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[bookmark: _GoBack]VACANCY NOTIFICATION

DEPARTMENT OF IMMIGRATION AND CITIZENSHIP
	
Applications are invited for up to three vacancies of Visa Case Officer (full time/part-time/casual position), Immigration Section, at the Australian High Commission, Dhaka.

Applicants must be a citizen of Australia, Britain, Canada, New Zealand or the United States temporarily residing in Bangladesh and eligible to work as a locally engaged staff member at a diplomatic mission in Bangladesh. 

The successful applicant will be trained to undertake the duties of the position. The salary will be paid BDT 1072.00 per hour.  Full time means five days a week from 8am to 4pm, Part time means at least 5 or 6 days per fortnight, sometimes more and will require the successful applicant to be flexible in terms of work hours. Working hours will depend on workloads.

A merit based selection process will be undertaken to fill the vacancy. The selection criteria and duty statement for the vacancy are attached. Applicants should provide a concise (no more than 2 pages), typed statement in support of their claims against each of the selection criteria. Applicants who fail to address the selection criteria will not be considered.

Written applications should be submitted to reach the Australia High Commission by close of business 4 pm on Monday – 06 May 2013.  They should be addressed to the Corporate Services Officer.  Only short-listed applicants will be contacted for interview.  

Any representations made by an applicant or on behalf of a candidate (with or without the candidate’s knowledge) will result in disqualification of the candidate from the selection process.

Applications should be delivered to the:	Corporate Services Officer
Australian High Commission 
						184 Gulshan Avenue
						Gulshan-2
						Dhaka- 1212 
	
or emailed to:		ahc.dhaka@dfat.gov.au  	


18 April 2013




DEPARTMENT OF IMMIGRATION AND CITIZENSHIP 

Visa Case Officer (Part Time position)

DUTY STATEMENT

1. Assess applications for entry to Australia against legislation and policy requirements contained in various information sources.  Conduct interviews, provide advice and, as a delegate under the Migration Act 1958, make decisions in a timely manner on applications for Australian visas.
1. Liaise with other overseas and Australian offices of the Department of Immigration and Citizenship (DIAC) and other stakeholders in order to provide a high standard of service to clients.
1. Respond to more complex public inquiries on all temporary entry, visitor and general migration matters.
1. Manage a caseload of work, in conjunction with team members, efficiently and effectively 
1. Other duties to support the Australian-Based staff, as directed.

SELECTION CRITERIA

1. Sound ability to make recommendations, decisions and provide advice on visa applications in accordance with Australian Government legislation and policy.  Capacity to absorb and interpret information about Australia’s immigration legislation, policy and procedures.
1. High-level written and oral communication skills, including writing records of decisions, ability to communicate effectively with an appreciation of cross-cultural issues.
1. Ability to provide a high standard of client service and to exercise a high degree of integrity.
1. Ability to quickly learn about and utilise computers, departmental computer systems and other technology. 
1. Initiative, judgment, flexibility and the ability to prioritise responsibilities and work independently in a high-pressure, unpredictable environment
1. Strong interpersonal skills including the ability to work effectively in a small team, to respond effectively to challenges and to work as a member of a multicultural work team.


Other Eligibility Requirements

Applicants must be a citizen of Australia, Britain, Canada, New Zealand or the United States temporarily residing in Bangladesh and eligible to work as a locally engaged staff member at a diplomatic mission in Bangladesh. 

A security clearance, commensurate with the position, may be required prior to confirmation of appointment.  At times, travel outside Dhaka may be required.
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