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OUR ORGANISATION 
Bourke Shire Council is located at the gateway to the far west outback of 

New South Wales and the southwest of Queensland. 

Our community’s vision is to continue to grow as an iconic, outback, regional 

community and destination, which is united and productive, thriving on 
practical access to all modern services. 

Our mission is to support the community to achieve this vision. We will do this 
by having the right people, with the right skills and behaviours ready to by 

deliver great work, projects and services. To achieve this, our goal is to: 

1. Create a workplace that is welcoming 

2. Encourage accountability, contribution and performance 

3. Invest in our people 

4. Improve workplace practices 

5. Prepare for a sustainable future 

We will track our progress and know we have been successful when: 

1. Culture supports conduct and performance 

2. Strategic and operational goals are met 

3. Workforce learning, training and development is planned 

4. Decision-making is informed, effective and accounts for risk 

We believe a diverse workforce, which truly reflects the community it serves, is 

better equipped to understand and meet the needs of our community and 

our customers. 

OUR TEAM 
Our team has about 100 permanent members. We also have temporary and 
casual team members who work with us when we have grant funded projects 

to complete, during the peak times of our tourist season, when others are on 
leave for long periods, or when we need different knowledge, skills or 

experience for specific work or projects. 

Our work covers a wide range of areas, including: 

▪ Finance ▪ Libraries ▪ Civil Maintenance 

▪ Customer Service ▪ Tourism ▪ Parks & Gardens 
▪ Human Resources ▪ Water Services ▪ Administrative Support 

▪ Trades  ▪ Environment ▪ Information Technology 
▪ Planning ▪ Water Services ▪ Customer Service 
▪ Compliance ▪ Planning ▪ Waste Management 

▪ Airports ▪ Depot ▪ Stores 
▪ Road Construction, Maintenance & Transport 
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IMPORTANT INFORMATION 

OUR CULTURE 

We are committed to building a strong culture where everyone feels 

welcome and enjoys a respectful, safe and supportive environment. Our goal 

is a workplace: 

▪ Free from harm, where health, safety and well-being are shared goals 

▪ Free from discrimination, harassment, adverse action and victimisation 

▪ That encourages diversity and inclusion and ensures equal 

employment opportunities for everyone. 

▪ Free from gossip, rumour and other behaviours that cause harm to 

team members or the organisation. 

▪ Where we speak up when things aren’t right or could be improved. 

OUR EMPLOYMENT PRACTICES 

1. As part of the pre-employment medical assessment, we require 

candidates to undergo alcohol and other drugs testing, using a urine 

sample. 

2. Once employed, all team members are required to participate in 

random alcohol and other drugs testing that occurs during the year. 

3. We also require our staff to be appropriately vaccinated against 

COVID-19 or its variants. Evidence must be provided by the preferred 

candidate prior to an offer of employment. 

4. Your first three (3) months with us is very important. During this time, you 

will be supported to settle into your job and the organisation. We do 

this through induction, onboarding and regular review to make sure 

everything is going well, or to quickly identify issues as they occur, 

working with you to resolve them. 

EQUAL EMPLOYMENT OPPORTUNITY 

If you’re Indigenous, English is not your first language, you’re returning to work, 

it’s your first job, you’re a mature worker, you are a person with a disability, or 

you have challenges with technology, literacy or numeracy, please contact 

the HR Unit on 02) 6830 8000 for a confidential conversation.   
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HOW TO APPLY 

Each year we have new jobs to fill, or existing jobs where a member of our 

team has moved out of the organisation, or into a different job with us. When 

this happens, we advertise the jobs, looking to welcome new members to our 

team. 

We want to make sure this is a great experience for candidates and 

successful for the organisation. This guide provides clear information about 

what we need to achieve both goals. 

GET THE INFORMATION PACK 

The information Pack is found on our website 

https://bourke.nsw.gov.au/council/positions-vacant/ or by contacting the 

Human Resources Unit on 02) 6830 8025. 

The Information Pack contains: 

1. Job advertisement 

a. Brief description 

b. Closing date 

c. Contact person 

2. Position description 

a. Job purpose 

b. Duties and accountabilities 

c. Essential and desirable criteria 

3. How to Apply Guide (this document). This is at the bottom of the 

vacant positions webpage, in a section call How to Apply Guide. 

It is essential that you get the Information Pack as it provides you with the best 

opportunity to submit a successful application. 

DO YOUR HOMEWORK 

Carefully read the Information Pack. It will give you all the information you 

need to prepare and submit a successful application. 

If you have questions about the information we need or the process, you can 

contact the HR Unit on 02) 6830 8025. 

Once you understand what we need, you can prepare and submit your 

application.  

https://bourke.nsw.gov.au/council/positions-vacant/
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PUT THE RIGHT INFORMATION IN YOUR APPLICATION 

Your application must have the following: 

1. A written response showing us how you meet the Essential and 

Desirable Criteria 

2. An up-to-date resume that supports your written response 

3. Two (2) work-related referees (name, job title, organisation they work 

for and telephone number) we can contact to better understand how 

you fit the job 

4. Your contact details 

5. Remember to address your application to the General Manager 

SUBMIT YOUR APPLICATION 

There are four (4) ways you can get your application to us.  

1. By email, jobs@bourke.nsw.gov.au 

2. By post, Bourke Shire Council PO Box 21 Bourke NSW 2840 

3. In person, delivered to our Customer Service Team, 29 Mitchell Street 

Bourke NSW 2840 

4. Through a vacancy website such as SEEK or Indeed 

Make sure you don’t miss anything: use our Application Checklist. 

  

mailto:jobs@bourke.nsw.gov.au
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RECRUITMENT PROCESS 
We usually advertise our vacancies for a period of two (2) weeks. Our jobs will 

always be advertised in the Western Herald and on our website 

(https://bourke.nsw.gov.au/council/positions-vacant/).  

Sometimes we also advertise in other places such as regional or national 

newspapers, social media, recruitment websites (e.g., SEEK) or publications 

relevant to the job. 

When the advertising period finishes, we notify all candidates we have 

received their application. Our letter also confirms that if the candidate does 

not hear from us again, they have not progressed to the next stage. 

We use a panel to help make recruitment decisions. The panel usually has 

three (3) members but may have more depending on the job. 

The panel decides which candidates best demonstrated a fit to the job and 

the organisation, using the information provided in the written applications. 

These candidates will be contacted and invited to an interview where the 

panel can gather more information. 

The panel considers all the information gathered about the candidates. This 

will include: 

1. Written application 

2. Resume 

3. Information provided at the interview 

4. Testing, if applicable 

5. Information provided by referees 

6. Pre-employment medical assessment, including alcohol and other 

drugs testing 

A recommendation about the candidate who best fits the job, and the 

organisation is then made to the General Manager for consideration and 

approval. 

The successful candidate is offered the job and details about the salary and 

other terms and conditions are confirmed in writing. 

At any stage candidates are encouraged to contact Council if they have 

questions, would like to know where the process is up to, or would like 

feedback. The best contact is through the HR Unit on 02) 6830 8025.

https://bourke.nsw.gov.au/council/positions-vacant/
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APPLICATION CHECKLIST 

1 Get a copy of the Application Package 

(https://bourke.nsw.gov.au/council/positions-vacant/). 

2 Read all the information in the How to Apply Guide as well as the PD 

and the advertisement and make sure you understand what you need 

to do. 

3 If the job requires you to know a bit about us, gather information that will 

help you better understand what we do. 

4 Contact Council if you have questions 

▪ HR Unit 02) 6830 8025 

▪ Job contact (check the advert) 

5 Prepare your application and resume and remember to: 

▪ Check spelling and correctness 

▪ Make sure the information truly describes your knowledge, skills 

and experience 

▪ Include at least 1 example in each of your answers (criteria). We 

want to know how you do the task 

▪ tell us if you don’t have the knowledge or skills or haven’t had 

experience. Don’t leave a criterion blank 

▪ If your knowledge, skills and experience might be a good starting 

point to meeting the criteria, tell us about it 

6 Other requirements  

We require our employees to be fully vaccinated against COVID-19 or its 
variants. Please refer to the section 

We require all potential employees to have a pre-employment medical 

assessment. This assessment includes alcohol and other drugs testing 
using urine. 

7 Submit your application using 1 of our 4 options and make sure you’ve 

checked you have the details correct (email, postal address etc.). 

8 Let your referees know that you have applied for a job and give them a 

copy of the advert and the position description. Make sure you have 
permission to use them as a referee. 

 

9 If you don’t hear from us, then contact the HR Unit on 02) 6830 8025 to 

make sure we have received your application. 

 

https://bourke.nsw.gov.au/council/positions-vacant/
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