services to Indigenous clients.
If you are Aboriginal or Torres Strait Islander and would like to speak with someone about the IAG or how to apply for this vacancy, please ring free-call 1800 640 501 and ask for the IAG contact person.   Please note that the IAG contact person cannot answer specific questions about the role you are applying for.

2.  Who can work for us?

To be employed by the Tribunal you must:

· be an Australian citizen, or in the process of becoming one

· meet minimum health requirements for APS employment 
· understand that a security or character clearance may be conducted 
· complete a set probationary period
If you have received a redundancy benefit from an APS Agency or non-APS Commonwealth employer (after 1 January 2010).  If so, you must provide us with a copy of your letter of separation detailing your restriction period from employment with any APS Agency or non-APS Commonwealth employer.
3.  About our selection process

The Tribunal fills all vacancies under the merit principle as defined under the Public Service Act 1999.  This means that our selections are based on the merit of applicants, their work-related qualities such as experience, qualifications, skills and abilities and the standard of capability required for each role.  We do not discriminate on the basis of age, gender, religion, race or sexual preference.

Key steps in our selection process

Step 1:  Selection panel assessment
The selection panel assesses all applications against the selection criteria and/or specific requirements outlined in the Role Profile to determine a shortlist of applicants who have demonstrated their suitability for interview.

Step 2:  If you make the shortlist
If you are successful you can normally expect that we will phone you for an interview within two weeks of the application closing date. If you are not successful, we will advise you by email.
Step 3:  The interview 

A selection panel conducts the interviews. The selection panel will consist of the panel convenor, one other person who knows the role and may or may not also have a third independent person.  
The interview is an opportunity for us to find out more about you, and for you to find out more about the Tribunal and the role.  You will be asked questions that are related to the selection criteria and key responsibilities outlined in the Role Profile.  These questions are usually behavioural-based — describing certain situations and requiring you to discuss what you have done and the outcomes you have achieved in this type of scenario.

Step 4:  Referee checks
You must provide reference details of at least one current supervisor and the current contact details for one other referee. The selection panel will check with referees about your ability to perform the role.

Step 5:  Panel decision
All the evidence collected by the panel is gathered and considered to determine which candidates meet the required capabilities to perform the role.  Where there is more than one suitable applicant, they will be assessed against the work-related requirements as well as the operational needs of the Tribunal.

Step 6:  The result
If successful for the role, you will receive a phone call from the panel convenor to congratulate you and discuss when you can join us.  If you are not successful this time around, we will advise you by email and provide you with contact details should you wish to seek feedback.

What to include in your application

Your application must include:

An up-to-date resume or curriculum vitae outlining your work experience, including the name of the organisation, duties performed and dates of employment; as well as any training you have undertaken and any special accomplishments/awards/projects.

A completed online application including all of your contact details so that we can easily get in touch with you and accommodate any special needs you may have during the selection process.  

Current referee details of at least two recent referees.  We normally only speak to referees after the interview (if you are a strong contender) or where the panel is having difficulty in shortlisting for interview.

You may/may not be asked to include:

Your statement of claims addressing all of the selection criteria and specific requirements asked for in the Role Profile.  Please follow the instructions on the Role Profile as to whether you are required to provide s statement with your application.
Tips on addressing selection criteria 
What are selection criteria?

Selection criteria describe the personal qualities, skills, abilities, knowledge and qualifications a person needs to perform the role effectively.  These are used to identify the right person for the role.

Your response to the selection criteria provides the selection committee with information to make a judgment on short listing applicants for further consideration.  It is therefore important that you put your best claims forward and only include information that is relevant to the position. 

How do applicants address the selection criteria?

To address the selection criteria you need to provide evidence to show that you meet the criteria and can do the job.  The most important aspect of addressing selection criteria is to provide evidence through relevant examples.  Support your claims with actual, specific examples of what you have done and how well you did it.  Most often you will be asked to address the selection criteria individually, but there are occasions where you are asked to provide a summarised statement of claims against all selection criteria.

Addressing selection criteria individually

This is the traditional method of addressing selection criteria where you respond to each criterion on a different page.

In this method you have more room to provide in depth information and to expand your examples or provide a number of examples.  When addressing selection criteria individually you should address all aspects of the criterion.
Remember:
· address each part of the selection criteria 

· provide clear and specific concrete examples, and 

· use the criteria as headings at the top of each section.

Summarised statement of claims

This method of addressing selection criteria emphasises the need to highlight your skills and achievements by using specific examples in a succinct length and manner.

It is unlikely that you will be able to address each individual part of every criterion.  It is also not necessary to include your responses under a different heading for each criterion, as this may take up valuable space.   A summarised statement of claims can take two formats.  These are:

· responses organised into paragraphs addressing each selection criteria, or 

· responses organised into specific examples that demonstrate several or all of the selection criteria.

Remember:
· be selective with the examples that you use as evidence;  it is not the number of examples that you include, but their quality and relevance that is important 

· ensure you link your examples to the selection criteria, and 

· ensure that the summary builds on the information in your resume; use both to convey your suitability.

In either scenario, provide examples where you have demonstrated the skills, knowledge and experience outlined in the selection criteria.  You may wish to draw on relevant examples of things you have done at work, privately or in the course of your studies.

The  ‘STAR’ principle is a useful tool to address the selection criteria as it provides a format for describing an example, your experiences and achievements. 
STAR is:
Situation:
provide a brief outline of the situation or setting
Task:

outline what you did
Action:
outline how you did it, and
Result:

describe the outcomes.

Below is an example putting the STAR principle in practice.

A poor statement example:
‘I am an excellent leader and build high-performance teams’.
An improved statement is:
‘On taking up the position of National Sales Manager, I set up a team of 10 salespeople based in three states.  By focussing on communication, motivation and goal-setting, we exceeded demanding sales targets in each of the four years that I held this position.’
By reviewing this statement you can clearly see how the STAR principle has been applied:

· Situation: taking up the position of National Sales Manager 

· Task:  
set up a team of 10 salespeople based in three states 

· Action:  
focusing on communication, motivation and goal-setting, and 

· Result:  
exceeded demanding sales targets in each of the four years that I held this position.

Remember:
· use the STAR principle and be results/outcome orientated 

· ensure that you clearly understand what is meant by each selection criterion before putting pen to paper 

· provide clear, relevant and specific examples 

· avoid unsupported claims about your capabilities 

· use strong action (doing) words and avoid using passive language 

· avoid using ambiguous or unclear expressions (for example, ‘involved in’, ‘assisted’, etc) 

· avoid using words and phrases that could reduce credibility (for example, some, a little, limited, somewhat, etc.) 

· use dot points where appropriate 

· check for errors and spelling 

· ensure that sentences are grammatically correct and concise, and 

· adhere to any length requirements (for example, maximum number of pages).
4.  Lodging your application

The preferred method of lodgment is electronic via our online application system.  Where electronic lodgment is not possible, please see alternative details below for submitting your application. 
by mail to:

Recruitment Coordinator

National Native Title Tribunal

GPO Box 9973

Perth WA 6848
or in person:

Recruitment Coordinator

Level 4, Commonwealth Law Courts Building

1 Victoria Avenue, Perth
· Applications must be received by the closing time and date specified in the advertisement.  We are unable to accept late applications.  
· Please do not send any attachments such as examples of work, publications or graphics with your application.  

· The Tribunal has an automatically generated acknowledgment for all applications submitted online.  However, the Tribunal does not acknowledge receipt of applications sent by mail.

· We will endeavour to let you know as soon as possible after the closing date for applications whether or not you have been successful in being short-listed for interview.   [image: image3][image: image4][image: image5][image: image6][image: image7][image: image8][image: image9][image: image10][image: image11][image: image12][image: image13][image: image14][image: image15][image: image16][image: image17]
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Freecall   1800 640 501

www.nntt.gov.au
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