	Employment Application Form

	Instructions:
1. To be considered in this competition, please complete the qualifications grid below and submit it with your resume by email to: Recruitment@oipc.bc.ca.
2. Please do not cut and paste from your resume or the job profile into the grid. We are looking for specific details that clearly demonstrate how your education and/or experience meet the qualifications. See example below.

3. Limit this grid to 2 pages. You can delete these instructions if additional space is required.
4. Information provided should be supported in your resume. 
5. No cover letter is needed unless specifically stated in the job posting.
6. Part of the screening process includes your ability to follow these instructions. Failure to do so will result in your application being disqualified.
EXAMPLE:
 Job Qualification Requirements
Applicant Information
Minimum 1-year relevant experience providing administrative support services. 
Position (title), Organization (Ministry/Company): Executive Assistant, Ministry of Law
Start and end dates: March 2018 – April 2022
Overview of experience gained: 

-Document and database management, including preparation of files for financial audits, ensuring documents met standards. 

-Client services including providing timely information regarding services in person, over the phone, and via email / online correspondence 

-Document creation and preparation for senior management, including developing templates for form letters, legal correspondence, contracts, policy and procedure documents, and weekly reports.

-HR administration including timesheet verification and payroll submissions, personnel change documents, recruitment and completion of new hire paperwork and maintenance of strict confidentiality.



	Applicant Name: 

	Phone # 
	Email: 

	Competition #:  96234

	Position Title:  Case Review Officer

	Job Qualification Requirements 
	Applicant Information

	Required Qualifications 
	Clearly demonstrate HOW, WHEN, WHERE the qualification was met through substantiation by examples.  

	University degree in a related field (e.g. Public Administration, Political Science, Law, Humanities, etc.).
	Education/degree: 




	Minimum of 1 year of experience providing intake services or addressing complaints or inquiries from members of the public, including performing assessments of client needs, identifying appropriate actions, and/or preparing written summaries.

	Position (title), Organization (Ministry/Company): 
Start and end dates: 
Overview of experience gained:

	An equivalent combination of education and related experience may be considered.
	If applicable, describe how you have obtained relevant knowledge, skills and experience for this position that has not already been identified above. 

	Preferred Qualifications
	Clearly demonstrate HOW, WHEN, WHERE the qualification was met through substantiation by examples.  


	Some recent (within the last 2 years) experience interpreting and applying FIPPA and PIPA and related regulations.
	Position (title), Organization (Ministry/Company): 
Start and end dates: 
Overview of experience gained:

	Experience applying the principles of administrative fairness and natural justice.
	Position (title), Organization (Ministry/Company): 
Start and end dates: 
Overview of experience gained:

	☐I certify that all information submitted is true, complete and correct. I understand that any information provided by me in my application, any assessment documents or processes and/or an interview that is found to be false or misrepresented in any respect, may eliminate me from further consideration for employment or may result in my dismissal.

Name: _____________________________________

                            Date: ____________________




