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	APPLICATION FOR NON‑ONGOING (Temporary) EMPLOYMENT 

[other than for ICT jobs]

(For ICT jobs please download an application)
	


PART A—PERSONAL PARTICULARS
	Surname
	     

	Given Names/First Names
	         

	What is your preferred title?
	Mr
 FORMCHECKBOX 

Ms
 FORMCHECKBOX 

Miss
 FORMCHECKBOX 

Mrs
 FORMCHECKBOX 

Dr
 FORMCHECKBOX 


	Contact details:
	Business hours       :
            Mobile   :
                   

After hours              :
            Email     :
     

	Your address:




	Home:

	     

	
	Postal (if different):
	     

	Section 23 of the Public Service Act 1999 requires that APS employees must be Australian citizens.  Are you an Australian citizen?
	Yes
 FORMCHECKBOX 
        No
 FORMCHECKBOX 


	Have you been employed in the Australian Public Service before?
	Yes
 FORMCHECKBOX 

No   FORMCHECKBOX 
    

	If Yes, please provide name of Agency and dates of employment
	     

	Have you received a redundancy benefit from an APS Agency or a non-APS Commonwealth employer within the exclusion period?
	Yes
 FORMCHECKBOX 

No
 FORMCHECKBOX 
   Date of separation:      
Name of Agency:      

	Are you an Australian Aboriginal, an Australian South Sea Islander or Torres Strait Islander? 
	Yes
 FORMCHECKBOX 

No
 FORMCHECKBOX 


	Are you a person with a disability? (optional)
	Yes
 FORMCHECKBOX 

No
 FORMCHECKBOX 


	Are you from a non-English speaking background?
	Yes
 FORMCHECKBOX 
         No    FORMCHECKBOX 


	What is your gender?
	Male   FORMCHECKBOX 
         Female    FORMCHECKBOX 


	What is your preferred work status?
	Full-time  FORMCHECKBOX 

Part-time  FORMCHECKBOX 

Casual  FORMCHECKBOX 


	If you wish to work part-time or casual hours, please indicate the days/hours you prefer to work (eg 20 hours a week – any days; Not Mondays; 10am until 2pm every day, etc)
	Any day and/or time   FORMCHECKBOX 
    
Or (specify preferred day and/or hours):
                              

	Highest educational qualification and date attained?
	                              


PART B—EMPLOYMENT INFORMATION
	Please indicate if you have any experience in the following areas:
	1. Project management
 FORMCHECKBOX 

2. Records management
 FORMCHECKBOX 

3. Finance/accounting
 FORMCHECKBOX 

4. Personnel/HR
 FORMCHECKBOX 

5. Customer Contact Centre
 FORMCHECKBOX 

6. Purchasing/Procurement
 FORMCHECKBOX 

7. General administration
 FORMCHECKBOX 

8. Secretarial/Reception
 FORMCHECKBOX 

9. Executive/Personal Assistant
 FORMCHECKBOX 

10. Other (please specify)       

	Do you have experience in the superannuation industry?
	Yes
 FORMCHECKBOX 

No
 FORMCHECKBOX 


	Please provide the names, phone and/or email contacts of two referees*
	     

	     

	Please sign and date your application
	                             
	Date                  


PART C—INFORMATION FOR APPLICANTS

ComSuper is committed to promoting and supporting diversity in the Workplace. ComSuper recognises that our people – with their diverse abilities, skills, languages, cultures and background are our greatest resource. A focus on diversity allows us to explore and expand the boundaries of our people’s contributions to improve ComSuper’s effectiveness. 

Please complete the information above and send your completed applications with current Curriculum Vitae to:
· MAIL:   ComSuper, Attention: Recruitment, PO Box 22, Belconnen, ACT 2616; or
· EMAIL: recruitment@comsuper.gov.au
Telephone enquiries may be directed to Recruitment on (02) 6272 9730.
Your Curriculum Vitae - should comprise the following: 

· Full name and address

· Telephone contact numbers during business hours, and email address if applicable
· Educational qualifications – date/s and institutions where qualifications obtained, or date of completion

· Employment history – dates, employer names, position held, brief outline of responsibilities, and the skills and abilities you demonstrated and/or developed in each role

· Other information – such as memberships, interests, hobbies, training completed, professional papers published.

Employment information should be presented in reverse chronological order, starting with your present position and working backwards. Conciseness, relevance and information about major responsibilities and skills are necessary. It is not necessary to mention in detail jobs which you held only for short periods, unless the experience is relevant to the work you are applying for. However, be careful not to leave any unexplained gaps in your work history.

*Referee Reports
It is essential that contact information for two referees, preferably including your current manager (if applicable), be provided.
Note: Your application for non-ongoing (temporary) employment opportunities through inclusion on the ComSuper Temporary Employment Register authorises us to contact past and present employers for the purpose of conducting background checks in relation to your suitability for employment.
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