TA F E N S W. E D U . A U

YOUR GUIDE
TO APPLYING
FOR A POSITION
WITH TAFE NSW.

Thank you for your interest in working for TAFE NSW. The following information will assist in preparing an application for
a position with TAFE NSW.
TAFE NSW is dedicated to meeting the evolving needs of the NSW economy and workforce, offering world class training and
education that delivers the skills needed for the jobs of today and tomorrow. Grow your career in a dynamic and collaborative
environment, where you can innovate, create value and proudly play a meaningful role in delivering quality training to the
people of NSW.
To learn more about the exciting initiatives across TAFE NSW make sure you visit tafensw.edu.au/about/one-tafe-nsw.
TAFE NSW has over 130 locations across the state within 5 regions, and TAFE Digital, the largest online education provider
in Australia. Please refer to the map on page 6 of this document.

WHAT TO INCLUDE IN YOUR APPLICATION
Your application may include the following:
§ A brief cover letter.
§ A current résumé.
§ Responses to the targeted questions. Providing a written response that addresses the targeted questions forms a specific
part of the selection process.
§ Responses to the essential requirements and/or focus capabilities for the role.
§ The contact details for two referees.
Please note that TAFE NSW does not accept written references so these should not be submitted with your application.

ESSENTIAL REQUIREMENTS AND CAPABILITIES OF POSITION
The Essential Requirements describe the knowledge, skills and capabilities required to perform the duties of the position
and can be found in the position description.
To further understand the NSW Public Sector Capability Framework visit:
psc.nsw.gov.au/workforce-management/capability-framework.
For permanent jobs in the NSW Public Sector, you need to be an Australian citizen or permanent resident.
For most temporary jobs, you need a visa that gives you permission to work in Australia.

For more information visit tafensw.edu.au
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QUALIFICATIONS
If the position you are applying for requires academic qualifications, certificates or licenses, certified copies are to be
presented at the time of interview. The academic and professional qualifications of candidates recommended for the
appointment talent pool may be verified by the convener of the selection panel with the relevant issuing institution.
If your qualifications are from overseas you should include copies of:
§ All relevant qualifications, with English translations
§ A statement of Australian equivalence for your qualification, a letter of recognition or result of testing from a recognised
assessing, registering and/or licensing body
§ Academic transcripts – Where translations or statements of equivalence cannot be provided, submit a copy of the original
qualifications. If you don’t have copies of your qualifications, you may submit a statutory declaration explaining the
qualifications you have.
You can also obtain assistance from the following, State Training Services NSW Department of Education and Communities
at training.nsw.gov.au or the National Office of Overseas Skills Recognition phone 1300 363 079 or at Australian Education
International.
All applications must be submitted electronically through iworkfor.nsw.gov.au. All applicants must first register and establish
a profile on the iworkfor.nsw.gov.au website. Upon registration, you will have the option to receive notifications about any
future matches to suitable positions. Non electronic applications that are emailed, posted or delivered cannot be accepted.
It is important to ensure your email address is correct as this is the primary contact method. All applications are to be
completed and submitted prior to the closing date specified on the advertisement. Late applications will only be accepted
in exceptional circumstances.
All advertisements have an automated closing time of 11:59pm on the closing date specified. Please note all enquiries must be
made during business hours and it is encouraged that applicants submit their application prior to 5:00pm on the closing date
in case of any technical issues.
All required attachments relevant to the application need to be uploaded and submitted when the application is lodged.

For more information visit tafensw.edu.au
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TELEPHONE SCREENING
Following submission of your application, you may be contacted by the TAFE NSW Recruitment Team to conduct a telephone
screening in relation to your application.You may be asked what your reasons for applying are and other questions in relation
to your skills and experience.

INTERVIEW AND ASSESSMENT
Should you progress to the interview stage, you will be contacted regarding the time, date and details of the interview. You
will be given at least three (3) full working days’ notice and should be advised of any other materials or special requirements,
including additional assessments.
WORKING WITH CHILDREN CHECK
If you are successful in your application for the role, you are required to obtain a Working with Children Check (WWCC)
Clearance as a condition of employment. You must apply for the clearance as issued by the Office of the Children’s Guardian
(if you do not have a valid check already). For more information, visit the Office of the Children’s Guardian website.
NATIONAL CRIMINAL RECORD CHECK
In addition, if you are successful, you will be required to undertake a National Criminal Records Check to determine suitability
for employment. A person who is unwilling to give consent cannot be employed.
It is an offence under the Child Protection (Working with Children) Act 2012 for a prohibited person convicted of a serious
sex offence to apply for advertised positions. Relevant Criminal History, Apprehended Violence orders and Prior Employment
Checks, including relevant Disciplinary Proceedings, will be conducted on recommended applicants. The purpose of this
check is to exclude or deter people who are clearly unsuited to working with children. Please be assured it is not intended to
discourage people who are capable of making a worthwhile contribution, but rather, to provide information and understanding
to prospective applicants who may perceive the checking process as intrusive or intimidating.
If you are invited to attend an interview, you will be required to send 100 points of certified identification, including some
supporting documents. You will be provided with this email address upon your interview invitation.

For more information visit tafensw.edu.au

YOUR GUIDE TO APPLYING FOR A POSITION WITH TAFE NSW

4

REASONABLE ADJUSTMENTS
TAFE NSW is an equal opportunity employer that is committed to diversity and fosters an inclusive environment in which all
employees feel a sense of belonging. TAFE NSW applies the social model of disability that focuses on the barrier that limits
those living with impairments to participate in society on an equal basis with others.
TAFE NSW will make any reasonable adjustment that you need, both in the interview process and on the job. If you need
an adjustment in the recruitment process, or would like to discuss the process, please contact the Talent Management
& Acquisition team as listed in the advertisement.

REFEREES
Referee reports form an important part of the selection process and applicants are required to provide the details of at least
two referees with their application. The following information must be included when providing your referee details:
§ Current and/or previous position title
§ The referee’s relationship to you (e.g. direct supervisor, team leader, senior manager within your organisation)
§ Contact details, including email and telephone number/s
Please ensure you notify your referees that they have been nominated and that they may be contacted to provide a reference
check on your behalf.
Note: Character references will not be accepted.

ABORIGINAL AND TORRES STRAIT ISLANDER EMPLOYMENT
Through our Aboriginal and Torres Strait Islander Employment Strategy, TAFE NSW is committed to doubling and diversifying
its Aboriginal and Torres Strait Islander workforce to better reflect the communities that we operate in. To assist us to achieve
these objectives, TAFE NSW will sometimes Target or Identify positions.
Please note, if a position is advertised as Aboriginal and/or Torres Strait Islander targeted, it does not prevent non-Aboriginal
and Torres Strait Islander applicants from applying. All Aboriginal and Torres Strait Islander candidates selected for an
interview will be asked to supply “Confirmation of Aboriginality and/or Torres Strait Islander” documentation. If you require
additional information, please contact the Talent Management & Acquisition team as listed in the advertisement.
For more information visit tafensw.edu.au/jobs/aboriginal-employment

For more information visit tafensw.edu.au
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ABORIGINAL AND TORRES STRAIT ISLANDER EDUCATION AND TRAINING POLICIES
The inclusion of selection criteria relating to Aboriginal and Torres Strait Islander Education and Training policies will ensure
that applicants for promotion positions are:
§ Aware of and committed to policies and strategies relating to Aboriginal and Torres Strait Islander peoples and Aboriginal
and Torres Strait Islander education; and
§ Able to influence, promote and enhance outcomes for Aboriginal and Torres Strait Islander students and Aboriginal
and Torres Strait Islander employees in a direct and supportive manner in collaboration with Aboriginal and Torres Strait
Islander communities and other partners.
If you require additional information you may email or phone the contact officer listed in the advertisement.

EQUAL EMPLOYMENT OPPORTUNITY (EEO)
Equal Employment Opportunity (EEO) is about ensuring that all employees have equal access to the opportunities that are
available at work.

CODE OF CONDUCT
The code of conduct establishes a common understanding of the standards expected of all TAFE NSW employees. It provides
a framework to help employees decide on the appropriate course of action when they are faced with an ethical issue.

For more information visit tafensw.edu.au
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LOCATIONS
LOCATIONS

TAFE NSW DELIVERY GROUPS

KINGSCLIFF
MURWILLUMBAH
BOGGABILLA

LISMORE WOLLONGBAR
KINGSCLIFF
BALLINA
CASINO
MURWILLUMBAH
TENTERFIELD

BOGGABILLA
LIGHTNING RIDGE

MOREE
INVERELL

BREWARRINALIGHTNING RIDGE
WALGETT
BOURKE
BREWARRINA

WALGETT

MACKSVILLE
COFFS HARBOUR

NARRABRI
GUNNEDAH

COONAMBLE

ARMIDALE
TAMWORTH

COONABARABRAN
COBAR

WILCANNIA
BROKEN HILL

NYNGAN

WEST

COBAR

WILCANNIA

MENINDEE
BROKEN HILL

NYNGAN

COOMEALLA

TAMWORTH

SCONE
QUIRINDI

DUBBO GILGANDRA

MUSWELLBROOK

KEMPSEY
MACKSVILLE
WAUCHOPE
KEMPSEY
TAREE
WAUCHOPE

NORTH

PORT MACQUARIE

PORT MACQUARIE
GREAT LAKES

TAREE
SCONE
KURRI
SINGLETON
GREAT LAKES
MUDGEE
MAITLAND KURRI
TOMAREE
MUSWELLBROOK
CESSNOCK
HUNTER STREET
CONDOBOLIN
GLENDALE
NEWCASTLE
BELMONT
WELLINGTON
KURRI
SINGLETON
PARKES
KURRI
MUDGEE
MAITLAND
TOMAREE
LAKE CARGELLIGO
WYONG
ORANGE
OURIMBAH
LITHGOW CESSNOCK
HUNTER STREET
CONDOBOLIN FORBES
GOSFORD
BATHURST
GLENDALE
NEWCASTLE
BELMONT
PARKES
COWRA
LAKE CARGELLIGO
WYONG
GRENFELL
ORANGE
OURIMBAH
LITHGOW
FORBES
WEST WYALONG
GOSFORD
BATHURST

HILLSTON

SOUTH

GUNNEDAHQUIRINDI

GILGANDRA
COONABARABRAN
DUNEDOO

WARREN

WEST

MENINDEE

COOMEALLA

COONAMBLE
WARREN

GRAFTON

MACLEAN
TRENAYR
GRAFTON
INVERELL
COFFS
HARBOUR
GLEN INNES
ARMIDALE

MOREE
NARRABRI

BOURKE

LISMORE WOLLONGBAR
BALLINA
CASINO
MACLEAN

TRENAYR
TENTERFIELD
GLEN INNES

HILLSTON

DUNEDOO
WELLINGTON

NORTH

DUBBO

COWRA
GRENFELL
WOLLONGONG
YALLAH
YOUNG
WOLLONGONG WEST
MOSS VALE
TEMORA
DAPTO
SHELLHARBOUR
COOTAMUNDRA
GOULBURN
NARRANDERA
GRIFFITH
YASS
WOLLONGONG
NOWRA
YALLAH
YOUNG
WOLLONGONG WEST
HAY
LEETON
MOSS VALE
NORTH WAGGA WAGGA
TEMORA
MOULAMEIN
DAPTO
WAGGA WAGGA
SHELLHARBOUR
COOTAMUNDRA
GOULBURN
NARRANDERA
TUMUT
YASS
QUEANBEYAN
NOWRA ULLADULLA
DENILIQUIN
BARHAM
HENTY
NORTH WAGGA WAGGA
MOULAMEIN
WAGGA WAGGA
FINLEY
BATEMANS BAY
HOLBROOK
TUMUT
ULLADULLA
QUEANBEYAN
COROWA THURGOONA
MORUYA
DENILIQUIN
BARHAM
HENTY
FINLEY
ALBURY
HOLBROOK
COOMA BATEMANS BAY
GRIFFITH

SOUTH

WEST WYALONG
LEETON

HAY

COROWA THURGOONA

MORUYA
JINDABYNE BEGA
COOMA

ALBURY

JINDABYNE BEGA

RICHMOND

RICHMOND
WENTWORTH FALLS

KATOOMBA

WENTWORTH FALLS

KATOOMBA

NIRIMBA
PENRITH
KINGSWOOD
PENRITH
KINGSWOOD

WESTERN SYDNEY
WESTERN SYDNEY

MOUNT DRUITT
NIRIMBA

BAULKHAM HILLS
CASTLE HILL
BAULKHAM
HILLS
BLACKTOWN

CASTLE HILL
PARRAMATTA
BLACKTOWN
GRANVILLE
WETHERILL PARK

MOUNT DRUITT

HORNSBY

SYDNEY
HORNSBY
NORTHERN BEACHES

SYDNEY

RYDE
ST LEONARDS
MEADOWBANK
NORTHERN BEACHES

RYDE (OTEN)
STRATHFIELD
ST LEONARDS
PARRAMATTA
LIDCOMBE ANNANDALE
MEADOWBANK
CHULLORA
GRANVILLE
PETERSHAM
RANDWICK
WETHERILL PARK
BANKSTOWN
STRATHFIELD (OTEN) ENMORE
MILLER
LIVERPOOLLIDCOMBE
CAMPSIE
ANNANDALE
PADSTOW
CHULLORA
PETERSHAM
ST GEORGE ENMORE RANDWICK
BANKSTOWN
MACQUARIE FIELDS
MILLER
INGLEBURN
CAMPSIE
LIVERPOOL
PADSTOW
ST GEORGE
GYMEA
MACQUARIE FIELDS
LOFTUS
INGLEBURN

CHIPPENDALE
SURRY HILLS
ULTIMO
EVELEIGH
CHIPPENDALE
SURRY HILLS
ULTIMO
EVELEIGH

CAMPBELLTOWN

LOFTUS

GYMEA

CAMPBELLTOWN

TAFE Digital footprint
TAFE Digital footprint

Campuses and delivery points
Campuses and delivery points

For more information visit tafensw.edu.au
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