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	Application process

	The application process

The FULL APPLICATION PROCESS is described in the guidelines for agencies and applicants.  Please read them carefully before commencing this form.  

Closing date
The HR section of your agency is responsible for merit selection of applicants.
They will set a closing date for applications from your agency.
Agency endorsed applications need to reach the Department of Premier and Cabinet by 19 August 2011.

The application form

This application form combines information required by GSG and the Department of Premier and Cabinet.  

There are 3 steps:

1. Complete Part A on line

2. Complete Part B in this Word document

3. Attach required documents and photocopy (full instructions at end of this form).


	Part A of the application form

	About the online form

Part A of the application form must be completed on line – http://edc.dpc.nsw.gov.au/
It will take approximately 10 minutes

Gather relevant details before commencing online entries (see below)
Aim to complete the form in one session. 
Content of the online form
Applicants will be asked to provide the following information.  
1.  Contact details.
2.  Work details:
· Workplace location

· Annual salary

· Number of years at your current level
· Number of years in sector wide employment (all organisations).
3.  Academic details

· Highest qualification

· Name of degree/diploma, institution, country, start year, end year, total years.

4.  Personal details
· Age, gender, EEO group, citizenship, etc.
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	Graduate School of Government Graduate Diploma in Public Administration

Part B (complete this document in Word)

	Full name

	

	University of Sydney enrolment

	Have you ever been enrolled at the University of Sydney? (delete one)
	Yes
	No

	If yes, give your student number or first year of enrolment:
	

	Employment history

	From (date)
	To (date)
	Total (months)
	Agency
	Job title
	Level

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	You must attach a brief employment history or curriculum vitae.

	Manager statement 

	This is the person to whom you report.

I fully support the applicant’s attendance and participation in this course.  I understand the time and commitment required for the applicant to successfully complete the attendance and study requirements.

	Name
	

	Title
	

	Email
	

	Telephone
	

	Manager signature

	Date



	Selection criteria 

	The selection criteria are set by the NSW Department of Premier and Cabinet.  Your response is designed to assist the merit selection process undertaken by your organisation.  Recommended length 1-2 pages.  

	1. Strong evidence of leadership potential.

	

	2. Work performance at a standard higher than satisfactory. Please provide examples of achievements exceeding satisfactory performance in your recent positions.

	

	3. Sound management capability/potential.

	

	4. Commitment and capacity to learn from others and the ability to transfer learning in the workplace.

	

	5. Strong time management and prioritisation skills to juggle a high volume workload.

	


	Personal statement 

	Required by University of Sydney.

Please complete a one page statement outlining what you hope to achieve professionally and personally by completing postgraduate study at the University of Sydney.

	


	Organisational context

	Please describe your organisation briefly.

	1. Organisation Size (number of staff).

	

	2. What is the main work of the organisation?

	

	3. Describe current or recent work with public sector organisations.

	


	Declaration 

	Required by University of Sydney
I agree:

· to read and comply with the rules on admission and enrolment of the University of Sydney

· to notify the University immediately if there is any change to the information I have given in this application.
I understand that: 
· the University may obtain official records from any institution that I attended previously 
· the University is not responsible for documents submitted; the documents become the property of the University 
· the University may vary or cancel any decision it makes if the information I have given is incorrect or incomplete 
· the University may request a statement from my employer about my experience or the level of my position 
· I am fully responsible for my education and living expenses while studying at the University of Sydney 
· the University or the Australian Government cannot help if I run short of funds.
I declare that the information I have given in this application is complete and correct.
Required by the Department of Premier and Cabinet

I have read the program information and understand course attendance and study requirements.  I have not made other undertakings which would conflict with my ability to successfully complete the program.


	Signature

	Date


	The University of Sydney collects, stores and uses personal information only for the purposes of administering prospective and current postgraduate student admissions, enrolment and education. The information collected is confidential and will not be disclosed to third parties without your consent, except to meet government, legal or other regulatory authority requirements. For further information consult the University’s Privacy Policy at http://www.usyd.edu.au/senate/policies/Privacy.pdf or telephone (02) 9351 4263 or foi@mail.usyd.edu.au.


	Applications will not be considered without the following documentation

	Checklist

Proof of Australian or New Zealand citizenship or Australian permanent residency (certified copies of birth certificate, passport and or citizenship documents)


Official transcripts from the Registrar of your previous institution (with English translation if in another language)


Evidence of completion of your previous degree (may be included on your transcript. If you are currently completing your degree this may be supplied later)


Change of name/marriage certificate (if relevant)


Brief employment history/curriculum vitae


Organisational chart (optional).
The following may be supplied later:

Unless specifically exempted by the Director of the Graduate School of Government, the University of Sydney, applicants whose first degree was conducted and examined in a language other than English will be required to provide, before enrolment, evidence of English Language proficiency as follows:

Academic IELTS minimum 6.5 (with a minimum of 6.00 in each band), or TOEFL (paper-based) minimum 577 with a minimum TWE of 4.5, or CBT (computer based TOEFL) minimum 233 and essay rating minimum 4.5. 

Please note that you must submit originals or certified copies of the documentation outlined above. If you are unable to submit originals, copies can be certified by a staff member of the Graduate School of Government.


	Finalising your application form

	 Complete Part A online and print
 Combine a copy of Part A with a printed version of Part B

 Add attachments (see checklist)

 Ensure signature sections are completed

 Take three copies

 Send the original and two copies to your HR coordinator.  Keep one copy for yourself.

Note:  The original and one copy will be forwarded to the Department of Premier and Cabinet by your HR Coordinator.  The original goes to GSG.  The copies forwarded to DPC are final and cannot be amended.
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	Course
	
	Date received
	
	Date actioned
	

	Qualified
	Yes
	No
	ID number
	

	Offer
	Yes
	No
	
	

	
	
	Conditional on
	

	
	

	Approved by Program Coordinator
	Signed
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