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NDIS Plan Management Support Officer
	Instructions

	1. Address and complete each response demonstrating the situation, action and outcome of each criteria
2. Complete all required fields
3. Complete check boxes and include required documents to ensure your application proceeds to short listing (incomplete applications will not be considered for interview)

	Applicant details  

	Applicant family name
	

	Applicant given name
	

	Preferred contact number
	
	Alternative contact number
	

	Address
	

	Referee list

	Referee 1 details

	Name
	

	Position title
	

	Organisation
	

	Contact number
	

	Relationship to applicant
	|_| Manager/supervisor   |_| Colleague |_| Personal

	Time of relationship to applicant
	|_| Current |_| Previous
	Number of years
	

	Referee 2 details

	Name
	

	Position title
	

	Organisation
	

	Contact number
	

	Relationship to applicant
	|_| Manager/supervisor   |_| Colleague |_| Personal

	Time of relationship to applicant
	|_| Current |_| Previous
	Number of years
	

	Referee 3 details

	Name
	

	Position title
	

	Organisation
	

	Contact number
	

	Relationship to applicant
	|_| Manager/supervisor   |_| Colleague |_| Personal

	Time of relationship to applicant
	|_| Current |_| Previous
	Number of years
	

	Application attachment checklist

	[bookmark: Check39]|_|
	Letter of application 
	[bookmark: Check40]|_|
	Resume/CV 

	[bookmark: Check41]|_|
	Copy of qualifications 
	[bookmark: Check42]|_|
	Key Selection Criteria

	[bookmark: Check43]|_|
	**Police check (less than 3 months old)
	[bookmark: Check44]|_|
	**Colour copy of Working With Children Check

	|_|
	**NDIS Worker Screening Check
	|_|
	Full COVID-19 Vaccination Status

	** Not essential for application (attach if available) - may be applied for if the preferred applicant after interview 




	Applicant name
	

	Visa details (if applicable)

	Visa type & number
	 
	Sponsorship required?
	[bookmark: Check50][bookmark: Check51]|_| YES  |_| No

	Hours required to work weekly for visa
	
	Other restrictions
	

	Key selection criteria 

	Qualifications

	Tertiary qualifications in Accounting and/or Book-Keeping.

	

	Mandatory

	Registration in a financial membership such as AAT, ABA, ICB etc.

	

	Proven ability to achieve high customer satisfaction.

	

	Demonstrated skills, experience and/or understanding of

	Demonstrated experience working in financial systems.

	

	Demonstrated ability to work and communicate with people with a disability in the language, mode of communication and terms that they will understand.

	

	Demonstrated ability to set up an efficient establishment meeting with stakeholders.

	

	Ability to work independently, learn systems efficiently and multi-task in a fast-paced environment.

	

	Demonstrated attention to detail with well-developed administrative and organisational skills to effectively manage high volumes of work and determine priorities, meet targets and deadlines.

	

	Ability to maintain confidentiality at all times.

	

	Demonstrated knowledge and application of computer software, including Microsoft Office and the Internet.

	

	[bookmark: _GoBack]High level verbal and written communication skills that enable effective and appropriate communication with a broad range of people at all levels.

	

	Demonstrated ability to contribute to positive workplace culture and practices.
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