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Temporary Employment Register
Parliamentary Service Level 3, Hansard Transcriber
$58,346 to $60,972 (full-time equivalent)
Hansard, Content Management Branch
A temporary employment register has been established to identify people with suitable transcription skills who are interested in casual employment in Hansard. Casual work in Hansard is irregular and may be offered during periods of peak workload, particularly parliamentary sitting weeks and Senate estimates
Where possible, casual Hansard Transcribers are given advance warning that their services will be required, but at times they may be offered work at short notice. Casual work in Hansard is generally offered between Monday and Friday, including night work. Work will be offered on an hourly, part-day or daily basis depending on operational requirements.
Casual employees will be paid a 25% loading in addition to the base hourly rate in lieu of payment for public holidays and accruing any type of leave, except long service leave. In addition, an allowance of 4% is payable for evening duty.
Who are we looking for?
We are looking for people with suitable transcription skills who are interested in casual employment in Hansard.
Who to contact?
For further information about this position, please contact Christine White, Director Hansard Performance and Future Direction, on (02)62772858.
How to apply?
To apply, send us your CV as well as a one- to two-page application addressing the selection criteria. The application does not need to address all elements of the selection criteria in detail; instead, you should briefly identify one or two examples of your experience or skills that are relevant. If you are selected for interview, you will be expected to provide more information about how your experience and skills enable you to satisfy the criteria.
If you are unfamiliar with addressing selection criteria, this link to the Australian Public Service Commission’s fact sheet will provide useful information:
http://www.apsc.gov.au/publications07/crackingthecodefactsheet5.htm
Attach a completed DPS job application cover sheet to your application:
http://www.aph.gov.au/DPS/employment.htm.



Send your application, citing job reference number JO442:
by email to dps.recruitment@aph.gov.au
by mail to The Recruitment Adviser, DPS, Parliament House, PO Box 6000, CANBERRA ACT 2600; or
[bookmark: _GoBack]by fax to (02)62773950.
When to apply?
The register is open for 12 months, and applications will remain on the register until it closes. Please advise us if you no longer wish to be considered for temporary employment at any stage. You may subsequently reapply for registration.
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 security and character clearances.
Section 22 of the Parliamentary Service Act 1999 requires that employees of the Parliamentary Service are generally required to be Australian citizens. However, if you are not an Australian citizen you may 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 time frame could lead to termination of engagement.
There are restrictions on the employment of people who have received a redundancy. If you have accepted a redundancy benefit, within the previous 12 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 fall within this category please contact HR Services on (02)62775200 to discuss your eligibility.
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. Department of Parliamentary Services Enterprise Agreement 2011;
Parliamentary Service Act 1999;
Parliamentary Service Determinations; and
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Parliamentary Service Level 3 (PSL3), Hansard Transcriber
Duty Statement

	Classification:
	Parliamentary Service Level 3

	Position No.:
	Various

	Local Title:	
	Hansard Transcriber 



	Branch:
	Content Management Branch (CMB)

	Section:
	Hansard

	Immediate supervisor:
	EL1

	Security assessment:
	Not assessed




Undertake duties in accordance with the agreed standard for Parliamentary Service Level 3. The duties will include, but are not limited to, the following:

1.	Transcribe chamber and committee turns in a timely manner with limited supervision.

2. Log and monitor committee hearings.


	
	Reviewed and approved by Assistant Secretary:
	Karen Greening 

	Date: 
	January 2012






Selection Criteria

	Classification:
	Parliamentary Service Level 3
	

	Position No.:
	Various
	

	Local Title:	
	Hansard Transcriber
	



	1. Ability to transcribe to the designated standard in a timely manner using appropriate technology.
2. Good knowledge of English expression together with a high level of general knowledge with particular emphasis on political and current affairs. 
3. Strong client focus and commitment to providing effective services.
4. Capacity and willingness to suggest better ways of performing tasks.
5. Capacity to work in teams and value other staff and ability to communicate clearly.



6. Eligibility/Other Requirements: 	Performing transcriber duties may 							require night work.




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 Assistant Secretary:
	Karen Greening

	Date:
	January 2012
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