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20th August 2010
Dear Applicant

RE:
APPLICATION FOR POSITION VACANT:


Housing Case Worker - Tweed Heads
Thank you for your interest in the above position. I have enclosed information about On Track and the job description (which includes selection criteria on the final page).

Your application must address each of the selection criteria in detail, clearly evidencing your demonstrated abilities and experience. Candidates will be scored against these criteria when we are preparing a shortlist of applicants for interview. Please also include your current resume with your completed application.

In your Application Kit you will find:

· Information about On Track

· On Track’s Mission and Vision statements

· Application for Employment form

· Information on responding to On Track’s selection criteria

· Job Description including selection criteria

People from Indigenous, Non English speaking and disability backgrounds are welcome to contact me if you require any additional assistance with your application.

Please contact Tania Burke on 0755 249 732 if you have enquiries relating to this position.

Applications must be emailed to lalita@ontrack.ngo.org.au by Friday 3rd September 2010.
Yours sincerely

Lalita Nott
Recruitment Assistant
About On Track
Since our incorporation in 1993, On Track Community Programs has developed into a leading provider of community-based mental health, disability and community support services for the North Coast region of NSW. Our service catchment area extends from the Border at Tweed Heads South to Port Macquarie. We currently employ 200 staff within our four main program streams of:
Mental Health services providing:
· Psychosocial Rehabilitation through 24 hr Residential Hostels and Outreach services

· Outreach based Supported Accommodation
· Housing & Accommodation Supported Initiative

· Recovery and Resource services through our centre based day programs including- Prevocational Training, Social and Recreational activities, Personal Development activities and Education etc

· Respite for carers
· Outreach support, Group work and Camps for COPMI (Children of Parents with a Mental Illness)
Housing services providing:
· Case management and support to families and individuals requiring assistance in obtaining and maintaining long term housing.
Disability services providing:
· Specialist supported accommodation for people living with an intellectual or physical disability.

Disability Employment services providing:
· Career identification, job search, placement and support for people who require ongoing assistance and support to find and maintain open employment.

Our Mission
On Track Community Programs will provide responsive and flexible support services to people experiencing mental illness, disability or accommodation difficulties.  Our aim is to improve an individual’s quality of life by encouraging active participation, social inclusion and promoting independence.
Our Values

On Track Community Programs values:
· Social Inclusion
· Respect

· Equity

· Individuality

· Empathy

· Hope

· Encouragement

· Professionalism

For more information please visit our website http://www.ontrack.ngo.org.au
RESPONDING TO ON TRACK’S SELECTION CRITERIA
Completing your application for a position requires time and thought if you are to give yourself the best chance possible of gaining an interview.

An important part of your application is the selection criteria. These criterion clearly document the skills, abilities, qualifications, knowledge and experience a person will ideally possess to effectively and efficiently perform the duties for the position. 

Selection Criteria are divided into Essential and Desirable and it is expected you will provide a response to each one. 

Many applications have failed due to poor or incomplete responses to the Selection Criteria. So please, take your time, read each one carefully and complete all.

How to Address Selection Criteria 

For On Track we would prefer in your application for you to;

· State each of the Selection Criterion as a heading and write your response underneath.

· Include as a minimum in each response to a Selection Criterion a;

1. brief statement of why you meet the criterion, 

2. clear examples of how you meet the criterion 

3. supporting evidence validating your response to the criterion

Remember quality not quantity counts; think of the best example of your skills, knowledge or abilities that cover the relevant key issues.  
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