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As the South Australian Tourism Commission (SATC) is a relatively small Government Statutory Authority, opportunities to recruit and take on new staff are limited to when existing staff resign, transfer or a new initiative, project or event commences.

When jobs go to external press (as some opportunities are advertised internally only), the SATC generally uses the Weekend Advertiser (Saturday) and are also advertised on our corporate website www.tourism.sa.gov.au. In some cases the Weekend Australian, Regional Papers or relevant Trade Magazines may be used.

If you wish to submit a general application or expression of interest, please send a copy of your Curriculum Vitae and a covering letter outlining what area of the SATC you have the relevant skills and abilities in to GPO Box 1972, Adelaide, SA, 5001 attention to Human Resources.

HOW TO RESPOND TO A SATC JOB ADVERTISEMENT

1. Obtain a Copy of the Position Description
Each position within the SATC has it’s own Position Description that outlines the following:

· Main objective,

· Position activities and performance measurements,

· Key challenges and relationships,

· Knowledge, skills and abilities (both essential and desirable),

· Key competencies, and

· Position dimensions and special conditions.

On most job adverts, there will be a contact person that you will be able to acquire a copy of the Position Description from, which can be emailed, posted or faxed to you.

2. Preparing Your Application
When preparing your application, it is important to note that the SATC only requires one stapled copy of your application. The following layout is the preferred for all SATC advertised positions:

· Covering letter outlining your relevant knowledge, skills and experience (try to keep to 1 to 2 pages)

· Copy of your Curriculum Vitae

Remember, if you are stating that you meet relevant skills, knowledge and experience in your application letter, back it up with examples of how you meet these.

3. Sending Your Application
Once you have prepared your application, aligning it to the Position Description, it is important to ensure that your application is received on time and prior to the close off date so that it can be included in the short-listing for the interview process. This can be done in two main ways:

· Mail your application to the relevant person and address as outlined in the Job Advertisement

· Drop your application into the SATC Reception on Level 3, 121-125 King William St, Adelaide

· As a last resort, we may permit emailed applications, however be mindful that formatting can be rejected when using different systems and software versions, which can make your application difficult to read.

4. Acknowledgement of Your Application
When your application has been received by the SATC and the position application date has closed off, you will receive an acknowledgement letter outlining the process from here. This will state when you can expect to be contacted by if you are successful for an interview, however if you are unsuccessful, your Curriculum Vitae will be placed on file for 12 months should any other suitable positions arise. Please note that it is beneficial to always submit a specific application for each job advertised within the SATC.
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