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ADMINISTRATION POOL - APPLICATION FORM

	Name
	


	Address
	



	
Contact numbers

	Mobile:					Home:

	
Email address

	

	Preferred Type of Employment

(Please indicate your availability or preference.  Indicate all preferences / availability that apply)
	  
[bookmark: Check1] |_|	Full Time

[bookmark: Check2] |_|	Part Time – please specify days and hours below:

[bookmark: Check3] 	|_|  Monday 		 hours

 	|_|  Tuesday 		 hours

 	|_|  Wednesday		 hours

 	|_|  Thursday 		 hours

 	|_|  Friday 		 hours


	
Location of Employment
(please tick all relevant options)

	
|_|	Main Campus & Innovation Campus (Wollongong)

 |_|	Shoalhaven Campus


	Preferred Term/s of Employment

(Please indicate your availability or preference. Tick all options that apply)
	
[bookmark: Check4]|_|	Contract roles between 6 – 12 months in duration

|_|	Contract roles 12 months or greater in duration 

[bookmark: _GoBack]|_|	Permanent positions


	Availability


	
[bookmark: Check7]|_|	I am available immediately

[bookmark: Check8]|_|	I am available within 	 weeks notice

|_|	I am not currently seeking a position at the moment but wish to be 	included on the pool for consideration for future positions.  I am likely 	to be available within 		 weeks.


	
Work Entitlements
(If you are successful in securing a position with us in the future and you hold a temp visa, visa options will be discussed with you at time of offer)

	
[bookmark: Check9]|_|	I am an Australian Citizen or hold Australian Permanent Residency 	status

[bookmark: Check11]|_|	I hold a Temporary Residency visa.  Visa type: 			
	







Please provide a short response to each of the following in the space provided:
 
	Highlight your experience in the area of working within established administration processes and procedures.

	



	Outline the types of office software and technology that you have used in the workplace.  Also outline the purposes for which you have used these software programs and technologies.

	

	Highlight your experience in managing calendars and emails for yourself and colleagues using software (e.g. Microsoft Outlook)

	

	Outline any previous experience that you have had in volume processing and/or financial processing (e.g. processing payments)

	





	
Highlight your experience in providing administration support to Managers and Teams.  Clarify whether this experience has been in a one-on-one basis (e.g. a PA role), providing support to a whole team, or both.
	



	Highlight your experience in providing a high level of service to internal and external stakeholders.
	

	
Highlight any experience that you may have in workplaces where you have been required to work within of Policies and Procedures.

	

	Outline any experience that you have in creating and/or updating web content. 
	

	Why do you wish to be a part of the UOW Administration Talent Pool?
	




Please insert your Cover Letter and CV here
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