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                    Web site: www.vanguard.com.pg
APPLICATION FOR CURRENT VACANCY:

Position No:   

AM25000145
Position: 

Executive Assistant
Client Name:     

PNG Ports Corporation Limited
Position Location:
Port Moresby
Have you applied to Vanguard International previously?
Yes / No

If yes, write your Registration Number here:   
	1. PERSONAL DETAILS

	First Name:
	

	Family Name:
	

	Citizenship: 
	

	Date of Birth:
	

	Marital status: 


	

	Number of Dependent Children: 
	

	Current Mailing Address:
	

	Current Residential Address:
	

	Is current residence employer supplied?
	Yes   / No 



	Telephone:
	Home:

Business:

Mobile

	Email Address:
	

	Availability:
	


	2. REFEREE CONTACT DETAILS

	In submitting an application for this position, you grant Vanguard International permission to contact any of your past employers.  It is essential that you provide the names and contact details of two referees from recent employment who can give detailed comments regarding your background and experience.  Please be aware they may be contacted as part of the assessment and selection process, so it may be beneficial to contact your referees to make them aware of our application and alert them that they may be contacted for a reference check. (You do not have to nominate your current manager if you feel it is not appropriate)

	Referee 1
	Referee 2

	Name:

Title:

Organisation & Address

Telephone:

Email:


	Name:

Title:

Organisation & Address

Telephone:

Email:



	3. POSITION RELATED DETAILS:

	3.1
	Why are you applying for this position?


	

	3.2
	Please share what your short to medium term career goals are?


	

	3.3
	What gives you job satisfaction?


	

	3.4
	Why do you think you are an ideal candidate for the role?


	

	3.5
	How would you describe your leadership style?


	

	3.6
	How would you describe yourself as a person?


	

	3.7
	What would you say are your key strengths?


	

	3.8
	Do you have a current driver licence?

If yes, please give details:
	Yes  
 /           No 
Country:  

Class:  

Expiry Date :  

	3.9
	Have you attached a Police Clearance report?
	Yes   /           No 


	3.10
	Have you attached the required medical clearance report.
	Yes    /           No 


	3.11
	Is your updated CV attached?



	Yes  /           No 


	3.12
	How did you find out about this position?
	Internet / Newspaper Advert   / Our Website   /   Other                          


	4. REMUNERATION PACKAGE VALUE (RPV) DETAILS

	CURRENT ANNUAL REMUNERATION PACKAGE VALUE:

	Salary:     PGK:                                                       AUD/OTHER:

	Other Benefits:



	ANTICIPATED ANNUAL REMUNERATION PACKAGE VALUE:

	Salary:     PGK:                                                        AUD/OTHER:

	Other Benefits:




	5. KEY COMPETENCIES
	Please provide responses and required information or details.
	Vanguard International to complete


	EXPECTED COMPETENCIES

	Do you have a Bachelor’s degree in Business Management or related field? If yes, provide details


	
	

	Do you have a minimum 5 years of experience as an Executive Assistant to an Executive Manager? If yes, please provide details


	
	

	Share your experience working in a diverse team in a fast-paced environment? Provide details


	
	

	Share your experience in managing highly confidential information?


	
	

	Do you have experience in electronic and hard copy document management and storage (filing)? Provide details


	
	

	What MS Office suites, are you familiar with? Provide details


	
	

	Share your experience in typing 60 - 80 words per minute?


	
	


The above information is provided as part of my application for the position I have applied for.
By submitting this application form, I confirm that I have a genuine interest in this role and would be willing to participate in the selection process, including interviews, reference checks, medical and police checks etc as appropriate.
	SIGNED:
	DATE:


By inserting your name above, you certify that the above information you have provided is true and correct.
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