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Parliamentary Service Level 1—Casual Health and Recreation Centre (HRC) Assistant   (Casual Temporary Employment Register)

Thank you for your interest in the position of Casual Health and Recreation Centre Assistant, Parliamentary Service Level 1. The attached information package may help you in preparing your application.
A temporary employment register has been established to identify people with suitable skills interested in casual employment in the HRC. Casual work will usually—but not always— be offered during periods of peak workload. Applicants may be given advance warning that their services will be required—for example, during sitting periods of parliamentary chambers—but at other times they will be contacted at short notice—for example, to cover unexpected staff absences. 
Work will be offered on an hourly, part-day or daily basis depending on operational requirements.
The information package includes:
 information about the department; and
a copy of the position’s duty statement and selection criteria. 
The job application cover sheet, which must be completed and attached to your application, is located at the top of the DPS employment web page – http://www.aph.gov.au/About_Parliament/Employment/Department_of_Parliamentary_Services#vac.
Your application should be 1–2 pages addressing the selection criteria. Details on how to address selection criteria are provided in this information pack.
This Temporary Employment Register is open for 12 months, however applications received by Thursday, 14 February 2013 will be included in the initial selection process.
For further information about this position, please contact Chris Glover on (02) 6277 8109. 
Yours faithfully





Bridie Dawson
Director
HR Services 

Information pack—Casual Health and Recreation Centre Assistant, Parliamentary Service Level 1— (Casual Temporary Employment Register)

Who are we looking for?
To be successful as an HRC Assistant, applicants must have a Certificate 3 in Fitness (or equivalent), a First Aid Certificate and a Bronze Medallion (pool lifesaving.
[bookmark: _GoBack]Successful applicants for these positions will be offered casual work, which will usually—but not always—be offered during periods of peak workload.
If accepted, your application will remain on the register for 12 months. You are encouraged to advise us if you no longer wish to be considered for temporary employment at any stage. You may subsequently reapply for registration.
This temporary register is open for 12 months.
Currently, the salary range for a Parliamentary Service Level 1 is $46,097-$53,687.  Casual staff will be paid a 25% loading in addition to the base hourly rate.
How to apply
Applications, quoting the relevant reference number, should be sent:
0. by email to dps.recruitment@aph.gov.au; or
by fax to (02) 6277 3950; or
by mail to:
The Recruitment Adviser, DPS, Parliament House, PO Box 6000, CANBERRA ACT 2600.
Your application must include: 
0. a completed DPS job application cover sheet;
your current Curriculum Vitae; and 
your statement of claims against each of the attached selection criteria.
We ask that you briefly identify one or two examples from your experience or skills that are relevant to each of the criteria.  The same examples may be relevant to more than one specific and general criteria.  
If you are selected for interview, you will be asked to provide more information at interview about how your experience and skills qualify you for the position.
Applications for the initial selection process must be submitted by close of business Thursday, 14 January 2013, however applications for the Temporary Employment Register may be submitted over the next 12 months.
General advice for developing your application
If you are unfamiliar with addressing selection criteria, the Australian Public Service Commission’s fact sheet on applying for jobs will be useful: http://www.apsc.gov.au/publications-and-media/current-publications/cracking-the-code/factsheet5.

Some background to the department
DPS is one of four departments based in Parliament House to support the work of the Federal Parliament.
DPS is the principal support agency for the operations of Parliament House—a building where more than 3,500 people work on sitting days and which nearly one million people visit each year.  
To fulfil the DPS mission of “serving the Australian people by supporting the Parliament and caring for Parliament House”, DPS has approximately 800 staff with a huge diversity of skills.  DPS has an annual operations budget of around $100 million to deliver a wide variety of services, including building maintenance, security, ICT, Hansard, broadcasting, and library and research services to the Parliament, parliamentary committees, Members and Senators and their staff and other building occupants.
The Presiding Officers (the President of the Senate and the Speaker of the House of Representatives) are jointly responsible for the department.  The Secretary of DPS is responsible to the Presiding Officers for the department’s efficient operation.
Information about DPS such as its annual report and strategic plan can be found on - http://www.aph.gov.au/About_Parliament/Parliamentary_Departments/Department_of_Parliamentary_Services/Publications.
The website also includes a brochure about DPS and our staff— http://www.aph.gov.au/binaries/dps/wearedps-brochure.pdf.  
General advice to applicants
Employment opportunities in the Parliamentary Service are open to all Australian citizens and may be subject to a range of conditions including:
0. a requirement for a probationary period;
security and character clearances; and
a health clearance. 
Section 22 of the Parliamentary Service Act 1999 requires that employees of the Parliamentary Service are generally required to be Australian citizens.  If you are not an Australian citizen, you may still be considered for engagement on the condition that you are able to gain Australian Citizenship within a specified time.  Failure to obtain citizenship within the timeframe could lead to termination of engagement.
If you have accepted a redundancy benefit, within the previous twelve months, from a Commonwealth employer (including the Parliamentary Service and the Australian Public Service), you cannot be employed by DPS until your exclusion period (the number of weeks for which you received a redundancy benefit) has expired.  If you would like to discuss your eligibility, please contact HR Services on telephone (02) 6277 5200.
The Parliamentary Service Act 1999 provides for mobility between the Australian Public Service and the Parliamentary Service.


Conditions of employment and salary 
Conditions of employment and rates of pay for non-SES DPS staff are specified in:
0. the Department of Parliamentary Services Enterprise Agreement 2011;
the Parliamentary Service Act 1999;
Parliamentary Service Determinations; and
Parliamentary Service Commissioner’s Directions.
Superannuation
Employees may be required to make superannuation contributions under the Superannuation Act 1976, the Superannuation Act 1990, or the Superannuation Act 2005, whichever is applicable.  In addition DPS will pay an employer contribution rate as determined by the relevant fund. 
Relocation Expenses

Reimbursement of relocation costs may be considered for interstate applicants. This would include reasonable removal expenses and other costs associated with moving family and personal and household effects to Canberra.
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Duty Statement

	Classification:
	Parliamentary Service Level 1

	Position No.:
	TBA

	Local Title:	
	Gymnasium Instructor / Receptionist 
(Health and Recreation Centre Assistant)



	Branch:
	Building Services

	Section:
	Facilities

	Immediate supervisor:
	Health and Recreation Centre Coordinator (PSL4)

	Security assessment:
	Not assessed



Under broad direction, undertake duties in accordance with the agreed standards for a Parliamentary Service Level 1. The duties may include, but are not limited to, the following:

Gymnasium
0. Supervision of gymnasium and pool areas.
Complete individual exercise programming and instruction.
Conduct group exercise instruction that may include one or more of the following: circuit, definition, cardio boxing, swiss ball, spin and other class instruction as required. 
Carry out basic maintenance and cleaning of gymnasium equipment.
Applying first aid for clients in the Health and Recreation Centre.
Receptionist
0. Attending to counter and telephone enquiries, making facility and class bookings, issuing hire equipment to centre clients.
0. Duties including cash handling, operation of cash register and credit card facilities. 
0. Reconciliation of daily cash takings.

	Duties representing highest function:
	All

	Reviewed and approved by Acting Assistant Secretary, Building Services Branch:
	Siwan Davies

	Date:
	17 January 2013
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Selection Criteria

	Classification:
	Parliamentary Service Level 1
	

	Position No.:
	TBA
	

	Local Title:	
	Gymnasium Instructor / Receptionist 
(Health and Recreation Centre Assistant)
	



0. Demonstrated knowledge and experience in the health and fitness industry including individual and group exercise program delivery.
0. Demonstrated communication and interpersonal skills and the ability to deliver high levels of service to a broad range of customers including high profile clients.
0. The ability to work co-operatively and flexibly in a small team environment.
0. The ability to learn and perform routine administrative and operational tasks including use of computer, cash register, credit charge and office equipment.
0. A good level of health and fitness to perform the required physical tasks safely and effectively.
0. Eligibility and/or job specific requirements: Certificate 3 in Fitness (or equivalent), First Aid Certificate and Bronze Medallion (pool lifesaving) are all essential.
0. Eligibility and/or job specific requirements: Be available to work shifts ranging between 6.00am to 8.00pm on weekdays is essential, with possible extension of these hours.

Employees of DPS are required to be able, and to be seen to be able, to provide professional advice and services to all Senators and Members without favour or prejudice.

	Reviewed and approved by Acting Assistant Secretary, Building Services Banch:
	Siwan Davies

	Date:
	17 January 2013





Please complete the application cover sheet and attach it to the front of your application.

The application coversheet is available on the DPS employment website - http://www.aph.gov.au/About_Parliament/Employment/Department_of_Parliamentary_Services#vac

Please quote “JO585” at the top of the application coversheet.
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