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The Department
The Department of Justice and Attorney-General delivers a wide range of services that underpin a fair, safe and just Queensland. The department is the government agency responsible for administering justice in Queensland through:

· the administration of justice, focusing on the court and tribunal system; and

· the Attorney-General’s role as the state’s first law officer and the community’s legal representative.
It has also established the Office of Fair and Safe Work Queensland which is responsible for;

· developing and enforcing standards for electrical safety, and promoting strategies for improved electrical safety performance across the community;

· developing and implementing legislative, compliance and enforcement frameworks to improve workplace health and safety in Queensland, and providing policy advice on workers' compensation matters; and

· supporting a fair and equitable industrial relations system through a range of information, compliance and legislative activities.

Other services are diverse and include:

· protecting the rights of people with impaired decision-making capacity through the guardianship and administration framework; 

· collecting unpaid infringement notices and court ordered fines; 

· providing civil marriage ceremony services ;

· providing support to victims of crime and their families and carers; 

· using alternative dispute resolution where applicable; 

· improving access to Justices of the Peace (JP) services through community programs.
The role description
Each vacant role will have a specific Role Description.

The Role Description provides you with the information about the job and the skills, experience and qualifications that are required for the role.  It will help you decide if the role is right for you.  Please read the Role Description carefully as it describes the job application process and outlines any mandatory requirements.  It also outlines the closing date and identifies the contact officer who will be available to answer any specific questions.

Applying for a role
Online applications

DJAG encourages applicants to apply on-line for jobs through the Smart Jobs and Careers website (www.smartjobs.qld.gov.au).

Online applications have special requirements: 

· You need to create a ‘My SmartJob’ account before submitting your online application. Details are available through the Queensland Government Smart Jobs and Careers website at www.smartjobs.qld.gov.au; 

· You can ‘save and submit later’, allowing you to organise your attachments for submission at a later time, but before the closing date of applications;

· Do not attach photographs, certificates, references or other large graphics to your application;

· Late applications cannot be accepted online; and

· Any documents attached to SmartJobs or submitted by email should be in Microsoft Word 2003 or PDF format and NOT saved as a zipped file.
Offline applications

These can be emailed to P1JAGApplications@ssa.qld.gov.au or posted to:

Vacancy Processing Officer (Recruitment) 

Shared Service Agency 

GPO Box 2946 BRISBANE QLD 4001

When applying off-line you will also need to complete and submit an “Offline Application for Advertised Position’ form.  This can be obtained from the SmartJobs website at www.smartjobs.qld.gov.au.

Content of applications

The Role Description will outline the requirements to apply for a vacant position.  Typically, this may include submitting:

· An application addressing the Requirements for the Role/Key Attributes; and

· Resume

An Application Addressing the Requirements for the Role/Key Attributes

You may be required to provide a written statement, cover letter or application demonstrating how you meet the ‘Requirements for the Role/Key Attributes’.
Read each requirement for the role very carefully and determine what each one is asking and ensure that you address all components of each requirement.

Look for key words and determine what they mean.  Key words frequently used are explained below:

"Demonstrated" or "proven ability" mean that you have successfully performed the duty or used the skill in the past.  Actual experience rather than potential to perform the duty is required. 
"An ability to rapidly acquire" means that if you do not already have the skills, knowledge and abilities you may demonstrate your potential to acquire these by comparing them to relevant tasks or responsibilities you have undertaken in previous positions or through study. 
"Thorough", "sound" or "a high level" indicate that advanced skill or knowledge is required.

In answering each requirement and providing an example you may wish to adopt the STAR approach:


Situation –outline the situation/environment


Task – identify the task or project


Action – clearly identity what action you took and your role 


Result – what was the outcome from your action

Keep your application clear, concise and accurate. It is important to comply with any word or page limits.

Resume

Applicants may be requested or wish to provide a resume in support of their application.  The resume should provide relevant details of major achievements, education, work experience, skills and referees.  

Referees 

Applicants will generally be required to nominate referees who can comment on their skills, knowledge and experience in relation to the ‘Requirements for the Role/Key Attributes’. Applicants must seek prior approval from their referees to nominate them.  Unless extenuating circumstances exist at least 1 referee must have a thorough knowledge of the applicant’s conduct and performance within the previous 2 years.

Due to privacy reasons, an applicant can decline to identify referees as part of their application and note that referees will be provided upon request.  Should the Panel require such information the applicant will be contacted. 

For applicants who either are, or were formerly, a Queensland Government Employee, the Chair must ensure that referee checking is conducted in relation to all relevant employment in the Queensland Government.  If the Panel believes an additional referee may have information pertinent to the selection (and they have not been nominated by the applicant) they will contact the applicant and seek permission to obtain that additional referee report. Any refusal by an applicant to provide consent to contact that additional referee is likely to inhibit the Panel from making a full merit based assessment of the applicant.

Late applications

Vacancies are now open until midnight on the day of closing.

A Panel Chair has the discretion to consider applications received within 7 days of the vacancy closing date provided they are satisfied exceptional circumstances existed which prevented the applicant from submitting a completed application by the closing date. 

Applicants should be aware that failure to supply full details in time may result in the application not being considered. Late applications must be submitted by post or email to the Shared Service Agency. 

Late applications cannot be lodged online through the Smart Jobs website and late applicants cannot appeal against an appointment. 

The selection process
Selection panel

A selection Panel consisting of at least two people, including a Chair person will normally conduct the selection process.

The selection Panel will have knowledge of the requirements and outcomes of the job and will use exercises and processes which are designed to identify the applicant with the highest overall merit having regard to the ‘Requirements for the Role/Key Attributes’.

Different techniques are used to identify who is the best applicant for the job. For specific information on the techniques to be used to fill the vacancy you are interested in contact the nominated person listed on the Role Description.

Common assessment techniques  

Shortlisting

The Selection Panel assesses each application to identify which applicants will progress to the next step in the selection process.  The Selection Panel will be looking to identify applicants who best demonstrate each requirement for the role.  These applicants will be asked to attend the next stage of assessment.

Further assessment
Further assessment can include a variety of exercises such as work samples, case studies, work tests, presentations, individual or group exercises, question and answer exercises or any combination.

Preparing for assessment

Generally, short listed applicants will be contacted at least 48 hours before any selection process.  If you have been short listed you will be advised of the selection process that will be used.
You will also be advised what material you can take to the assessment. General points to consider include;  

· Arrive 10 minutes early to make sure that you have time to relax and clear your mind. 

· Consider if you have any questions or information that you need clarified.

· Re-read your application before the assessment.

Referee checks 

A referee check can be sought by the Selection Panel at any stage of the recruitment and selection process.  The referee can be asked for information that may be relevant in making a suitability assessment including information on your job performance, behaviour, disciplinary history and attendance.

Where adverse comments are made by a referee which have the potential to affect the selection outcome you will be given an opportunity to respond.

If contacting a referee may cause you problems please advise the Panel accordingly.

Disclosing previous serious disciplinary action (policy) 

For all positions in DJAG an applicant recommended for appointment must disclose any previous serious disciplinary action taken against them in the Queensland Public Service.  Any relevant disclosures are then considered as part of determining the recommended applicant’s suitability.

For further information see the disclosure of previous serious disciplinary action fact sheet on the department’s internet.

Criminal history check

If indicated in the Role Description, a criminal history check will be undertaken for the recommended applicant. If information is received that may exclude you from further consideration you will be given an opportunity to respond and your response will be taken into account in the evaluation process.

Working with children check

If indicated in the Role Description, a working with children check will be undertaken for the recommended applicant.  If you do not currently have a blue card, and you are the successful applicant you will need to apply.  You will be provided with a departmental form. 

Identity/qualifications/professional registration

In accordance with relevant legislation, industrial award or accreditation requirements, certain roles within DJAG have mandatory qualification or registration requirements. You are not required to provide evidence of qualifications or registration when you submit your application, but must provide documentary evidence of compliance with mandatory requirements before you can be appointed. 
This involves allowing the Panel to sight a copy of the required documents.  The Panel will not require a copy of the documents but will note that they have sighted the documents.

An overseas qualification can be recognised in Australia if it has been through a Skills Recognition process.  For more information on Skills Recognition in Australia go to http://www.immi.gov.au/asri/background.htm.

Appointment eligibility

To be appointed permanently as an officer of the Queensland Public Service you must be either: 

· an Australian citizen, or 

· have permission to reside in Australia indefinitely, or 

· be a New Zealander with a special category visa.

Pay rates
Appointment will normally be at the minimum pay point of the relevant classification level. However, if you are an external applicant (or government employee who has relevant acting in higher duties) and present a case to the Selection Panel demonstrating a higher level of skills and knowledge, you may be able to negotiate salary within that classification level.

Appointment expenses
If you are required to relocate your place of residence to accept an appointment you may be eligible for reimbursement for certain expenses in accordance with legislation, policy and established practice. You should discuss appointment expenses with the Panel Chair if you are invited for further assessment.

Probation
Any successful applicant who is not a current permanent employee of the Queensland Public Service will initially be appointed to a minimum probationary period of 3 months.  In certain circumstances and with your agreement the maximum probationary period can be 13 months.

Flexible working arrangements
This department supports flexible working arrangements to assist employees balance their work and personal responsibilities.  The possible flexible working arrangements available for each vacant role are identified in the Working for DJAG document which normally forms part of the application package.

Successful applicants are encouraged to discuss flexible working arrangements with the Selection Panel.

Employment terms and conditions
Details regarding salary information, leave entitlements and other employment benefits are outlined in the Working for DJAG document which forms part of the application package.
Notification and post selection feedback 
As a result of the selection process, the most meritorious applicant is offered the job. All applicants are advised in writing whether they are successful or unsuccessful.

Notification of the appointment is normally made in the Queensland Government Gazette.

Applicants are encouraged to seek feedback from the Selection Panel.

Privacy and access regarding your applicant information – privacy notice
Personal information is collected in the recruitment and selection process to assess the applicants’ suitability for the position or positions under Chapter 5 of the Public Service Act 2008.  

In some assessment processes (such as an assessment centre) your identity as an applicant may become apparent to other applicants.
It is this department’s usual practice to provide the name, role and business unit of all new employees to relevant union(s) for the purpose of providing the union with the opportunity to discuss the benefits of union membership.

During the course of employment it may also be necessary to provide the name, classification, role and business unit to relevant union(s) for the purpose of conducting effective employment and industrial relations activities.

If a public service employee discloses serious disciplinary action taken against them that information may be disclosed to the Director-General of the agency where the action was taken for the purpose of seeking further information.

Any person (including an applicant) who seeks documents in relation to a recruitment and selection process must make an application under the Right to Information Act 2009 .  Fees and charges may be payable.

For further information on privacy in the recruitment and selection process see the Public Service Recruitment and Information Privacy Act published by the Office of the Information Commissioner.
Lobbyists
All newly appointed public service employees who have been employed as a lobbyist in the previous 2 years are required to provide a disclosure to the Director-General within 1 month of commencement in accordance with Disclosure of Previous Employment as a Lobbyist Policy.

Appeals
Appointment appeals exist to promote good selection practices.

Only certain applicants will have appeal rights.  For further information contact the Public Service Commission on (07) 3227 6379 or visit their website www.psc.qld.gov.au.

Enquiries
If you have any questions regarding your application submission, please contact the Shared Service Agency on (07) 3239 3663. If you have any questions regarding the role, entitlements or employment conditions, please contact the contact officer on the Role Description. 
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