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(CYRENIAN HOUSE

DRUG TREATMENT & REHABILITATION CENTRE



CYRENIAN HOUSE SERVICES

All correspondence to:  PO Box 149 Northbridge WA 6865 Tel: (08) 9328 9200 Fax: (08) 9227 7431


Dear Applicant,

Thank you for your enquiry regarding the recently advertised position.
To apply you will need to:

Complete the forms provided in the information package and ensure that you have a separate heading for each of the selection criteria.  Describe your experience, skills and knowledge and explain how they could be used in this job.

We have used certain terms in the selection criteria – here is how we expect you to present your claim:
‘Experience in’ – means you have to give examples of where you have done this kind of work before;

‘Demonstrated knowledge’ – means you need to give examples that prove you have this knowledge;

‘Ability to’ – does not mean you must have done this, but that your skills, knowledge and experience give you that capacity.  You should describe things you have done that prove you could do this.

‘Effective, Proven, Highly developed, Superior’ – asks you to show your level of achievement.  Give as much detail as you can, use examples of your achievements to show your skills, knowledge and experience.
All employees require appropriate understanding of Ethical Practice, Cultural Diversity and Occupational Health (EEO). Useful information may be obtained by visiting the following sites:
www.health.wa.gov.au/jobs
www1.health.wa.gov.au/healthjobs/index.html

www.eeo.wa.gov.au

www.eeo.wa.gov.au/whatseeo/whatseeo.html
www.workcover.com.au
www.workcover.com.au/workers/worSafeWork.html
www.dir.wa.gov.au

www.dir.wa.gov.au/workplace/safety/index.html
General resumes, curriculum vitae (CV) or portfolios will not satisfy our requirements regarding the selection criteria.  You are required to complete and return the Prohibited Employment Declaration.  Please ensure that you complete the declaration marked *by deleting whichever is not applicable.  Failure to do so may mean that your application will not be processed.

Should you require further information regarding this position please do not hesitate to contact me.

Yours sincerely
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Carol Daws CEO
CYRENIAN HOUSE

GUIDELINES FOR APPLICANTS

Thank you for your interest in applying for a position with Cyrenian House.  The purpose of this information pack is to assist you in preparing your application.

ORGANISATIONAL OVERVIEW

The WA Council on Addictions, trading as Cyrenian House is a non-government, non-profit organisation with many years of successful operations in the field of drug and/or alcohol rehabilitation.  Cyrenian House has demonstrated its enduring capacity to deliver both a professional and effective rehabilitative treatment service and is one of the leading Alcohol and Other Drug (AOD) services in Western Australia.  Cyrenian House has kept pace with emerging drug trends and service needs, and demonstrated innovative responses to service delivery.  Cyrenian House offers a wide range of programs and services which include:

Non Residential Programs
· Voluntary Program

· Family Program

· Conditional Program

· Pathways Program

· Community Education & Liaison
North Metro Community Drug Service
· Assessment and referral
· Counselling including single session (adult, youth and family)
· Group programs
· Diversion  programs for people referred by police and the courts
· Services for youth (including support for schools)
· Services for people referred by other agencies including mental health, corrective services, child protection and general practitioners
· Case management including shared care
· Withdrawal services including home-based withdrawal management (through DAWN)
· Clinical psychology
· Medical assessment and review
· Opiate and alcohol pharmacotherapy
· Community based prevention and community development activities
Residential Programs
The Therapeutic Community includes:

· Mixed Gender Program

· Saranna Women & Children’s Program

THE RECRUITMENT & SELECTION PROCESS.

You need to apply in writing for the position.  It is most important to prepare a good application, as it will be used to decide whether you get an interview.  A good application shows why you are the best person for the job and how your skills, knowledge and experience meet the selection criteria.  It should contain –

· A cover letter
· Your resume (curriculum vitae)

· Your claims against the selection criteria

Before writing your application, you should –

· Read the advertisement and position description carefully.  Make a note about anything you don’t understand and need to ask about.

· Contact the enquiries person.  More information about the position is available from the enquiries person.  Read through the position description first and then ask any questions (if any) to clarify your understanding of the role.

· Get as much additional information as you can to write a good application.  You may consider meeting the enquiries person to have a look at the workplace, talk to people in similar positions and read any relevant information.

WRITING YOUR APPLICATION

You need to write your claims against the selection criteria to show you have the right mix of skills, knowledge and experience to do the job.  Make separate headings for each of the selection criteria.  Describe your skills, knowledge and experience and show how they could be used in the job.  Emphasise your major achievements and use positive language, for example ‘my success in my current position demonstrates my ability to do ……….’
Cyrenian House requires all employees to have an awareness of the principles and practices related to –

EEO (Equal Employment Opportunity)

Cyrenian House believes that equality in employment is a fundamental right for all people.  EEO principles ensure that people are not discriminated against and have equal access to conditions of employment, training and development, promotional opportunities and evaluation of performance.  The outcome of good EEO practice is a diverse and skilled workforce, improved employment access and participation of EEO groups and a workplace culture displaying fair practices and behaviours.

Quality Management / Quality Improvement

Cyrenian House is committed to ensuring all its services are continually improving and meeting customer’s requirements and expectations, external standards and legislated requirements.  This service utilizes best practice, benchmarking, internal audit, customer feedback mechanisms and external accreditation programs to review and improve service delivery and outcomes.  Each employee is expected and encouraged to participate in quality improvement activities and to review their own work practices regularly

Ethical Practices

Employees of Cyrenian House are accountable for their performance.  All employees must observe the Code of Conduct and ensure that no fraudulent or unethical practices or conflict of interest exist.

Occupational Health & Safety

Cyrenian House is committed to safe work practices and maintains, as far as practicable, a working environment that is safe and without risk to health.  

Cultural Diversity

Cyrenian House is committed to anti-discrimination legislation and the philosophy of affirmative action where it is currently able to enact it.  Cyrenian House also recognises that the diversity of its staff is one its great assets.

RESUME

You should submit a resume / curriculum vitae (CV) which should include:
· Any qualifications

· Professional affiliations

· Details of professional registration

· Employment history,

· Name, address and contact number of 2 referees.

Personal information such as marital status, number of dependants etc. is not relevant to the position and should not be included in your application.

THE ROLE OF THE SELECTION PANEL

A selection panel, usually determined by the relevant manager will undertake the selection process.  Each selection panel is convened with care to ensure that it has the necessary expertise to make a sound decision in a fair and impartial way.  Collectively, the panel will have an understanding of the position and will be responsible for the integrity of the final section decision.  The panel will usually consist of at least two members.  If you are called to an interview you are entitled to ask who is on the panel.

INTERVIEW

The most suitable applicants (short listed from their written application) will be called for an interview where each candidate’s strengths and weaknesses in relation to the selection criteria are further assessed.  The purpose of the interview is to provide the applicant with the opportunity to expand on information presented in their application and to enable the panel to gather further data for the assessment process.

The body of the interview will be structured so that each candidate is asked the same series of questions based upon the selection criteria.  It is not an opportunity for the selection panel to ask applicants ‘tricky’ or obscure questions, but rather to assist you in presenting your case in the best manner possible.  You may be given the questions prior to your interview, if this is to happen you will be advised when notified of your interview arrangements.

At the interview you will be given the opportunity to ask questions about the position.  The questions offer candidates the chance to demonstrate their interest in, and understanding of the position and its duties.  At this stage you may also present information to the panel, which you feel may assist your application.

If you are offered an interview and you have any special needs (i.e. wheelchair access to the building, interpreter for hearing impaired persons, etc) you should inform the person who contacts you.

REFEREE REPORTS

Comments as to your demonstrated ability or potential to fulfil the selection criteria will be sought from your nominated referees.  Referees will be required to confine their comments to direct knowledge of you.  It is therefore important that you nominate referees who are able to discuss your suitability in relation to the selection criteria.  Consider providing them with a copy of the position description so that they are prepared to provide relevant information to the selection panel.  Written referee reports are not required. It is recommended that you contact any referees before listing them on your application. 
CRIMINAL RECORD CHECK

Cyrenian House requires that criminal record checks be undertaken for all positions.  The clearance certificate must be presented prior to commencement of employment and at the applicant’s own expense.  A criminal record does not necessarily disqualify applicants recommended for selection.  If rejection of your application is considered purely because of a criminal record, you will be given an opportunity to discuss the matter fully before a final decision is made.  To enable this check to be carried out, it is necessary to complete the application form in full.

POST SELECTION FEEDBACK

Feedback will be available to applicants regarding their performance upon request.

LATE APPLICATIONS

Late applications are not normally considered so please ensure your application reaches Cyrenian House by the closing date.

APPLICANT CHECKLIST

Have I:
· Read the position description and the selection criteria?
· Researched the position thoroughly?
· Addressed the selection criteria?
· Presented the application in a neat, concise and clear manner?
· Completed the Prohibited Employment Declaration – Child Protection Act 1998 document? 
· Attached copies of relevant supporting documentation?

SEND APPLICATIONS TO

CYRENIAN HOUSE

PO BOX 149

NORTHBRIDGE

WA 6865
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