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PO BOX 9344 
208 BROWNING STREET 

BATHURST NSW 2795 
TELEPHONE 02 6331 2388 

FAX 02 6332 2171 

APPLICATION FOR EMPLOYMENT 
The information on this form is confidential and details will not be divulged to any person without authority unless 
such person has a statutory right to the information. This form should be completed accurately and signed by the 
applicant. 

Please note that any false or misleading information given in this application may render the contract of 
employment, if appointed, liable to termination. 

Position applied for: __________________________________ 

PERSONAL DETAILS 

Surname:  _______________________ 

Given names: _______________________ 

Address: _____________________________ 

Telephone Home:   _______________________   Work:     ____________________________  

Mobile:  _____________________     Email: _______________________________ 

Are you an Australian citizen?            Yes No 

If not, do you have a legal right to work?              Yes               No 

(You will be asked to provide proof of your right to work) 

Have you ever been convicted and/or charged of a criminal offence which would under law, debar 
you from working with vulnerable people?            Yes               No     

If yes please provide details 

PREVIOUS EMPLOYMENT – Show last or present employer first 

Employer Name:  __________________________ 

From:    ___________________   To: _____________________________ 

Position held: _______________________________ 

Main responsibilities: __________________________________________________________ 

Reason for leaving: ___________________________________________________________ 

Employer Name: ____________________________ 

From:     ____________________________ To: ____________________________ 
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Position held: ____________________________ 

Main responsibilities: ____________________________________________________________ 

Reason for leaving: ____________________________________________________________ 

Employer Name:  ____________________________  

From:           _________________________   To: ____________________________ 

Position held:  ____________________________ 

Main responsibilities: ___________________________________________________________ 

Reason for leaving: _____________________________________________________________ 

YOUR  SUITABILITY  FOR  THIS  POSITION  Please  ensure  that  you  address  all  the 
essential and desirable requirements on a separate attachment 

QUALIFICATIONS (Please attach additional page, if necessary 

Name of Course Date Completed Result 

Have you had or do you currently have any illness, injury or disability (physical or mental) which may 

affect your ability to carry out the responsibility of the position?       Y e s       N o  

If yes please specify ?  ____________________________________ 

I hold a Licence Type?   __________ State?  _________  Drivers licence and can drive a manual 
and/or automatic vehicle. 

If my application for this position is successful, I will undergo a medical examination at Glenray 
Industries’ discretion and expense.            Yes               No 

Do you have a criminal or court record for any matter that may affect your suitability for the position? 
  Yes               No 



Page 3 of 7 24 May 2012 

If my application for this position is successful, I authorise Glenray Industries to contact the following 
referees: 

Name:  ____________________________ Position held: _______________________________ 
Business: _________________________  Telephone Number: ___________________________ 

Name:  ____________________________ Position held: _______________________________ 
Business: _________________________  Telephone Number: ___________________________ 

Name:  ____________________________ Position held: _______________________________ 
Business: _________________________  Telephone Number: ___________________________ 

I understand that if my application for this position is successful, a permanent appointment will be 
subject to the satisfactory completion of a three months probationary period (1)          Yes              No. 

I confirm that I have not been dismissed from any previous position I have held for misconduct or 
dishonesty.            Yes               No 

Should employment be provided, this information will form part of Glenray information system and 
file about me. It may also be used in planning for provision of services.

I give consent to Glenray to use this information for assessment of employement and to contact 
people listed for the purpose of this application.

I declare that the information provided by me in this application is true and correct in every particular. 

Signature: ________________________ Date: _________________ 

Applicable to permanent positions only.  
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A BRIEF OVERVIEW OF GLENRAY INDUSTRIES LIMITED 
 
 
 
Glenray Industries is a local organisation that caters for people with disabilities in our 
community. 

Since incorporation, we have successfully moved from a sheltered workshop and hostel 
origins to become a provider of contemporary and quality services to the disabled. 

 
We currently provide services in the following areas:- 

 
• Residential accommodation manages our eight group homes providing support for a 

number of people to live independently in the community. 
• Respite Services provide support in the client home or short term respite 

accommodation in one of our group homes. 

• Bathurst Day Programs provide a variety of day programs including Community 
Participation, Active Ageing, Life Choices and post School Options 

• Vocational Employment there is currently a number of working divisions at Glenray. 
from a Commercial Laundry to Woodproducts, Joinery and Work crews and Document 
services which currently employs over 71 people with a disability. Engagement with 
local business provides a constantly changing list of work opportunities for supported 
employment. 

• Transition to Work services provide a program to assists school leavers with a 
disability to develop skills that will help them move into employment, vocational 
education and training or higher education. 

 
 
Clients are also provided with a wide range of choices in accessing community facilities in the 
areas of recreation and living skills development. Bathurst Day Programs, TAFE and 
Disability Information and Advocacy Service (D.I.A.S.) are but a few of the services that are 
regularly accessed. 

In providing you with this brief background about Glenray we encourage you to complete 
your application for employment. 

 
Please do not hesitate to contact Cary Graves on 0263 312 388 should you wish to learn 
more about the organisation or if you would like to inspect our facilities. 

 
Glenray has a policy that welcomes visitors to its facilities. 
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HINTS TO ASSIST YOU WHEN APPLYING FOR POSITIONS 
 

 
Adapted from “The Choice is Yours” – Choosing Your Employment Options in the 
NSW Public Sector, with kind permission of the Office of the Director of Equal 
Opportunity in Public Employment. 

 
If you decide to look for another position, or a promotion, you will need to submit a formal 
application and be considered for interview along with other applicants. The quality of your 
application and supporting material will largely determine whether you gain an interview. 

Some points to remember are: 
 

• The presentation of your application is important. It is one indication to an interview panel of 
your ability to fulfil a range of tasks relevant to the position. For example, if writing skills or 
preparing correspondence is an essential criteria, your application will be seen as a measure 
of your ability to do the job. Even if there is not such a direct link, your application will provide 
the interviewers with their first impression of you and your skills. 

 
• The application and especially the accompanying letter or statement of claims  for  the 

position must be directed to the particular job. Applications that do not directly address the 
essential and desirable requirements of the position may not gain you an interview, 
especially in a highly competitive field of applicants. 

 
• Make sure your application addresses all the essential and desirable criteria and gives 

examples of past successes and relevant experience in those areas. 
 

• Selection committees are interested in your skills and ability to perform in the advertised 
position. These should be clearly described in your application. 

 
• Your application should always be neat and well laid out. Even if you do not have access to a 

computer at work or home, most libraries have them available for public use. If you do not 
have good keyboard skills you can usually find a friend or associate who will be willing to 
help you. If necessary you can use a commercial service to do the layout and printing 

 
• It is useful to have a resume (or curriculum vitae) which outlines relevant personal and 

professional details and gives a summary of your past employment and work responsibilities. 
Make sure you tailor it to the specific position by emphasising your qualifications and 
experience most relevant to the job. 

 
• Generally you are asked to provide the names and contact details of referees. It is commonly 

expected that referees will be at the same level or senior to the position you are applying for. 
When selecting referees, choose people who know your job performance and respect you. 
Where possible have referees who have supervised your work in your present position or in 
recent times. When you know the time and date of interview, provide them with details of the 
job and a copy of your application. 

 
• Concentrate on the parts of your work and personal experiences that are relevant to the job 

for which you are applying. It is not necessary to go into detail on every position you have 
held. It is, however, important to cover the different types of work you have done, as this will 
demonstrate your versatility. 

 
• When you have completed your application and assembled supporting documents, check 

again that you have addressed all requirements specified in the advertisement. You may 
wish to ask someone to check it for you. Keep a copy for your interview preparation. 
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• Read a book on job applications and resume writing if you do not have much experience with 
this. There are many books available to assist you in this process. 

 
PREPARING FOR JOB INTERVIEWS 

 
The purpose of the interview is to confirm information supplied in the application based on the 
essential criteria for the position and to comparatively assess candidates to ascertain the best 
person for the position. 

 
Preparation: 
It is best to start preparation for an interview early to ensure you have sufficient time to prepare 
yourself adequately. Once you have gained an interview you need to prepare to effectively 
compete for the job in an interview situation. 

 
• Review your application and other information and then decide what questions might be 

asked. The questions will generally be based on the requirements included in the 
advertisement and job description. 

 
• Think of questions you are likely to be asked based on the requirements of the job. Practice 

answering possible questions at home in front of a mirror. 
 

• There may of course be questions you have not specifically prepared for. These will be 
easier to answer if you have thoroughly considered the functions of the job, the expectations 
of the supervisor and corporate goals and priorities. 

 
• Think about what job-related tasks you might be asked to complete in addition to the 

interview. For example, drafting a memorandum or letter, providing specific information, 
writing a short piece on a specified topic. For some positions where such skills are relevant, 
interviewees may be asked to give a short talk or presentation. Ask the contact officer if you 
will be expected to undertake such tasks as part of the interview process. 

 
• Ask who will be on the interview panel. Write down their names and positions. It will make it 

easier to remember at the interview. 
 

• Gather together one or two examples of your recent work, which relate to the skill 
requirements of the job and which demonstrate your abilities. If you have shared 
responsibility for a report or project, outline you specific contribution. 

 
• Make yourself a list of the skills, abilities and personal qualities you have to offer. Recent 

performance reviews may also assist you. 
 

• Be sure you arrive before the time of the interview. 
 
THE INTERVIEW 

 
You have arrived before your interview time and are thoroughly familiar with your application 
material. The Committee convenor introduces herself or himself. What now? 

 
• Almost everyone is nervous in interviews. Selection committees understand this. To control 

your nervousness, take slow, deep breaths. It is not necessary to start your answer 
immediately the question is asked. You can take a little time to consider your response. 

 
• Indicate how you would prefer to be addressed. For example, you may prefer your middle 

given name to your first. 
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• You should be introduced to the committee and told their name, position and agency. Try to 
remember their names and use them when responding to a question. 

 
• Answer each question directly. Do not ramble and keep your answer relevant to the question 

asked. If you do not understand a question, ask for it to be repeated or explained. 
 

• If you are asked for more detail, it does not mean your reply was wrong. It may mean the 
panel is interested in more information. 

 
• When the selection panel members have completed their questions, it is common for them to 

ask if you have anything to add or if you have any questions you would like to ask the panel. 
As well as asking questions this also gives you the opportunity to tell the Committee about 
skills, attributes, personal objectives and goals, which have not been addressed during the 
interview. 

 
• You may wish to clarify major issues relating to the functions of the job, structure  or 

conditions of employment. Alternatively, you can wait, and if you are offered the job, you can 
clarify these issues at that time. 

 
• You can make summary remarks about your application. These, however, should be kept to 

a minimum and be directly relevant to the position. 
 

• If you have brought work samples and other supporting documents but have not been asked 
for them, offer them at the end of the interview. Always have original certificates available for 
the panel to see, but have copies with you in case you are asked to leave them for the 
committee to consider later. 

 
WHAT IF YOU DO NOT GET THE JOB? 

 
 

If you do not get the job don’t be disillusioned. Today’s job environment is highly competitive. 

Being unsuccessful is not necessarily a reflection on you. Learn from the experience and try again. 
 
 

To help you learn from the experience, you should contact the convenor or the selection committee 
to obtain feedback on your job application and interview performance. That discussion may be by 
phone or face to face. Getting this feedback is important to enable you to improve your 
performance next time. 

 
 

Remember that you are competing against a different group of people for each job vacancy, so you 
could have more success in a similar job next time. 

 
 

Sometimes you will be told you have been placed on an eligibility list. This means that you were 
considered suitable for the position should a vacancy arise within six months. The agency may, 
however, decide to advertise rather than use the eligibility list, particularly if the position 
requirements or corporate priorities have changed. 
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