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Thank you for your interest in employment with the Ministry of Education. If you decide to proceed with an application, you will need to provide a full curriculum vitae (CV) and a covering letter along with the completed application form. To assist you, below is some important information on the recruitment and selection process.

Application Fact Sheet

HOW TO APPLY
You can apply in one of two ways.

1. Download the application form from our website and email, along with your CV and covering letter, to the email address stipulated in the job advertisement.

2. Download the application form from our website and send, along with your CV and covering letter, to the physical address provided in the job advertisement.

The application form must accompany all applications. Please ensure you include details of your experience, qualifications and strengths which you consider relevant to the position(s) and its requirements. If you have any difficulty in understanding any part of the job description, please contact the person indicated in the advertisement.

The Ministry of Education has a policy of equal employment opportunities. All candidates selected to attend an interview are advised that they may bring along a whanau or support group. Please advise us when you apply for a position if you intend to do so. Our expectation is that a whanau/support group would include up to four members. All travel costs for whanau/support groups are met by the applicant.

SHORTLISTING
Once applications have closed, a panel is usually convened to assess which applicants most closely meet the competencies outlined in the position description and job advertisement. Shortlisted applicants are then invited to attend an interview. If you are successful in gaining an interview you will be notified of the interview time, place, location and the names of panel members. We will endeavour to provide you with as much notice as possible.

PREPARATION FOR THE INTERVIEW

The purpose of an interview is for the panel to meet you, to collect information from you about your suitability for the role and to assess the match between you and the requirements of the job. Your aim in the interview should be to:
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	Build a rapport with the panel members
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	Show the panel that your skills match the requirements of the job
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	Demonstrate your understanding of the job and the Ministry
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	Gather information about the job to help you decide if it is the right one for you.


Preparation is the key to a successful interview. Before the interview we recommend you:
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	Read the position description carefully. Think about what is required in the role and develop a list of examples to demonstrate you have the necessary skills and abilities.
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	Think about the key messages and impressions that you want to give about yourself, e.g. strengths.
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	Prepare any questions you may want to ask.
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	Practice answering interview questions (refer to the description of the interview type below).
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	Prepare any examples that will help you to answer the likely questions and show your suitability for the role.
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	Find out about the Ministry by visiting our website at www.minedu.govt.nz, reading any of our publications or getting a copy of our Statement of Intent or Annual Report documentation.


WHAT TO EXPECT AT A MINISTRY INTERVIEW
Typically, you will be interviewed by a panel. The panel usually includes the person who is the manager of the position and we try to give the panel gender/cultural balance as well as external representation where appropriate. The Ministry conducts behavioural interviews which means you will be asked questions that require you to provide specific examples of when you have done something specific in your working or personal life. These will be directly related to the competencies for the role. For example, a question may be - Tell me about a time when you had a complex problem to solve – what was the problem, how did you go about solving it? The panel are seeking for you to describe a specific event that you were involved in. There will be probing questions that follow this initial question. The key reason we use this type of questioning is because what you’ve done in the past is a good predictor of what you’ll do in the future.

PSYCHOMETRIC TESTING AND REFEREES
Our selection processes may include psychometric testing and reference checking.  In the case of psychometric testing, these tests are used to assist with an assessment of how well a person will perform in a particular job or environment. We will only test for aspects or factors relevant to the job applied for, e.g. critical reasoning and numeracy. Alternatively, we may use work samples or presentations as part of an interview process.

Reference checks may be carried out on preferred appointees. We will not contact referees without first seeking permission in accordance with our obligations under the Privacy Act.

THE APPOINTMENT
The guiding principles that support the Ministry’s recruitment policies and processes are:
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	Selection on merit
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	Open, honest, lawful and transparent processes
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	Valuing diversity
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	Protecting privacy.


All shortlisted applicants will be informed whether their application has been successful or not as soon as possible after their interview. Most appointments are provisional as current Ministry employees have 10 working days to request a review of appointment in terms of Section 65 of the State Sector Act. 

We keep all personal information you provide us (your cover letter, CV and application forms) until the end of the review period. At this time or shortly after, all personal information (not statistical information) about any unsuccessful applicants is destroyed.

PRE-EMPLOYMENT CHECKS
It is vital that those who work for us are honest and trustworthy. As part of our pre-employment checking process, we may complete all or some of the following checks – they are position specific so they may not be a requirement for every appointment. These will be made known to you at the time they are required as part of the process.
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	Criminal convictions checks
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	Bankruptcy checks
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	SIS checks.


ANY ASSISTANCE OR QUESTIONS
Any questions or assistance with your application or the interview process should be directed in the first instance to the contact person named in the job advertisement.

Application Form

SECTION 1: APPLICATION FOR VACANCY

APPLICATION DETAILS:
Vacancy Number:
______________________________
Position Applied For:
_______________________________________________________
Closing Date:
______________________________
SECTION 2: PERSONAL DETAILS

NAME AND CONTACT DETAILS:

Family Name:
____________________
First Name(s):
____________________
Known as (Alias):
____________________
Address:
_________________________________________________________________

_________________________________________________________________
Telephone:


Home:
____________________
Business*:
____________________
* Tick if you may be contacted at work…  FORMCHECKBOX 


Mobile:
____________________
Email:
____________________
SECTION 3: CITIZENSHIP AND RIGHT TO WORK

QUESTION 3A:
ARE YOU A NEW ZEALAND CITIZEN?

 FORMCHECKBOX 
 Yes
Go to SECTION 4: MEDICAL DETAILS
 FORMCHECKBOX 
 No
Go to Question 3B: Permanent Resident status

QUESTION 3B:
DO YOU HAVE PERMANENT RESIDENT STATUS?

 FORMCHECKBOX 
 Yes
Go to SECTION 4: MEDICAL DETAILS
 FORMCHECKBOX 
 No
Go to Question 3C: 
Current Work Permit

QUESTION 3C:
DO YOU HAVE A CURRENT WORK PERMIT?

 FORMCHECKBOX 
 Yes
Go to SECTION 4: MEDICAL DETAILS
 FORMCHECKBOX 
 No
You may not be eligible to be employed at MOE.

SECTION 4: MEDICAL DETAILS

Have you had an injury or medical condition caused by the gradual process, disease or infection – for example, hearing loss, occupational overuse syndrome – which the tasks of this job may aggravate or contribute to?

 FORMCHECKBOX 
 Yes
 FORMCHECKBOX 
 No

If YES, what are the details of the injury/medical condition? How is your performance likely to be affected?

________________________________________________________________________________________________________________________________________________________________
SECTION 5: CRIMINAL CONVICTIONS
SECTION 5A:
INFORMATION FOR DISCLOSURE OF CRIMINAL CONVICTIONS
NOTE:
The Ministry of Education requires you to disclose all convictions unless they are covered by the Criminal Records (Clean Slate Act) 2004.

WHAT MUST YOU DISCLOSE?

You must declare all of your convictions (in Section 5B below) if you have:
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	been convicted of an offence within the last 7 years; OR
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	been sentenced to a custodial sentence (e.g. imprisonment, corrective training, borstal); OR
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	been ordered by a Court during a criminal case to be detained in a hospital due to your mental condition, instead of being sentenced; OR
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	been convicted of a “specified offence” (e.g. sexual offending against children and young people or the mentally impaired); OR
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	not paid in full any fine, reparation or costs ordered by the Court in a criminal case; OR
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	been indefinitely disqualified from driving under section 65 Land Transport Act 1998 or earlier equivalent provision.


PLEASE ANSWER THE FOLLOWING BASED ON THE ABOVE CRITERIA. TICK ONE BOX ONLY:

 FORMCHECKBOX 

No, none of the above criteria applies to me or I have no convictions.
Go to Section 6: DECLARATION.

 FORMCHECKBOX 

Yes, at least one of the criteria applies and I will disclose my criminal convictions in the table in Section 5B: DISCLOSURE OF CRIMINAL CONVICTIONS.

SECTION 5B:
DISCLOSURE OF CRIMINAL CONVICTIONS

Note:
The declaration of a minor offence does not mean that employment will not be granted. However, the non‑declaration of an offence that you are required to disclose will be seen as a misrepresentation of a criminal record and treated accordingly.

	Offence
	Year Committed
	Give Details of Fine/PD/Supervision/Imprisonment

	_________________________
_________________________
_________________________
_________________________
	_________
_________
_________
_________
	_________________________
_________________________
_________________________
_________________________


SECTION 6: DECLARATION

I certify the information provided is correct and no relevant material/information has been omitted:

Signed: __________________________________
Date: ______________________________
This information will be used for the purposes of processing this application and any review that may result from an appointment. Please note that if you give any incorrect or misleading information or have omitted any important information during the appointment process, you may be disqualified from consideration, or, if appointed, be liable for dismissal.

SECTION 7: WHAT NEXT?

1. Please check that all sections of this application are completed, signed and dated.

2. Attach your curriculum vitae and a letter of application. 

3. Mail it to the person stated in the advertisement.

Note 1:
The CV should be in A4 format on white or pale coloured paper and should be stapled, not bound. It should provide evidence of the knowledge, skills and abilities you have for this position in terms of the job description and advertisement.

Note 2:
Please note that we will not return your CV and its attachments.

Note 3:
All appointments made are subject to the provisions of the State Sector Act 1988 and its amendments. The Ministry provides a smoke-free environment. Interviewees may bring support people with advance notice.

SECTION 8: RECRUITMENT PUBLICITY: HOW DID YOU LEARN OF THIS VACANCY?

Place a tick in the appropriate box and, if requested, provide details.

Newspaper
 FORMCHECKBOX 

Please specify: ______________________________
Website
 FORMCHECKBOX 

Please specify: ______________________________
Word of mouth
 FORMCHECKBOX 

Network
 FORMCHECKBOX 

Recruitment Agency
 FORMCHECKBOX 

Other
 FORMCHECKBOX 

Please specify: ______________________________
	Please complete the following panel for confirmation of receipt of application:

Ministry of Education Receipt of Application

Name: _________________________________________________________________  

 Address: ___________________________________​​​​​​​​​​​​​​____________________________

_______________________________________________________________________

​​​​​​​​​​​​​​​_______________________________________________________________________

Position Applied for: ______________________________________________________   

Vacancy number: _____________________


This page will be removed before applications are considered.
SECTION 9: EQUAL EMPLOYMENT OPPORTUNITY STATISTICS
The Ministry of Education is committed to Equal Employment Opportunities. The following networks are actively supported within the Ministry: 

· Maori Caucus

· Differently-abled Network

· Pasifika Caucus

· Lesbian, Gay, Bisexual and Transgender Network

To comply with the State Sector Act 1988, the Ministry of Education is required to collect statistical information to monitor Equal Employment Opportunities. This information is voluntary and is gathered for statistical purposes only. It will not form part of your application for this position.

Vacancy Number:
______________________________
Position Applied For:
____________________________________________________
Closing Date:
______________________________
Please tick the appropriate boxes:

Gender:
 FORMCHECKBOX 
 Male
 FORMCHECKBOX 
 Female

Ethnicity:
 FORMCHECKBOX 
 New Zealand Maori
 FORMCHECKBOX 
 New Zealand European

 FORMCHECKBOX 
 Pacific Islander
 FORMCHECKBOX 
 Asian

 FORMCHECKBOX 
 Other European
 FORMCHECKBOX 
 Other Ethnic Origin

Disability:
The following is the Recommended International Standard of Disability used by the World Health Organisation:

'Your activity is limited by a long-term condition or health problem, that has lasted six months or more (or is expected to last six months or more).'

Do you consider yourself to be in this category?

 FORMCHECKBOX 
 Yes
 FORMCHECKBOX 
 No
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