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IMPORTANT 

1. Management Skills and Knowledge

Management skills and knowledge relevant to the position applied for.

Ability to exercise elementary supervision over subordinates

· In my acting management role in Logistics X, I was responsible for the overall running of the Section, including supervision of the Training Co-ordinator and Correspondence Clerk. This involved allocating tasks and providing support and advice as required to meet the Section’s workload.

· My management skills and knowledge are further demonstrated through my role as Foreign Military Sales (FMS) Contract Manager, where I managed contracts between the Australian Government and the U.S. Government for provision of military goods and services. These contracts ranged in value from tens of thousands of dollars to tens of millions of dollars.

· My ability to handle responsibility is shown through being selected for, and successfully performing, higher duties roles in the RAAF. For three months, I performed the higher duties of Non Commissioned Officer in Charge of the X Section, where I was responsible for all functions of the Section including the timely processing of data relating to aircraft spares into the repairs network. Another higher duties position was in Foreign Military Sales where I had responsibility for managing contracts between the U.S. Government and Australian Government in relation to provision of military goods and services for the F111 aircraft fleet.

· From the above examples, I believe that I have demonstrated my management skills and knowledge as well as my ability to exercise elementary supervision over subordinates.
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2. Technical Skills and Knowledge

Technical competence relevant to the position, or a demonstrable ability to acquire such a level of technical competence.

Sound knowledge of relevant legislation, guidelines and current work practices and policy
· Over the past eight years, I have gained a sound knowledge of the following legislation, guidelines, work practices and policy which impact upon RAAF positions:

a.
Auditor-General’s Act and the Financial Management and Accountability Act which replaced the Audit Act of 1901. I have a sound understanding of the regulatory framework and how the finance is brought down to component level.

b.
Finance Instructions which relate to members’ specific condition entitlements.

c.
Administration Policies which relate to personnel entitlements for travel.

d.
Personnel Instruction Issues which relate to personnel postings.

e.
Foreign Military Sales Policy which relates to all dealings with the U.S. Government for purchase of military goods or services.

· I have a sound knowledge of relevant legislation, guidelines and current work practices and policy as demonstrated through managing contemporary management issues such as Occupational Health and Safety, Equal Employment Opportunity, Anti-Discrimination and Sexual Harassment for my Section. I have attended formal training sessions in the above topics and have assisted in the implementation of OH&S and EEO in the workplace by being a member of relevant committees and drafting procedures in line with legislation.
· From reading literature from ACS, I have a basic understanding of Customs legislation including the Customs Act of 1901, The Excise Act of 1901 and the Customs Tariff Act of 1995.
· Based on my proven ability to acquire knowledge of relevant legislation, guidelines and current work practices and policy within the Australian Defence Force, I am confident that I could similarly acquire knowledge relevant to the position in ACS.
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2. Technical Skills and Knowledge (cont’d)

Ability to use relevant electronic systems

· My technical competence relevant to the position includes the following:

a.
Proficiency in use of computerised systems such as the Microsoft Office package (Excel; Word; PowerPoint; Windows XP; Windows NT). 

b.
Development of financial databases which manage all the funds within the squadron. I developed an effective monitoring system which provides graphical representation of spending in line with budget.

c.
Use of email to communicate with 200 squadron members daily.
d.
Competence in use of MIMS online supply management system which is used by the Defence Force for inventory control (SDSS and OLE).

e.
Use of MS Scheduler for organising daily appointments.

Broad knowledge of Customs functions and activities
· I have a general understanding of Customs functions and activities gained from my background research, which I have obtained from several sources including ACS literature (Corporate Plan and Organisational Structure) and the Internet.

· Based on the fact that I have successfully gained an in-depth knowledge of RAAF functions and activities, I am confident that I can also acquire a broad knowledge of Customs functions and activities as required for the COB 1 position.
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3. Personal Skills and Qualities

Good written and oral communication skills

· My written skills are evidenced through: developing spreadsheets which monitor    spending in line with budget, correspondence (general and confidential), financial reports, financial bids, electronic mail and preparation of Impact Statements.
· My oral skills are demonstrated through: liaising with Australian and overseas government departments regarding foreign military sales, liaising with civilian contractors, communicating regularly with 200 personnel in the squadron and various Sections on the Base regarding queries and complaints, and briefing superiors on areas of expertise, such as foreign military sales and administrative matters.
Ability to liaise effectively with clients and fellow officers

· My referees will confirm my ability to liaise effectively with personnel at all levels in the organisation, from junior clerks to commanding officers. In my current position, I am the first point of contact for the squadron and liaise with 200 members on a regular basis.

· Teamwork is an integral part of the Defence Force and I have worked in a wide range of team situations where I have earned the respect of both clients and colleagues through my professional attitude to my work and co-operative team approach. My recent appraisal states: ‘The member is a natural communicator and able to adjust his style to suit the situation. He is well respected for his ability to work effectively with both superiors, peers and subordinates.’ (Please see attached appraisals.)
· Part of my current duties involve being the first point of contact as Complaints Clerk, where I assess customers’ problems and initiate action to resolve the problems. For example, I handle complaints about unserviceable equipment, air conditioners, computers, office equipment and so on, and take appropriate steps to rectify problems as quickly as possible.
· In a higher duties position as NCO in Charge of the X Section, I initiated the focus on customer satisfaction with service, which has raised the standard of customer service provided for both internal and external customers.
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3. Personal Skills and Qualities

Aptitude for accuracy and attention to detail

· My attention to detail and accuracy are shown in my position in the X Section, where I loaded Accounts Payable claims to the Department of Defence’s Financial Management System and assisted finance managers in collating bids for the Section budget in excess of $97 M. per year.

· My present position demands a high level of accuracy and attention to detail as I’m required to handle inward and outward mail and manage a complex filing system for 200 personnel. In former positions I have been responsible for sorting and storing unclassified files using a compactus filing system. I respect confidentiality and currently hold a ‘Secret’ Defence Force clearance classification.

· High ratings on my Annual Performance Reviews confirm that I am accurate and pay attention to detail in every aspect of my work. I consistently produce a high output of quality work and am able to work without supervision. 
Commitment to the objectives of the ACS as detailed in the ACS Corporate Plan

· For the past eight years I have demonstrated my commitment to the objectives of the RAAF, including fostering a strong working relationship with the community and developing a customer focus in relation to dealings with internal and external customers. Similarly, I would be committed to the objectives of the ACS as detailed in the ACS Corporate Plan.

Summary

· From my responses to the selection criteria, I have demonstrated my knowledge, skills and abilities which reflect the Australian Standards Framework competencies and hence my suitability for a position in Customs. I am looking for a long term career, not just a job.

· My referees will attest to my professional attitude, client focus and ability to work as a valuable member of teams. I am confident that I have the energy, drive and commitment to perform the duties of this position to a high standard and would appreciate the opportunity to discuss it further with you in an interview.

Standard Selection Criteria
       John Stack
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