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APPLYING FOR THE POSITION

Donor Services Administrator

Please read all this information carefully

HOW TO APPLY

Please email your application (as an attachment) teacancies@sug|ld.org.alby Friday 14"
November 2008. Please include:

1. The reference number (Ref: DSA) in the subject lirgf your email

2. A cover letterthat addresses the following:
Your reasons for applying for this position

3. A copy of your resume Please ensure you provide information on:
Your contact details
Your work history
Your Secondary and Tertiary education, qualificatits and institutions attended
(please attach copies of relevant certificates)
Your experience/involvement in Christian ministryitsiations/positions (paid and
voluntary)
Details of 3 referees (at least one of these shoultbe your current or most

recent employer, as well as personal references, pferably including your
current church leader)

4. Please download and read the SU Qld Code of Conductand Aims & Beliefs as the

final Key Requirement for this position requires yoto be able to subscribe to these
principles.

AUSTRALIAN CITIZENSHIP
If you are not an Australian citizen, you will beeguired to provide evidence of permanent

residency status or a valid working visa. False amisleading applications may be withdrawn
from the application process.

SELECTION PROCESS

After the closing date a process of shortlisting ofcandidates, based on your written
application and information in your resume will tak place.

Shortlisted candidates will be interviewed, givingn opportunity to clarify information.

Reference checks will be conducted. The Selection Bnel may also contact people with
whom you have had association, but whom you have nblisted as your referees. The
Selection Panel will inform you whom they will comfct to allow you to comment on the
involvement you have had with these people.
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Candidates will be selected on the basis of meritrbm information gathered through the
checking process. As a Christian organisation, SU (@ expects its staff to be involved in the
mission of the organisation and therefore places iportance on candidates being able to
express and demonstrate their Christian faith.

SU QId will notify you that your application has ben received and will also advise you of the
outcome of the selection process.

All the best with your response and if you have anyjuestions please dor(t hesitate to
contact the Human Resources Administrator on 3632 239.



