Attachment M


ORA
Waringarri Media Aboriginal Corporation
APPLICANT JOB PACKAGE
This information package has been designed for people interested in the position advertised by the corporation.

Before submitting your application please read the information in this kit and the information specific to the job.  This should assist you in deciding whether your experience, skills and abilities match the requirements of the advertised job ad enable you to prepare an appropriate application.
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In your application
· ensure that all relevant documents and information are attached; 

· ensure the application is signed and dated and include a contact telephone number (during day); and

· ensure application is submitted by the due date.

Email your application to :

Email:
ora@oric.gov.au

Fax::
(02) 6133 8080
Post to:

ORIC


ORA Officer

PO Box 2029,  Woden  ACT  2606
Please mark the envelope “Private and Confidential” 

This page deliberately left blank
Application for Employment Form

(Processing Form ORIC)

	Waringarri Media Aboriginal Corporation  (ICN: 3623)

	Position Applied for:   Chief Executive Officer


	Applicants Details

	Given name:


	Family name:



	Street address:



	Postal address:

	Home Ph:
	Work Ph:
	Mobile Ph:

	E-mail: 

	Do you have a current Police Clearance
	

	Are you an Aboriginal or Torres Strait Islander
	

	Are you an Australian citizen or 

have the status of permanent resident in Australia?
	


	Referee Contacts  (provide name, position, phone number and organisation

	Referee No.1


	Referee No.2




……………………………………………….………….…
…………………..…….

Applicants signature
Date

If you have any queries regarding your application, or any other matter, the Contact Person will be able to assist you.  You will be notified of the results of your application as soon as practicable.

If you are called for an interview and have any special requirements (e.g. wheelchair access to building), advise the Contact Officer.

The corporation is not required to refund any costs involved in attending interviews.

	Office Use Only

	Date of notice to applicant: 
	Interview:
Yes  
No  

	Interview date/time:
	Docs sighted by:


Job Advertisement

Newspapers:  The West Australian and The Kimberley Echo
Website:  Seek.com.au and ORIC
Waringarri Media Aboriginal Corporation is seeking to hire a Chief Executive Officer.

The successful applicant will need to have proven broadcast management/ administration skills and is not afraid of a challenge. This is an opportunity for a motivated person and a commitment to Community radio.  The radio station is based in scenic Kununurra W.A.

The Chief Executive officer will report to the Board of Management, and will be responsible for the overall effective day-to-day and longer-term Management of the station.

Aboriginal and Torres Strait Islander background are strongly encouraged to apply.

Salary based on qualifications – Subsidised rent and vehicle provided.

To obtain the Applicant Job Pack please email ora@oric.gov.   For further information about the position please contact Lionel Macale on 0499 564 265 or email radio6wr@westnet.com.au.

Applicants must address the Selection Criteria and provide a resume outlining qualifications and experience.

Applications should be received no later than close of business 9 September 2013

Selection Criteria

SELECTION CRITERIA

The following criteria reflect the abilities, qualifications, experience, standard of work performance and personal qualities sought in the position.  The completed selection criterion by the applicant is the equivalent of the ‘first interview’ and provides an opportunity to showcase your relevant skills and experience.

Criterion 1

Demonstrated knowledge of Aboriginal culture, protocols and a good understanding of the political social and economic factors that affect Aboriginal and Torres Strait Islander people.
Criterion 2

Demonstrated human resources management skills, financial management expertise and strong written/oral communication skills.

Criterion 3

Demonstrated ability to establish positive relationships with key strategic partners, including agencies, funding bodies and community based organisations.

Criterion 4

Highly developed written, verbal and interpersonal communication skills, including report and submission writing, facilitation and negotiation skills.

Criterion 4

Demonstrated ability to provide training and support for other managers and broadcasters.

Criterion 5

Demonstrated experience in strategic planning, ability to utilise analytical problem solving skills to develop and implement strategies to improve service delivery.
Criterion 6

Demonstrated capacity to administer legislation; knowledge of statutory, legal and contractual obligations, and a sound knowledge of corporate governance processes, including proven ability to work with and advise a board of directors.
Other Requirements and Qualifications

· Previous experience in radio management/industry

· Tertiary qualifications of a relevant degree in Business Administration, management , commerce or equivalent
· Current WA Drivers Licence
Position Description
Chief Executive Officer

Responsible to the Waringarri Media Aboriginal Corporation Management Committee for:

1. Overseeing the day to day operations of all aspects of Waringarri Radio, including Supervision of the activities, duties and performance of the Radio Development, Manager and Production Manager their staff and provide support and assistance where necessary.

2. An ability to effectively communicate in both oral and written forms.

3. Ensure the provision of high quality, consistent broadcasting from Radio 6WR and the Tourist Radio Information Service is current and topical 

4. Identify and investigate pathway opportunities for the Corporation in terms of future directions in all areas of activity.

5. Organise and attend Committee meetings, and report on operations, achievements, opportunities and problem areas.

6. Negotiate all arrangements with respect to insurances, superannuation, taxation and other associated charges.

7. The ability to undertake financial management responsibility with regard to financial support to ensure the viability of the Corporation.

8. Analysing and reporting on statements and documents that may affect the interests of the Corporation.

9. Ensure that all reports, funding submissions (due February each year) and acquittals are properly prepared and presented on time.

10. Develop and maintain good working relationships with Regional, State and National Bodies and agencies, especially those representing Indigenous Media and/or Community Broadcasting.

11. Develop partnership arrangements where appropriate for the betterment of the Corporation, its staff, and its activities.

12. Develop, implement and maintain public relations and other activities to maximise public awareness and community standing of the corporation and its activities.

13. Liase with Radio Development Manager re: budget, programming, public relations and sponsorship production to maintain unity between departments.

14. Work with the Radio Development Manager to develop and implement strategies to maximise and maintain Self Generated sponsorship income.

15. Ensure that all Broadcasting legislation is complied with

16. Ensure that all sponsorship announcements comply with the Broadcasting Code of Practice.

17. Ensure that all Funding Body requirements are met.

18. Ensure that all requirements of the Office of the Registrar of Aboriginal Corporations are met. 

19. Ensure that all requirements of the Constitution of Waringarri Media Aboriginal Corporation are complied with.

20. Organise and Chair Annual General Meeting

21. Maintain and provide accurate financial records of the Corporation.

22. Work with the Radio Development Manager to ensure that budgets are appropriate and maintained effectively. 

23. Ensure cost-effectiveness in all areas.

24. Responsible for recruitment of Broadcast Staff, supervision and training.

25. Ensure that all staff training and personal development needs are being met.

26. Provide Technical maintenance; install equipment at the Transmitter and or studio when necessary.

27. Ensure that all broadcasting equipment is maintained in good working order, and that appropriate backups are available for critical components.

28. Order replacement to upgrade Technical equipment as required.

29. Facilitate maintenance schedules where appropriate.

30. Oversee operation and security of the Outside Broadcast Unit.

31. Security and appropriate use of all vehicles when used for Radio purposes.

32. Investigate and keep up to date with software and hardware relating to broadcasting.

33. Ensure the assets register for broadcasting equipment is maintained

22. Co-ordinate the Broadcast staff rosters and assignments

23. Responsible for recruitment of Broadcast Staff.

24. Incorporate and maintain appropriate occupational health and safety workplace practices for all staff

25. Maintain staff attendance records

26. Ensure compliance with relevant awards in relation to wages, conditions and entitlements for all staff.

27. Co-ordinate the production of sponsorship & station ID’s with the Radio Development Manager.

28. Ensure that programming is entertaining, informative and educational, with an emphasis on variety that caters to the listening requirements of both Indigenous and non- Indigenous listeners.

29. To have cultural awareness.

30. Work with Radio Development Manager to develop and maintain Waringarri Media Web site.

31. Complete extensive 6WR Licence renewal every 5 years.
32. Ensure that the station maintains a visible presence in the community.

33. Ensure that there are adequate opportunities for a high level of community participation in that station’s programming.

32. Attend NIRS Executive Board meetings as Waringarri’s representative

33. Attend WACBA Executive Board meetings as Waringarri’s representative.

34. Other duties as requested by Management Committee.

Guide for job applicants

INTRODUCTION
The suitability of applicants is assessed using a competitive selection process. The corporation is committed to maintaining equity and fairness in recruitment and selection processes and recognises merit as the primary basis for selection. Merit is determined through an assessment of a person’s abilities, qualifications, experience, standard of work performance and qualities relevant to the performance of the duties of the position.
Most vacant positions are advertised in the local and national newspapers.  Some positions may also be advertised in national Aboriginal newspapers. Information in advertisements is necessarily brief, but the important features to note include:

· The ESSENTIAL requirement(s) of the job.  You must demonstrate that you meet each of the essential requirements, or your application must be culled (eliminated).
· The DESIRABLE qualities -demonstrated ability or experience in any or all of these areas will improve your application.
· The DATE by which you must submit the application.  Late applications will generally not be considered unless you have previously contacted the Contact Officer prior to the deadline indicating that you wish to apply and stating valid reason(s) why your application will be late.

· All enquiries regarding the job should be directed to the CONTACT PERSON who can provide more information about the job.
Steps in the process

1. Complete the Application for Employment Form 
2. Address the selection criteria 
3. Compile your resume, setting out your particular skills and attributes.

To enable the Selection Panel to give every consideration to your application you will need to attach details regarding the following areas:
	Claim for position/ addressing the selection criteria
	The advertisement lists certain essential criteria, which will be used to assess your application.  It is essential that in your application you address each selection criterion outlining your relevant skills, capabilities, experience and qualifications and using relevant examples from your work or community roles to demonstrate your ability to meet each criterion.  If any criterion is not addressed, or insufficiently addressed, your application may not receive further consideration.

	Additional Information
	Give details of any additional skills, qualifications, interests, activities, or any other matters, which may assist your claim for the position you seek.
You may include:
Languages; short courses; social/sporting interests; computer/technical skills; union membership; driver’s licence; community activities.

	Education
	Give details of any school, university or college qualifications and studies completed or being undertaken relevant to the position. Show the institution, years attended and results.  

	Referees
	Include the names and telephone numbers (during business hours) of at least two (2) referees who can comment on your previous employment.

Referees will be asked to provide information on your past employment and work performance relevant to the selection criteria for this position.

	Current resume
	Provide a current resume which includes your personal particulars, employment experience and relevant qualifications.
You may include any temporary or part-time positions and experience gained in Australia or overseas.  Information should include title of job, name of employer, dates, positions held, functions and responsibilities.

	Promotions/

transfers
	If you are applying for a promotion or transfer, do not think that because people may “know” you, a brief application will do.  Applicants will be selected for interview from the information contained within their application.  If you wish to be considered equally with all of the other applicants you will need to ensure your application is as detailed as it would be if you were applying to any other organisation.

	Cultural awareness
	You should expect the selection panel to ask you questions about your experience working with, and engaging with Aboriginal and Torres Strait Islander people. Your awareness and appreciation of Aboriginal and Torres Strait Islander cultural customs is important.

	Remoteness
	The selection panel will want to draw out from you your ability to cope with challenges associated with delivering services in remote and regional areas.


Closing Date

Applications must be received by 5.00pm on the date specified in the advertisement.
4. Recruitment Selection Process
Interview and Assessment
Interviews and selection are conducted by a panel of at least three people.  The panel usually includes a corporation director, an independent (a person not employed by the corporation) and another person/s who can contribute to the selection process.
The recruitment selection panel assesses your application against the “essential” and “desirable” criteria of the position.  The most competitive applicants are called for an interview where the panel conducts a more detailed assessment.

If called for an interview, you will be asked questions related to the duties of the position and the advertised selection criteria.  You may also be asked to tell the panel more about particular areas of your application.  You will be able to ask questions about the position and provide the panel with more information to help your application.

If you are requested to attend an interview and you have any special needs (for example, wheelchair access to the building) you should tell the person who contacts you about the interview. Interviews may be conducted by telephone if travel distances make it difficult to arrange face-to-face interviews.
You should be available for an assessment from the advertised closing date. The recruitment selection panel will try to ensure that a minimum of two days notice for an interview is given to short-listed applicants.  Please note that if you are going to be absent from work and/or home at any time within one month following closure of the application period, please note this on your application and, if possible, provide alternative contact details.

The panel discusses which applicant best meets the selection criteria and writes a report which rates the strengths and weaknesses of each applicant.  A recommendation is made to either offer the position to the best applicant or take further action (for example, re-advertise the position).
Employment is subject to
(a) The applicant being an Australian citizen or having the status of permanent resident in Australia.
(b) The applicant providing proof of identity and any other necessary documentation.

(c) A satisfactory Criminal Record check on the prospective applicant.

(d) Confirmation that the prospective applicant is not disqualified from managing Aboriginal  and Torres Strait Islander corporations in accordance with the Aboriginal (Aboriginal and Torres Strait Islander) Act 2006 (CATSI Act).
Feedback 

You will be advised in writing of the result of your application after the selection process is completed, normally within 3 weeks of interviews being conducted.  If you are short-listed, you will be offered the opportunity to receive feedback on your assessment.  All applicants will be advised regarding the success of their application at the completion of the process.  If your application is successful a recruitment selection panel representative will contact you and offer the position to you.
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