Australian High Commission
Fiji

Candidate Information Pack
Visa Processing Officer
LE3

Applications Close: 4.00pm, Monday, 24 July, 2017

Submit applications to:
‘Vacancy – Visa Processing Officer’
Australian High Commission, Suva
PO Box 214
Suva, Fiji Islands
Or email to ahcsuvavacancy@dfat.gov.au
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Applying for a Job with an Australian Embassy, High
Commission or Other Post
In general, selection decisions for jobs and promotions within Australian embassies, high
commissions or other posts are based on three elements: a written application, referee
report/s and an interview.
The following guidelines aim to assist staff prepare a written application, prepare for an
interview and to prepare their referees to provide a comprehensive and supportive referee
report.

1. The Written Application
To be considered your written application must include a brief CV and a statement of claims
addressing the selection criteria.
Your CV should be brief (no more than 3 pages) and include your current position, previous
positions (working backwards), academic qualifications, languages, and other relevant
information– including publications, awards.
All advertised positions have a corresponding duty statement setting out the responsibilities
and tasks required in the job. The selection panel will use this and the selection criteria, based
on the duty statement, to assess applications. The selection criteria describe the personal
qualities, skills, abilities, knowledge and qualifications (if any) a person needs to perform the
role effectively.
The statement of claims addressing the selection criteria is your first opportunity to
demonstrate your claims against the duty statement and selection criteria. Read the duty
statement carefully and ensure you address each criterion. Use workplace achievements to
demonstrate you have certain skills or experience rather than assertions about skills or
experience. Use recent examples as far as possible.
The following STAR points are useful guides in outlining your competency or experience
against to each duty/criterion.
Situation
Set the context by describing the situation in
which you demonstrated the skills or
qualities and gained the experience.
Task
Describe the task

Actions
What did you do and how did you do it?

Results
What did you achieve? What was the end
result and how does it relate to the job that
you have applied for?

If you find it difficult to identify strong examples for each duty/criterion, you can still show
you understand what’s required and how it should be done.
The application is also used by the selection panel to assess an applicant’s writing and
organisational skills as well as their eagerness for the job. Make sure your application is
succinct, focussed and well organised. Show that you are well prepared and thorough by
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ensuring it is sufficiently detailed and coherent as well as free of spelling or grammatical
mistakes. Where possible, have someone, such as a colleague or supervisor, read over your
application before lodging it.
While the position you are applying for is not an Australian Public Service position, the
Australian Public Service Commission website provides some good information on how to
address selection criteria. This link to a fact sheet about addressing selection criteria may
assist you in preparing your application. http://www.apsc.gov.au/publications-andmedia/current-publications/cracking-the-code/factsheet5
2. Referee Reports

3. The Interview

Referee comments are a very important
element of your application. You will be
required to supply contact details of at least
one referee. Your referee should be the
person most familiar with your work, who
can comment on your ability to perform
against each duty/criterion. It is helpful if
they are able to provide work-specific
examples against each duty or selection
criterion.

Many people are nervous about interviews.
Solid preparation is the key to a successful
interview.
On the basis of the duty statement and/or
selection criteria, you may be asked a range
of questions to demonstrate your skills and
abilities. These could include behaviouralbased questions and hypothetical scenario
questions.
The following interview tips might be
helpful:

You should assist referees by providing
them with a copy of your application, the
duty statement for the job/selection criteria
and any other relevant materials. It is your
responsibility to advise your referee/s that
they will be contacted and to prepare them
to be in a position to answer well all the
questions they are asked.

 Know your own story:

 your key selling points;
 examples of achievements relevant to
the duty statement and selection
criteria; and
 what you might have done differently
with the benefit of hindsight

 Know the role and its broader context:

 be familiar with the duty statement;
 understand the work level standards
required;
 understand the broader context: the
mission’s and Department’s priorities
and how the job you are applying for
fits into this picture; and
 be aware of current affairs
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Practice aloud to get comfortable with
the wording of examples you might use,
but don’t learn responses by rote – you
don’t know what the questions are yet!
You may be given a copy of the questions
a few minutes before interview.
Be ready to jot down some notes
Dress appropriately for the interview and
check your appearance in the mirror.
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You should feel comfortable
confident with your appearance








and

Questions tend to be broad, open,
behaviour-based questions to allow you
to convince the interviewer of your
suitability for the job/promotion
Present clearly and confidently
Questions need to be answered as if you
were already at the level
Follow the STAR principle – Situation,
Task, Actions, Results
Manage your time. If you have a 20
minute interview, you can’t afford to
spend 15 minutes on your first answer
You may be asked if there is anything you
want to add – be ready



Remember the 6 P rule:
Proper Prior Preparation Prevents Poor
Performance.
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About the Australian High Commission in Suva
The Australian High Commission is located at 37 Princes Road, Tamavua, Suva.
Australia has had diplomatic representation in Fiji since 1964.
The Australian High Commissioner to the Republic of the Fiji Islands is the official
representative of the Australian Government in Fiji. The High Commissioner is also Australia's
Permanent Representative to the Pacific Islands Forum Secretariat.
The Deputy High Commissioner is accredited as High Commissioner to Tuvalu.
The following Australian Government departments are represented at the High Commission:
 Department of Foreign Affairs and Trade (DFAT)
 Australian Trade Commission (Austrade)
 Australian Federal Police (AFP)
 Department of Defence
 Department of Immigration and Border Protection (DIBP)
 Australian Centre for International Agricultural Research (ACIAR)
Additional information pertaining to the Australian High Commission can be obtained from
our website www.fiji.embassy.gov.au
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Position Description
Agency

Department of Immigration and Border Protection

Position number

Various

Title

Visa Processing Officer

Classification

LE3

Section

DIBP

Reports to

DIBP Program Manager

Contract Type

Fixed term (2 years)

Salary Range

FJD32,853 – FJD39,056

About the Department of Immigration and Border Protection (DIBP)
DIBP manages a diverse portfolio responsible for protecting Australia’s border. This includes
managing migration, humanitarian and citizenship policy and programmes, as well as matters
relating to trade and the movement of goods across the border. It works to keep Australia secure
through border management and facilitates travellers to enter Australia on a temporary or
permanent basis. DIBP strives to make fair and reasonable decisions for people entering Australia,
ensuring compliance with Australia’s immigration laws and integrity in decision-making.
About the Australian High Commission in Suva
The Australian High Commissioner to the Republic of the Fiji Islands is the official representative of
the Australian Government in Fiji. The High Commissioner is also Australia's Permanent
Representative to the Pacific Islands Forum Secretariat.
About the position
Under general supervision, Visa Processing Officers undertake a range of tasks including visa and
citizenship processing and undertake procedural, clerical and administrative tasks. They may
conduct integrity verification checks, integrity analysis and assist with the preparation of reporting.
The key responsibilities of the position include but are not limited to:


Apply an understanding of relevant migration legislation, policies and procedures to provide
accurate, timely, consistent and appropriate information to visa applicants through client
service channels.
 Manage a case load of Temporary Entry visa applications – adhering to agreed assessment
targets and timeframes and to the Quality Assurance framework and benchmarks.
 Analyse various sources of information and use judgement to determine authenticity of visa
applications and of the documents submitted in support of the applications to make
independent, lawful decisions, referring complex cases to a more senior level.
 Record case notes to provide a clear and accurate history of actions taken and/or advice given
and prepare correspondence.
 Maintain and monitor data in the various information management systems.
 Provide assistance to other team members, undertaking straightforward quality assurance
tasks or activities when necessary.
 Contribute to section planning and to improved work practices.
 Assist in responding to client enquiries.
<Agency> <Role> <Year>
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Qualifications/Experience







Previous experience in lawful decision-making desirable
Tertiary qualification desirable
Experience in dealing with difficult clients
Experience in Microsoft suite of programs
Knowledge or experience in general office work/processing/client service
Demonstrated capacity to work as a member of a small team

Selection Criteria
Please provide a response to each Selection Criteria. Applicants must write no more than ½ page
or 500 words for each of the selection criteria stated below. Please note that your application will
not be considered if this is not done.
1. Experience in making sound decisions, and exercising judgment and integrity in applying
relevant legislation and policy.
2. Well-developed English written and oral communication skills and an ability to communicate
professionally and effectively with a diverse range of internal and external stakeholders,
including dealing with difficult clients.
3. Ability to set priorities and manage workloads to achieve outcomes within deadlines.
4. Experience of working proactively within teams to deliver high standards of client service.
5. Sound analytical and administrative skills with the ability to use initiative
NB: Working for the department requires the highest standards of conduct. Exemplary ethical
conduct on the part of the department's employees contributes significantly to the standing of the
department in Australia and overseas and the overall effectiveness of its work. Employees are
required to comply with the LES Code of Conduct.

Additional information pertaining to the Australian High Commission can be obtained from our
website www.fiji.embassy.gov.au
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APPLICATION COVER SHEET
Please ensure that you complete all details in this coversheet and attach to the front of
your application submission. Please note applications that do not include this
coversheet, may not be considered.

1. Position Details
Please list the position you are applying for:
Position Title:
LES Classification Level:
Have you addressed the selection criteria?

Yes



No



2. Personal Details
Personal Particulars
Dr 
Mr 

Mrs



Ms



Other



Surname:
Given Names:
Date of Birth:
Postal Particulars
Postal or Residential

Country
Contact Details
Preferred contact number:
Mobile contact number:
Preferred email address:

Residency Details:
Please indicate your residency status in Fiji:
Fiji Citizen 
Other residency status (e.g. work, study permit)



If you are here on a work permit, please state duration
If you are not Fiji Citizen, please state your citizenship:
Equity and Diversity
Person with a Disability:
<Agency> <Role> <Year>

Yes 
No
Choose not to give this information
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3. Employment Details
Please list your current employment status:

Ongoing
Contract




Non-Ongoing



Please provide your current classification and/or job title:
Please list your current employer:
May we contact you at work?

Yes



No



4. Referee Details
Please provide contact details of two referees who would support your application.
(Please note that one of the referees should be a current Supervisor/Manager)
Primary Referee:
Name of Referee:
Contact Telephone Number:
Name of Organisation:
Position in Organisation:
Email:
Secondary Referee:
Name of Referee:
Contact Telephone Number:
Name of Organisation:
Position in Organisation:
Email:

5. Declaration
I hereby declare that all the information contained within the coversheet, my resume and
my response to the selection criteria for consideration for employment by Australian High
Commission is correct and that I understand that the Australian High Commission may
make any necessary enquiries to verify my claims and assess my suitability.

Signature:

Date:

Please ensure that you complete the coversheet and submit it along with your
response to the selection criteria and resume, using ONE of the following
methods:

1. Post your submission to:
P O Box 214
SUVA

OR 2. Email your submission to:
ahcsuvavacancy@dfat.gov.au

Applicants who may have a disability may wish to indicate this in your application so that
the selection committee may be appropriately structured or to ensure any special
equipment needed is provided for an interview.
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