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Building the Next Generation of Disability Professionals

Building Momentum in gaining employment in the

Disability and Community sectors

The disability sector is one of the fastest growing employers in Australia. Recent research shows that
1in 5 Australians will work in the disability sector in the next 5 years. Tasmania has a thriving disability
sector employing over 7,900 across the state.

To continue this {ENTUM' we need a motivated and diverse group of people.

Buiding the Next G

Starting Out - a check list to consider:

« First Aid Certificate — Essential for most entry level roles. For location options, search “First Aid
Certificate” and your suburb.

- Driver’s License — Although not essential with all providers, a driver’s license provides workers more
options for employment.

. Disability Standards / Aged Care Rights and Responsibilities — Essential to review before working in
our sector.
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« Qualifications? Certificate Il in Individual Support — Although not essential, the sector is moving to
establish this as a baseline of training. Some providers will consider paying for some or all of this training
if the candidate is committed to study.

«  Working with vulnerable people check - Essential for most roles in our sector. Many providers require
a Working With Vulnerable People check as part of your application — find out more.

« Police check - Essential for most roles in our sector. A National Police Check may be required as part of
your application. Find out more.

Who are we looking for?
« A good, positive attitude

« Strong values - Ethical and compassionate people who will support participants that receive disability
services

« A basic understanding of the disability sector — Check the sector out online. If you don't have internet
access, book a computer at your local library. Information can be found on websites like NDS, The Quality
and Safeguard Commission and the NDIS.

« Ability to work well with others - This sector is about teamwork. The ability to follow directions is
important for safety of everyone.

Punctuality — Being on time for work is critical. Rosters and schedules are created to have a continuity
of care.

- Patience and the ability to listen - Listening skills and patience are the foundations of good provision
of care. Many people you may be caring for have unique ways of communication. Interpreting that can
make a big difference in participant’s lives.

« Attention to detail — This is crucial in an industry in which individuals’ personal goals and aspirations
are important.
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« A baseline of numeracy and literacy — Reporting is an important part of working in our sector.
Employers must report regularly to the governing bodies of the disability sector.

« Willingness to learn new skills and change - The world is changing fast. New assisted technologies
are often developed. As participants who receive disability services change, the workforce is required
to change with them.
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http://www.dss.gov.au/our-responsibilities/disability-and-carers/standards-and-quality-assurance/national-standards-for-disability-services
http://www.myskills.gov.au/courses/details?Code=CHC33015
https://www.cbos.tas.gov.au/topics/licensing-and-registration/registrations/work-with-vulnerable-people/applications/apply
https://www.afp.gov.au/what-we-do/services/criminal-records/national-police-checks
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MOMENTUM

Building the Next Generation of Disability Professionals

Writing a good CV:

If you're looking for a new job, your CV announces who you are to a prospective employer. It's a key
document which should outline your work experience, key skills and the value you hope to bring to
potential employers. Your CV should also address the essential criteria listed in the position description.
You CV should be accompanied by a cover letter.

How long should a CV be?

Keep your CV brief, concise and relevant. List if you have previous work experience or relevant school
participation, followed by bullet points of accomplishments while you were involved with that employer
or project.

What should the length and layout be?

The standard length for a CV is 2-3 pages. The layout should be easy to read, in a standard font of a
readable size. Ensure that your career objective, education and your most recent employment history
are all on the first page.

Do | need to change my CV every time | apply for a job?

Your CV should address the position requirements specified in the job ad and the position description.
Both outline the reasons candidates will be considered. A tailored CV has more impact than a generic one.
You shouldn’t change your work experience but the skills and learnings from your past can be worded to
match the skills being sought.

What if | don’t have much experience?

If your experience is less than what is required, show the value of the experiences you have had in your life.
Caring for siblings, parents or school projects may show insight into the values employers are looking for.
The disability sector understands that everyone has to start somewhere. Many employers look to mentor
employees on a path of professional development. List your responsibilities, achievements, any training,
qualifications and volunteering. Highlight your personal strengths and ambitions.

Essentials to include:

Cover letter:

Your cover letter should be short, informative, inspiring and respectful. Your cover letter is your chance to
introduce yourself and differentiate yourself from other candidates. It should convey your motivation for
a career in the Disability, Aged or Community Care. You should illustrate that you have integrity, a positive
attitude to learning and compassion.

Personal details
Your personal details should be at the top of your cover letter and CV. They should include your full name,
address, phone numbers and email address.

Career objective (optional)

A career objective can show a commitment to a particular industry or career path. A commitment to
training or further education can be mentioned in support of your objectives. Highlighting key skills
required for the job you are applying for is worthwhile.

Education and training
List your education qualifications and any further training in order of your most recent studies. A brief
summary of the relevance of courses completed is optional.

Employment history

List your work history chronologically, starting with the most recent role. Include each employer's name,
your job title, the dates you worked, your responsibilities and achievements. Be concise and give less priority
to older roles. What you write should be relevant to the position description.

Skills and abilities

Keep this information relevant to the role. Having a current First Aid Certificate, driver’s licence and general
office skills are a good start. Experience in teamwork, reporting skills and communication will be looked on
favourably.
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MOMENTUM

Building the Next Generation of Disability Professionals

Interests (optional)

Your interests and hobbies can complete a well-rounded picture of yourself. For example, you may have
volunteering commitments, participate in team based environments, play sport or have an interest in music.
Some of these interests may be shared with your eventual clients and supporting them to incorporate these
as part of their support plans can help people living with disability live full lives.

Referees

Choose people who can vouch for your workplace ethics and your contributions. List their name, position
title, organisation and contact details. It is good practice to keep you references aware of jobs you have
applied for. If you choose not to list your referees, alternately, you may prefer to list ‘references upon request’.
But be prepared to provide them. It is extremely rare and bad business practice if an employer doesn't
check references.

Before you send your CV
Remember first impressions count. Before sending your CV remember:

« Re-read your CV and cover letter
« Spell check and look for grammatical errors
« Have someone else read through it and provide feedback

Make a note of the roles that you have applied for and follow up to confirm receipt.

Interview Techniques

Successful interviews have some things in common:

If you have the opportunity to present to a selection panel, this allows you to reinforce your CV by displaying the
qualities which will hopefully make you a fit for the job. Most interviewers understand you will be nervous. But
do some deep breathing exercises before you go into the room (this slows the heart and helps you to relax).

Be punctual - double check the time and date of the interview, make sure you know the exact location, where
to park and arrive at least 5 minutes early.

Be prepared - know the name of your primary contact and do your research on the company you are
meeting. Read their last annual report.

Be ready to speak about your strengths and weaknesses — Keep you answers short. One of the pitfalls in
interviews is talking too much. Use silence effectively once you've answered the questions.

Bring extra copies of your CV and cover letter.

Be prepared for scenario-based questions - these provide you with the situation and ask how you would
respond. These types of questions are to test your judgement and how well you cope under pressure. Take
your time and ask follow-up questions if you don’t understand the scenario.

Ask insightful questions at the end - Most interviews ask at the of the interview if you have any questions.
It's always good to have one or two prepared. Do not ask about money or entitlements unless they bring it
up with you. A few examples are ‘What would you say the best accomplishment of the year has been for your
organisation?’ or “What are the values you look for when hiring?”

Listen carefully to questions and take time to give a considered answer. Keep your answers short, sharp
and succinct.

While answering your questions, if you can speak about experiences which showcase problem solving, lateral
thinking, conflict resolution and change management this will be well regarded.

If you have been out of the workforce for some time or are changing your career, think about what cross
transferable skills you have and how you can draw from your life experiences to demonstrate your suitability
for the role.

After you hear either way, post interview, take the time to seek feedback from the interviewers. Explain that
although you are disappointed in the outcome and if any future opportunities arise to please keep you in
mind. Always thank them.
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Think about the skills and values you
have and how you can shape them
into a rewarding career

This booklet was produced as part of the National Disability Services (NDS), Project
Momentum: an allied health and disability workforce attraction program, supported
by the Tasmanian Government.

Produced by NDS

Graphic Design by:  Matt Moss - 0407 409 514

Produced by: NDS Project Manager - Malachi Cloak de Paul
NDS State Manager - Will Kestin

Additional graphics by Freepik (Freepik.com)

National Disability Services (NDS)

Email: Malachi.cloakdepaul@nds.org.au
Web: www.nds.org.au

Telephone: 036212 7303

Mobile: 0402 572 606

National Disability Services:

National Disability Services (NDS) started in 1945 and is Australia’s national peak
body for non-government disability service organisations representing 1,100+
members and more than 16,000 providers. NDS locally engages throughout
Tasmania with community, government, media and educational institutions
providing advice, programs and events. NDS members operate several thousand
services and programs for Australians with all types of disability.
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Your transferable skills play a valuable
role in the disability and allied
health sectors

Transferable skills:

Transferable skills are abilities you have developed throughout your life. These
can include communication skills, team work and creativity. They are helpful in all
different areas of your life: socially, professionally and at school.

Recognising and understanding your skills is important. Identifying and providing
examples of the skills that you have developed will show employers that you are the
right person for the job.

Value Based Employment:

Your values, motivation and attitudes shape you as a person and the way you
approach activities, including work. Value based employment is about selecting
those individuals whose attitudes, values and behaviours align with the organisation
and the requirements of the job.

The disability sector often utilises a person-centred approach, meaning they look

at a client’s needs, goals and values before creating a unique support plan for that
person. If your values reflect and match your potential employers you may have the
foundation skills to start your career in the disability sector.

A job in our sector can provide you with valuable skills you will take with you in your
future career path!
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Support Worker

PROBLEM SOLVING

ADAPTABLE

EMPATHIC

COMMUNICATION

CONFIDENT




Support Worker - Your skills

The different circumstances of individual clients’ present

ample opportunities to demonstrate your problem-solving
PROBLEM SO capabilities, in addition to supporting them to find the right
solution and positive outcomes.

No two clients are the same and each day can be different.
ADAPTABILITY A erX|_bIe and patient nature yv|II help you a_dapt to every ]
situation, customising a solution that best fits your clients
immediate needs.
If you are a caring and empathetic person by nature, you will
excel in support work. Focusing on and working towards the
EMPATHY welfare of your clients helping them achieve their goals.

Your communication and interpersonal skills are invaluable,

which allows you to understand and relate with your clients
COMMUNICATION and team members. Support Workers require an acceptable
level of written and verbal communication to succeed.

Your motivation and self-esteem enhances your ability to be
CONFIDENCE a Support Worker. Bringing an energetic, encouraging and
confident approach to client supports them to achieve their
goals and become more independent and a part of society.
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Occupational Therapy

OPTIMISIM



Occupational Therapy - Your sKkills

CREATIVITY

OPTIMISIM

Are you someone who has patience? Many of your clients will be
dealing with injuries, illnesses, and disabilities, preventing them
from doing daily tasks, which can be very frustrating. With your help
individuals may achieve success in a few months or some may take
years, but your calm and patient nature helps provide quality care
throughout the process.

Creativity can't always be taught, but is often who we are. Recognising
your creativity is another great skill in this career. Therapy can be

a long, challenging process and is not always a simple checklist of
activities. Having the ability to assess a situation and propose new,
creative solutions, helps solves client's issues. Making a unique,
creative and motivating plan for your clients facilitates real change in
their lives.

Your optimism and positive outlook is an important part of clients’
progress. Therapy might be a long process and individuals may often
feel frustrated, depressed or unmotivated. Your positive approach
can assist you to motivate your clients and ignite the inspiration to
improve their lives.

Having strong interpersonal skills and being a team player is an
important part of the care sector. It is a rewarding and vital skill
both socially and professionally. In your career, you will use these
skills to connect and relate to a variety of people, reassuring them
of your professional and empathetic approach.
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Teachers Aide

TEAM PLAYER

. MULTITASKER

TECH-SAVVY

PATIENCE



Teachers Aide - Your skills

National
Disability
Services

Working as part of a team doesn't just apply to sport. We develop skills that
enable us to work as part of a team, collaborate and learn from each other.
These skills are developed at school, work and in our social lives. Teacher
aides work as part of an educational team. Teamwork and flexibility allow
you to effectively work together, resulting in a positive learning experience
for your students.

Do you have the ability to effortlessly do multiple things at once or switch
between different activities or tasks with ease? This is a great skill for a
Teacher's aide. A typical day may include supporting students to engage
and helping with classroom activities. Your ability to multitask will give you
the advantage to adapt to different challenges throughout your career.

Technology is a part of our everyday life it has changed the way we work
and live. Your technology skills will be invaluable as a Teacher’s Aide. Using
different technologies can provide options for the way students learn. It's
important to use your creativity to find the technologies which will suit the
students you work with. A variety of technologies are available which can
create an engaging and fun learning experience for students.

Your patient and empathetic approach will assist you every day. Many of
your students will have additional learning needs and a patient approach
will ensure you keep you students motivated and engaged.

You will be able to help them achieve their goals and learn in a positive
and rewarding way.
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Speech Pathologist

GOOD
LISTENE




Speech Pathologist - Your skills

A desire to help, with a caring nature are qualities you may possess.

Therapy can often be an anxious or frustrating time. Using your
compassion to reassure individuals that you are here to help them

COMPASSIONATE succeed can often be the most important factor of improvement.

Your creativity and adaptability are important skills in this role.

As no two clients are the same, these skills will allow you to think
CREATIVITY creatively, creating personalised plans to fit individual's immediate
needs and goals.

Speech pathologists have unique listening skills which help identify
issues and address new ways of communicating. Understanding

GOOD the needs of your clients starts with listening to them, their support
LISTENER workers and in some cases their families or guardians. This provides
a better perspective on how to improve your clients' life.

Your strong communication skills can highlight issues and
improvements. Negotiation, listening, repeating back summaries

of conversations and encouragement are skills that are essential in
COMMUNICATION aiding others with speech difficulties. It will also be a part of ongoing
communications with a variety of other practitioners, support
workers and family.

Are you good at solving problems? Problem solving skills are
necessary for speech pathologists. Not every solution has one
PROBLEM pathway. Working with clients to find multiple ways to the best
SOLVING solve their problems provides clients with choice, control and helps
them to be a part of your therapies.
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