
[image: image1.emf]    Applicant C   Address     Date       To Whom It May Concern       COMPLAINTS   MANAGER,  INVESTIGATION UNIT    –   POSITION NO.  98765       I wish to apply for  this position, which I have held at the AO7 level since  May 2011 .  In that  time I believe I have fulfilled the key responsibilities and  performed   the essential  criteria of  the role to a high level.   With regard to the desirable criteria, I hold an honours degree in  Psychology   and on a daily basis put into practice my knowledge of HR practices and of the  Public Sector Employment and Management Act.     I have also had the opportunity to obtain a  broader view of the operation of the unit and of  the agency   as a whole during the seve ral  occasions  o n which I have acted in the role of Director   of the unit .       I strongly support  rights of   employees  to make complaints , and  try , for the sake of all parties,  to facilitate as swift a resolution as possible of the matters lodged with this offi ce.    This has  included holding mediations, using the skills learned and developed during my time at the  Human Rights and Equal Opportunity Commission and consolidated through LEADR  training.    However, even when alternative dispute resolution is not appropr iate, I am always  aware of the pressure an appeal or grievance can create for employees and agencies, and  do my utmost to minimise the time taken to  bring about   an outcome.     I believe I have made  a considerable contribution to the significant reduction in   the finalisation times for  complaints    achieved by the unit since 20 11 .     Please do not hesitate to contact me should you require any further information.       Yours sincerely          Applicant C         Referees :     XXX                   Position    Reporting relationship                   XXX   Position    Reporting relationship    


To Whom It May Concern

CURRICULUM VITAE OF APPLICANT C

NATIONALITY

        

Australian          


ADDRESS                     


3 Jones Street






Darwin






Mobile:   0412345678

EDUCATION

            

Bachelor of Arts (Honours)
                                         

Flinders University 






(double major in Psychology)

                           


Cambridge Certificate of English Language Teaching to Adults 

South Australian College of English

ADDITIONAL

RELEVANT TRAINING
Human Rights and Equal Opportunity Commission Conciliation Training

LEADR Mediation Training
EMPLOYMENT HISTORY

July 2011 - present 


Complaints Manager (AO7)

Department of Communications
Key responsibilities:


· Manage complaints in a strategic, flexible and innovative manner to achieve optimum outcomes including, where appropriate, using alternative dispute resolution practices

· evaluate agency actions/decisions and make recommendations and prepare reports for the CEO 

· Provide advice to the CEO, the Director and senior HR officers on matters relating to complaints

· As required, provide training on all aspects of the functions  of the complaints unit

Mar 2005 – July 2011


Freelance Translator






Vienna, Sydney, Darwin
Translation of chiefly legal and financial documents from German to English for clients in Austria and Germany
Feb 2002 - Feb 2005


Chief Translator and English Language Consultant




University of Vienna
Key responsibilities:


Provision of publishable-standard translations of documents relating to all aspects of the university’s operations, including all Board documents 
 





Ad hoc language consultancy to academic and non-academic staff 

July 1998 – Feb 2002


Teacher of English to adults





Wall Street Institute, Vienna
Key responsibilities:


Teaching English at all levels on a one-to-one basis to employees of the Institute’s client companies.

June 1996 – Dec 1997 


Director, Northern Territory 





Human Rights and Equal Opportunity Commission

Key responsibilities:


Management of the Commission’s NT office

Commissioners’ Delegate for administration of the Sex Discrimination Act, the Race Discrimination Act, the Disability Discrimination Act, and the Human Rights and Equal Opportunity Act.

Ensure timely and appropriate handling of complaints brought under the Commission’s legislation

Provision of training and community education, in relation to the Commission’s legislation, to public, private and non-government organisations

May 1992 – June 1996


Conciliator (APS6)





Human Rights and Equal Opportunity Commission

Key responsibilities:


Investigation and conciliation of complaints of discrimination brought under the Commission’s legislation.  This involved:

· assessment as to whether the complaints were within jurisdiction;

· assessment as to whether complaints should be resolved by conciliation between the parties, or other means;

· conducting conciliations; and

· preparation of reports on complaint outcomes for the Commissioner’s delegate.

Assistance in provision of community education on the Commission’s legislation
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To Whom It May Concern





COMPLAINTS MANAGER, INVESTIGATION UNIT  – POSITION NO. 98765





I wish to apply for this position, which I have held at the AO7 level since May 2011.  In that time I believe I have fulfilled the key responsibilities and performed the essential criteria of the role to a high level.  With regard to the desirable criteria, I hold an honours degree in Psychology and on a daily basis put into practice my knowledge of HR practices and of the Public Sector Employment and Management Act.  I have also had the opportunity to obtain a broader view of the operation of the unit and of the agency as a whole during the several occasions on which I have acted in the role of Director of the unit. 



I strongly support rights of employees to make complaints, and try, for the sake of all parties, to facilitate as swift a resolution as possible of the matters lodged with this office.  This has included holding mediations, using the skills learned and developed during my time at the Human Rights and Equal Opportunity Commission and consolidated through LEADR training.  However, even when alternative dispute resolution is not appropriate, I am always aware of the pressure an appeal or grievance can create for employees and agencies, and do my utmost to minimise the time taken to bring about an outcome.   I believe I have made a considerable contribution to the significant reduction in the finalisation times for complaints  achieved by the unit since 2011.



Please do not hesitate to contact me should you require any further information.  
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