Australian Embassy - Tokyo

Job Application Cover Sheet

1. Particulars of Position Applied For

	Reference Number
	Position Title
	Closing Date

	#188
	Events Manager
	9 a.m. on Monday 17 January 2011


2. Personal Particulars

	Title
	Surname
	Given Name(s)

	
	
	


	Work Number (incl. Area Code)
	
	Postal Address

	
	
	

	Home Number (incl. Area Code)
	
	City, Suburb or Town
	
	Postcode

	
	
	
	
	

	Other Number (eg Mobile)
	
	Email Address
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	Professional Referee’s Name: 
Referee’s Name
	
	Professional Referee’s Name: 

	Company Name: 
Position Title: 

	
	Company Name: 

Position Title:
             

	Contact Number: 
	
	Contact Number: 

	Email Address: 
	
	Email Address: 


NOTE: 

Contact details of two (2) professional/business referees must accompany your application.  Please include an email address.

3. Current Employment:

	Month/Year

Commenced
	Employer
	Position

	
	
	

	Brief Description of Duties carried out.

	


4. Previous Positions Held 

	Month/Year

Commenced
	Month/Year

Finished
	Employer
	Position

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


5. Academic Qualifications

	Year Received
	Qualification
	Institution

	
	
	

	
	
	


6. Languages

	Language
	Proficiency Level

	
	

	
	


7. Where did you first learn about this position?
	


8. Other e.g. Awards, Academic Appointments, Publications, Professional Associations, etc

	


7. Applicant’s Statement

The above information, to the best of my knowledge, is true and correct. I consent to the Australian Embassy - Tokyo collecting and using information, and to relevant employers disclosing information, in relation to my work performance and conduct for the purpose of assessing my suitability to carry out the duties of the job I have applied for, and suitability to become an employee at the Australian Embassy Tokyo.

I also acknowledge that I am willing to undertake mandatory security checks should I be successful in gaining a position.

	Date

	


Signature


In order to be considered for an interview, please ensure that the following documentation is included as part of your application: 

(
Completed Job Application Cover Sheet
( 
Responses to Selection Criteria (please go to the next page)

· English CV (Current)

· Email to jobstokyo@dfat.gov.au 
Applications should be sent to the Australian Embassy by 9 a.m. on Monday 17 January 2011.
You will only be contacted should you be successful in gaining an interview.
Thank you for your interest in working for the Australian Embassy Tokyo.

AUSTRALIAN EMBASSY TOKYO

SELECTION CRITERIA

Events Manager
Reference #188
In the spaces below each criterion, please provide a brief statement in English on how you believe that you meet each criterion.

1. Proven organisational skills-ability to handle multiple tasks and prioritise effectively.
2. Proven experience in logistics and budget management.
3. Well-developed interpersonal and negotiation skills including the capacity to attract sponsorship, and build strong relations with key stakeholders
4. Ability to coordinate productive team relationships and open communications with colleagues.
5. Management skills necessary to undertake the allocation and monitoring of resources, and to contribute to the development of events corporate strategy.
· 6. High proficiency in spoken and written English and spoken Japanese.
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