
 

 

 
Guide to applying for jobs in Hurstville City Council 

 
The Advertisement 
 
The advertisement outlines the responsibilities, salary package and selection criteria  
of the position, including whether it is for a certain period, full time, temporary and so on. 
 
The selection criteria 
 
The selection criteria are the core of the advertisement. They detail what knowledge,  
skills, abilities and experience is required for the position. These criteria must be 
addressed in your application. Before applying for a position, you need to assess 
whether you meet all of the stated selection criteria. 
 
How to obtain more information about the position? 
 
Seek a job information package, either through the nominated inquiries officer or on-line 
at www.hurstville.nsw.gov.au/positions. Included in the job information package is 
generally a copy of the position description, which elaborates on the advertisement. The 
position description provides information such as the number of staff to be supervised (if 
applicable), who the position reports to, and greater detail of the challenges, duties and 
accountabilities of the position. 
 
Closing date 
 
Council must receive your application by the specified closing date in the advertisement. 
 
Your Job Application 
 
The Job Application is the first step in the selection process. If, after reading the 
advertisement and obtaining the information package, you feel you meet all of the stated 
selection criteria for the position you should consider whether you wish to apply for the 
position. 
 
If you do not meet all of the selection criteria specified in the advertisement, or cannot 
clearly demonstrate that you meet these criteria, it is unlikely that you will be considered 
for the position. 
 
It is your responsibility to demonstrate to the selection panel that you are the best 
candidate for the position. As the decision on which candidates should be called for 
interview is made solely on the information provided in the job application, you must 
ensure that the information you provide is sufficient for the selection panel to 
assess the strength of your application. 
 



 
Competitive Job Applications consist of two (2) parts: 
 

1. Supporting letter/information: This allows you to detail how you meet the 
selection criteria of the position. In the letter, you must clearly demonstrate how 
you meet each of the advertised criterions by addressing them separately. For 
each criterion, detail your knowledge, skills, abilities and experience. Include any 
non-working activities, such as involvement in a community organisation, in 
which you have gained relevant skills or experience. 

2. Résumé: This is a detailed work history, which provides information on your 
employment and education. Include information about the types of jobs that you 
have occupied the length of occupancy of each position, the types of tasks 
performed and any achievements. Also include in your Résumé educational 
qualifications and any work related training undertaken. 

 
Provision of Referees 
 
You will need to provide the names and contact details (especially telephone numbers 
during business hours) of at least two (2) referees who can provide the selection 
panel with information on your knowledge, skills, ability and experience in relation 
to the requirements of the advertised position. The selection panel will contact 
these referees if you are being considered for appointment to the position, or in 
instances where you are one of a number of competitive candidates who are eligible 
and/or being considered for appointment to the position. 
 
The Selection Panel 
 
The Selection Panel is responsible for the selection of a candidate(s) who is 
best suited for the position(s) based on merit. Selection Panels in Council are 
a minimum of two members. 
 
The Selection process 
 
Short-list 
 
Short Listing is the first step of the Selection Process. This is where the Selection Panel 
reviews all applications submitted for the position against each selection criterion. The 
Selection Panel will determine which applications have demonstrated that the selection 
criteria have been met and will create a ‘short list’ of applicants to be called for interview. 
 
Whilst not short listing to a pre-determined number occasionally, where there are a 
substantial number of applications and a significant number of those meet the selection 
criteria, the Selection Panel may undertake what is termed ‘a competitive short list’. In these 
circumstances, applications will be assessed in more depth against the selection criteria and 
a decision, based on merit, will be made by the selection panel on which applicants best 
meet the selection criteria. In order to bring the number of interviews to a manageable level 
only those applicants will be called for interview. 
 



 
 
The Interview 
 
If you are selected for an interview, Human Resources will contact you and advise you 
of the date, time and location of your interview. You will also be advised if you are required 
to bring further documentation with you to the interview, or if you are required to perform a 
task/test as part of the selection interview. 
 
The questions asked in the interview will be based on the selection criteria in the 
advertisement and the position description. Before attending the interview, ensure you 
are familiar with your application and the position description. 
 
You will have an opportunity at the end of the interview to add any information in support 
of your application. This is your opportunity to inform the Selection Panel of any 
recent changes, such as the completion of a relevant course, or to emphasise any skills 
or knowledge you have that is related to the position and did not arise in your responses 
to the general questions. 
 
Council values a diverse and skilled workforce, and actively encourages applications 
from EEO groups. It will provide reasonable adjustment to applicants upon request (eg 
access for wheelchairs, translation services).  Applicants are encouraged to advise the 
Inquiry Officer of any particular needs so that arrangements may be made. 
 
After the interview 
 
Once the interviews, and referee checks, have been conducted the Selection Panel will 
recommend a candidate for the position. 
 
If approved the successful applicant will receive a verbal offer of employment, followed by a 
letter of offer. The successful applicant is required to sign and return a letter of acceptance 
to Council within a specified time. 
 
Applicants who were unsuccessful through the short listing and/or interview stages will 
receive notification either by phone (generally those interviewed) or in writing of the outcome 
of the selection process.  
 


