
 

 
A pplication P rocess 

Frequently asked questions 

 
W hat should m y application include? 

The application requirem ents w ill be listed for each position w e advertise how ever you m aybe asked to 

provide any or all of the follow ing: 

 

• R esum e – resum es should be a m axim um  of 3 pages and include 

o Y our contact details - title, full nam e.  

o Postal address, em ail address, telephone num ber(s) for both during and after w ork hours.  

o Y our educational qualifications relevant to the duties and selection criteria for the position 

(title of qualification, subjects/m ajors studied, institution, proportion of qualification 

com pleted).  

o Y our relevant recent w ork history (m ost recent jobs should be listed first), including nam es 

and addresses of em ployers, positions held, length of tim e in each position, m ajor duties, 

responsibilities and achievem ents.  

o M em bership of relevant professional associations and clubs (if applicable).  

o R elevant extra curricular activities and achievem ents (eg relevant voluntary or com m unity 

w ork).  

o C ontact details for at least three referees w ho can com m ent on your suitability for the 

position, preferably including your current or m ost recent supervisor. These referees need to 

have supervised you at w ork w ithin the last five years and not be related to you.  It is also 

im portant you advise your referees you have listed them . 

 

• C overing Letter  

o The covering letter is an introduction of your application. 

o State the position, w hy you consider yourself eligible for it and w hy it interests you. 

• A pplication C over sheet – available on the St M argaret’s w ebsite 

 

• Selection C riteria R esponses 

 



 

W here should I send m y application to? 

A pplications are to be em ailed to em ploym ent@ stm argarets.qld.edu.au  A ll applicants w ill be sent an em ail 

acknow ledging their application. 

M ake sure that your application reaches the H um an R esources D epartm ent by the closing date provided in 

the advertisem ent for the position. 

 

Late applications m ay not be accepted. 

 

H ow  w ill m y application be processed? 

 

1) A cknow ledgem ent - Y ou w ill receive an em ail acknow ledging your application 

 

2) Short-listing – The short-listing process w ill generally take from  1-3 w eeks to com plete.  The tim e 

needed to com plete each process w ill vary according to the num ber of applications received and the 

availability of the panel m em bers.  

 

3) Interview ing/assessm ent process – Short listed candidates are contacted to arrange a tim e to m eet 

w ith the panel.  A t this tim e you w ill be notified w hat recruitm ent m ethods w ill be used to assess 

your application.  C andidates short listed from  the first interview  m aybe required to com e back for a 

2nd interview  and/or assessm ent activity. 

 
A s part of the interview  process for teaching staff, short listed candidates w ill be asked to 

dem onstrate their teaching. This can be achieved by a St M argaret’s Leadership Team  m em ber 

observing the teacher in their current school context or by the applicant being a ‘guest teacher’ at St 

M argaret’s A nglican G irls’ School 

 

4) R eference checks – A  m inim um  of 3 reference checks are done.  These checks need to be done w ith 

people w ho have m anaged you ideally in the last 5 years. 

 
The selection panel w ill discuss your application w ith nom inated referees.  The school also reserves 

the right to consult w ith other persons w ho m ay have know ledge of your experience, this is at the 

Principal’s discretion.  

 

 

 

Should your application not be progressed at any stage of the recruitment process you will be notified either via 

email, mail or phone. 

 



 

W hat if I have further questions? 

 

If you have further questions, please em ail us at em ploym ent@ stm argarets.qld.edu.au  


