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APPLICATION FORM (HR1)
	POSITION DETAILS                               

	POSITION:
	Manager HR, Administration and Properties

	SALARY LEVEL :
	Band 12

	Base Salary Range:
	Starting at SDR45,110 (approx. US$59,500)

	Equivalent to:
	[bookmark: _GoBack]Starting at US$82,984 including COLDA, Location Allowance (subject to changes in exchange rates)
In addition, insurance, medical, education, rental and other allowances also apply.

	DIVISION:
	Corporate Services Division  

	Instructions – Please ensure to provide the following information.  This application form in its entirety constitutes an essential part of your expression of interest for this position.  Failure to fully complete this form can disqualify your application from further consideration.

	1. PERSONAL DETAILS

	First Name:
	

	Surname:
	

	Date of Birth:
	

	Citizenship(s):
	

	2.  CONTACT DETAILS

	Current Address:
	

	Permanent Address:
	

	Telephone;                    Home;
Work:                                                 
Mobile:                                                     
	

	Email Address:
	

	Skype Address:
	

	3.  OTHER INFORMATION

	Employment with FFA (please tick or highlight)
	 Current                            Previous                   x Never            

	Highest Qualification 
(please tick or highlight)
	  PhD                  Masters               Bachelors       x Other

	4.  POSITION DETAILS CHECKLIST
                               
	Please tick or mark your response with an x

	
	Yes
	No

	(a) Do you have a Bachelor’s degree in Human Resources Management and/or any other relevant area?          
If yes, please specify ……….. 
	Yes
	
	No
	

	(b) Do you have a minimum of 8 years of relevant work experience in the areas of responsibilities for the position? 

	Yes 
	
	No
	

	(c)   Is your CV attached?                                                                                                         (Please note: your CV is assessed together with your application)
	Yes 
	
	No
	

	(f)   Is your introductory covering letter attached? 
 (Please note: your introductory covering letter is assessed together with your application.)                                             
	Yes 
	
	No
	

	(g)  Do you (or family) have any pre-existing medical conditions including disabilities that may affect your employment in Honiara or the agency’s ability to provide adequate medical insurance?
       (Please note:  This is not a formal impediment to employment with the FFA. Issues will be discussed in-confidence.)

	Yes
	
	No 
	

	5.  REFEREE CONTACT DETAILS

	Please note that part of the selection process includes Reference Checks.  By applying for this post you have given the Forum Fisheries Agency permission to contact your past employers.  Please provide names and contact details of three referees from recent employment who can give detailed comments regarding your background and experience. It may be useful to contact your referees to make them aware of your application and alert them that they may be contacted regarding a reference check.(You do not have to nominate your current manager if you feel it is not appropriate)

	Referee 1
	Referee 2
	Referee 3

	Name:   
	
	
	

	Title: eg CEO
	
	
	

	Organisation:

	
	
	

	Address:

	
	
	

	Phone:

	
	
	

	Email:

	
	
	

	


	
	
	

	6. SELECTION CRITERIA
	Please provide a claim for the position that addresses the identified Selection Criteria below. Answers should be restricted to half an A4 page for each criteria. This should be completed in the column next to the Criteria in the box below.  It is important to demonstrate how you meet the criteria by providing specific examples.   (Applicant to Complete).

	Essential Criteria - Qualifications

	1. This role requires a minimum qualification of a Bachelor’s Degree in Human Resources Management and/or any other relevant area, with a minimum of at least 8 years of relevant work experience
	

	Essential Criteria - Experience:

	2. At least 7 years of hands-on-experience as Manager or Assistant Manager Human Resources preferably in a national Government (public service), international or regional organisation.
	

	Essential Criteria – Skills, Knowledge and Attributes

	3. Advanced and detailed knowledge and understanding of relevant laws, regulations and policies 
	

	4. Demonstrated ability to take a proactive and strategic approach to ensure not only legal compliance, but also ethical practices that contribute to FFA’s reputation and long-term success. Solid understanding of regional employment regulations and practices.
	

	5. Possess an in-depth expertise and strategic understanding of a broad range of contemporary HR principles and practices to drive organizational success and influence business decisions 
	

	6. A thorough understanding of contemporary talent acquisition practices, in particular the ability to take a strategic approach to attract, assess and select talent.
	

	7. The ability to move from reactive hiring to proactive talent acquisition and employer branding linked to the workforce planning and succession management processes.
	

	8. A detailed knowledge of Performance Management systems, and the ability to apply performance management processes at the strategic level to enhance individual and organisational productivity and growth
	

	9. A thorough understanding of Learning and development principles and practices, and how they align with organisational goals and future growth and the ability to foster continuous learning, innovation and leadership development
	

	10. A detailed knowledge of the HRIS tools and analytics capabilities so that information can be utilised to drive strategic decision making, enhance employee experience, and align with organisational goals
	

	11. Strong Microsoft skills in Word, Excel and Adobe and other common Office applications
	

	12. Excellent written and spoken communication skills with advanced interpersonal skills to effectively promote new ideas and influence others.
	

	13. Excellent planning, budgeting and organisational skills.
	

	14. Possess strong problem-solving and analytical skills
	

	15. Attention to detail
	



The above presents part of my bid for this position.  In submitting this application I confirm that I have a genuine interest in this role and would be willing to participate in the selection process if successful for interview.  

	


Signature: 
(Type name if submitting electronically)
	


Date: 
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