Land Transport Application for employment

Thank you for your interest in the position of Senior Commercial Road Transport Administrator

Information for applicants

Your application has three elements
1. Application form

Please complete this in full, either electronically or hard copy. If you submit an electronic version, you may be asked to
sign it later.

2. Self assessment form

The self assessment is based on the key success factors for the position you are applying for, rather than being a full
assessment of your abilities.
3. Your CV and covering letter

Please submit your curriculum vitae and a covering letter to support your application.
Applications close at 5.00 pm on Thursday 7 August 2008

Please send your application to:

Mail address: or email to:

Katy Farrell Katy.Farrell@landtransport.govt.nz

Land Transport New Zealand
PO Box 2840

Wellington

New Zealand

Please mark envelope ‘Private and confidential’

You will receive acknowledgement of your application, and after a short list has been drawn up, all applicants will be notified.

Candidate background checking

It is critical that people who work in Land Transport NZ are honest and trustworthy. If you are short listed for this position you will
be asked to provide information about any criminal and traffic convictions and bankruptcies you may have had. A criminal or
traffic conviction or bankruptcy will not necessarily exclude you from appointment.

At short listing we will also ask whether you presently suffer, or have you suffered in the past, from any medical or physical
condition (including OOS or gradual process injury) that may affect your ability to perform the functions and responsibilities of the
position.
If you are the preferred appointee we will want to undertake background checks, including referee checks, criminal/traffic
convictions check and driver licence check. Please note that minor convictions may be concealed under the

. If you want to know more about what this means for you, check the Ministry of Justice website
www.justice.govt.nz

For some positions we will also want to check such matters as bankruptcy and tertiary qualifications. We will let you know which
checks are relevant for this position. We will ask for your written authority before we undertake any of the background checks
mentioned above. In the meantime if you have any queries, please write to the email address above.

Offers of appointment are conditional on the satisfactory completion of the checks. Any issues arising from the checks will be

discussed with you and if they can not be resolved satisfactorily the conditional offer or contract of employment may be
terminated. Sometimes these checks may not be completed until after commencing work with Land Transport NZ.

Statistical information

The last page of this application form asks for information about your gender and ethnicity. This information is gathered to
support and inform our equal employment opportunities programme which contributes to making Land Transport NZ a better
place to work. The statistical information page will be removed from your application and will not be used at any stage in this
appointment process. It will be used for statistical purposes then destroyed.

Similarly, the advertising information will be used statistically to inform our recruitment procedures.
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Land Transport Application for employment

Position ~Senior Commercial Road Transport Administrator
Location  Christchurch Regional Office

Name

Address

Email

Phone Day Evening Mobile

Referees

Please provide three referees who are able to comment on your ability to meet the requirements of the position. Your referees
will only be contacted after receiving your express permission.

Name Relationship Phone
Name Relationship Phone
Name Relationship Phone

Confidentiality and privacy

All information you provide on this application and its attachments will be treated as confidential by Land Transport NZ.

The information is collected for the purpose of assessing your suitability for employment within Land Transport NZ. If the
application is successful the information will be retained on your personal file. If you are not successful in your application, all the
information you have provided will be disposed of securely once an appointment has been made.

Work status

Are you a NZ citizen or resident? No
Yes
If not, do you have a current work permit? No

Yes (when does your work permit expire)

Declaration

I declare that all information provided by me to Land Transport NZ, whether verbally or in writing, is true, accurate and complete
and is not designed to mislead in any way. I understand and agree that any material misrepresentation or deliberate omission of a
fact in my application may be justification for refusal of or, if employed, termination of my employment.

I understand that this form, together with written material I have supplied Land Transport NZ and evaluative material including
interview notes, will be held confidentially and used for the purposes of this job application only.

I will notify Land Transport NZ of any future changes to this information during the course of this application process or for my
records if I am successful.

Signature
of applicant Date
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If ment form . . . .
fSoer assessme ° Senior Commercial Road Transport Administrator

Please give two or three brief examples highlighting your experience and achievements against each key success factor listed
below. If you are unable to identify past experience in a key success factor, please provide details to demonstrate how you plan to
develop that skill.

Key success factor Self assessment/Strategy for development

Team work

Example of where you have worked in
an environment where everyone has
had to ‘pitch in’ to assist.

Communication

e Verbal communication
e Written communication
e In person

e By phone

Dealing with clients

Examples of where you have had to
learn a new and possibly complex task.

Examples of where you have had to
deal with complex information

Computer experience

Office systems
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Statistical information Senior Commercial Road Transport Administrator
Equal employment opportunity information

At Land Transport NZ we are committed to promoting equal employment opportunities. Please provide the following
information to help us monitor and develop initiatives within our equal employment opportunity programme.

This information is gathered for statistical purposes only. It is not used at any stage in the appointment process.
Your gender Female Male

Which ethnic group do you identify with
most? NZ Maori (state tribal affiliations below)

NZ European/Pakeha

Pacific Peoples (state below)

Other ethnic group (state below)

Advertising

We would also like to know where you heard about this vacancy to help us target our advertising?
Seek
Land Transport NZ website
Word of mouth
NZ government jobs website

Newspaper (state below)

Other (state below)
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