| Application form | Trainee Business Administration |
| Term contract for up to 18 months, full-time |


Note: Please provide specific examples for each criterion, rather than what is stated in your résumé.


· [bookmark: _Hlk164854279]Full name: Click or tap here to enter text.

· Contact phone number: Click or tap here to enter text.

· Please indicate whether you are a veteran by checking the following box: ☐

· Please complete below your claims towards the selection criteria:


ESSENTIAL

1. Please explain why you are interested in undertaking a traineeship within Business Administration/Business or Local Government.
Click or tap here to enter text.

2. What career or field do you hope to go into following completion of your traineeship?
Click or tap here to enter text.

3. Describe your previous work experience in customer service, administration or other service industry. 
Click or tap here to enter text.

4. What strategies do you use to stay organised when managing multiple tasks?
Click or tap here to enter text.

5. How do you plan to balance study requirements with your work responsibilities?
Click or tap here to enter text.

6. Please indicate your level of experience in the use and application of the Microsoft suite of products (Word, Excel and Outlook).
Click or tap here to enter text.


Provide copies of your:
· If recently completed - Higher School Certificate, and  
· C Drivers Licence (Provisional license is acceptable)


DESIRABLE

1. Please provide details of any work experience you may have had in an office environment or a customer service role.
Click or tap here to enter text.
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