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SELECTION CRITERIA 

 

Essential 

 
The following selection criteria are identified as being required to achieve the outcomes in 
the context of this position. Applicants will need to provide evidence of their capacity to 
transfer their knowledge and skills to achieving the outcomes of this position.  
 

  

1. Demonstrated effective written and oral communication skills, including report writing and 
the ability to effectively interact with students with special needs, and liaise with parents, 
teachers and community members and assist teachers in understanding students where 
necessary.  
 
2. Demonstrated effective interpersonal skills with the ability to contribute to a professional 
team and provide advice and evaluation in the development of the education program, 
including special education and therapy programs where they have been implemented.  
 
3. Demonstrated ability to assist professionals in the implementation and evaluation of 
education programs, including special education and, if required, occupational and/or 
physiotherapy programs. 

  

4. Demonstrated knowledge and understanding of health and physical disabilities in students 
and adolescents.  
 
5. Demonstrated effective organisational skills that will assist in the delivery of effective 
education programs and subsequent feedback and evaluation to teachers or psychologists. 

  

6. Demonstrated ability to assist with the general health and well being of students. 

Disclaimer: 

The information contained in this handout is NOT a summary of the 

information provided at the 2 hour workshop. The workshop contains 

considerably more detail. 

Changes to JDF’s and systems occur and the jobsonline website 

contains the most up to date information 

I would urge you not to copy and distribute this information as it is 

not sufficient on it’s own to ensure a successful merit application. 

Details of up coming workshops can be found at 

www.beamconsulting.com.au 



   

Step 1 

All jobs for Education Assistants are advertised online. The current web 

address is http://www.jobs.wa.gov.au/   and then click on the Jobs icon. You 

can also find a link from the Department of Education and Trainings website 

under Jobs and Careers. Education Assistants are classed as Public Servants. 

Type in Education Assistant in the box that says Position Number/Keywords 

 

 

 
 

Type: 

Education Assistant 

 here 



   

 
 

 
 

 

Click these 

links for the 

essential 

information 

about the job! 

Selection 

Criteria 

General 

information 



   

Step 2 

Read the question. Highlight important 

words in the criteria; make a list of 

appropriate words. 

• Liaise 

• Assist 

• Coordinate 

• Listen 

• Organise 

 

 

 

Step 3 

Read the supporting documents to determine how long the application is 

supposed to be. Write 2 – 4 paragraphs on each selection criteria describing 

how you meet the criteria. 

 

Use a SAO or STAR approach 

 

 

 

Step 4 

Give your draft to someone else to read! Ask for ideas and suggestions as well 

as correcting spelling or grammar. You can’t write an application on your 

own. They take time and they need lots of input from other people, preferably 

someone who knows you and your job. 

 

Refine your application 

 

 

Step 5 

Give your final copy to someone to proof read again. 

 

 

Step 6 

Read the information pack again and make sure that you have included 

everything you have been asked for such as covering letter. 

 

 

Step 7 

Give your referee a copy of your application. 

 

 

Step 8 

Get it in on time! 

I would suggest that you write 

your CV / Resume first. This will 

remind you of some of the 

experiences you have had and the 

skills you bring to the job.  



   

What’s SAO (besides a biscuit???) 
 

The panel want you to demonstrate what you have already done in certain 

situations. And they want to know how effective you were. In your written 

application and at interview it is useful to follow the SAO format.  

 

 

S 

Situation 

Describe the situation. What sort of class was it, what was the 

nature of the students, what was your role?  

 

A Action 

Describe what YOU did in that situation. 

 

O Outcome 

What happened?? Did the students improve, did the situation 

get resolved, did the teacher/principal/parent like what you 

did? 

 

  

Some people like to use STAR but it’s the same thing 

 

Situation  Task   Action Result 

 

You can draw on any life experience for your examples especially if you have 

not worked in education before: 

 

Remember to use examples to demonstrate how you have met the criteria. 

Avoid statements such as: “I am organised because I have 4 children”  

(I have met plenty of unorganised parents with 4 kids!!) 

 

Instead you may wish to say 

  “I use my organisation skills every day as a mother of four children. I ensure 

that each of my children has a routine which involves completing their 

homework, doing household chores and completing their music practice. 

(expand) …… I oversee the smooth running of my household through the use 

of a shared calendar that I refer to each at the end of each day to see what 

is coming up on the following day. I prepare, in advance, what is needed for 

the following day, this level of organisation ensures that I am always ready 

even if something unexpected occurs. I plan for future events by making a 

note of what has to be done and by when and periodically review how I am 

going...... 

 

Tip: Use verbs to help to make your application more powerful. Type “list of 

powerful verbs” into Google and see what you can find. 



   

Resume / CV 

 
These are more important than ever so keep yours up to date. 

The web has lots of examples and  proformas. Choose one that allows you to 

list the jobs you have had and the skills you have used in each position. This is 

really important if you have never worked in a school but have had plenty of 

other experiences. 

 

 

Interview 
 

The panel will ask all applicants the same questions, normally about 3 

questions in half an hour. They will be much the same as the criteria just 

reworded slightly. 

 

You will be given some time to read the questions and make some notes just 

before the interview - but you need to be prepared before this. 

 

Prepare ahead by practicing out loud – take your best few examples (SAOs), 

write dot points to jog your memory if necessary.  Then practice talking about 

yourself!! You take take your notes into the interview. 

 

 

Do’s and Don’ts 
 

• You must always assume that the panel knows NOTHING about you or 

the work you do. They can only judge you on what you say in your 

application or at interview. 

• Write/Talk about YOU, the skills you have, the experience you have and 

the contribution you can make. 

• You can bring your notes and a copy of you application to the 

interview but nothing else (unless it is asked for).  

• The panel will often ask if you have any questions, try to prepare one 

beforehand. It can be as simple as “what will my hours be?” to “would I be 

required to do manual handling training?” 

• Applications take time – much more than you think.  Get started early. 

• You probably can’t do it on your own. Find someone who can and will 

critically read your application and give you advice. 

• Look through your journal and PD log for ideas. It is very easy to forget 

what you have learnt over time. 

 

 

Lastly 

 

Use people first language! The child always comes before their disability.



   

Determining Your Skills and Abilities 

My most successful or rewarding professional experience was 

 _______________________________________________________________________________  

 _______________________________________________________________________________  

 _______________________________________________________________________________  

 _______________________________________________________________________________  

 

The strengths I used in that situation – my skills, abilities and qualities 

 _______________________________________________________________________________  

 _______________________________________________________________________________  

 _______________________________________________________________________________  

 _______________________________________________________________________________  

 

My other skills and strengths 

ie     I  develop appropriate resources 

        I demonstrate initiative 

I  _______________________________       ___________________________________________  

I   ______________________________      ____________________________________________  

I   ______________________________      ____________________________________________  

I  _______________________________       ___________________________________________  

I  _______________________________      ____________________________________________  

I  _______________________________       ___________________________________________  

I   ______________________________      ____________________________________________  

I   ______________________________      ____________________________________________  

 



   

Situation 

 

 

 

 

 

 

 

 

 

 

 

Action 

 

 

 

 

 

 

 

 

 

 

Outcome 


