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ATO Succession Planning Program -- Aspiring Second-Level Manager Pool

Application Plain Text Worksheet

[bookmark: _GoBack]Current pools are listed on the ATO Succession Planning Tool and applications must be submitted online. Once you Login, click the Resources tab for program overviews and pool-specific materials (e.g., competency information, application instructions). These resources will ensure you understand the pool and the program requirements, and that you're prepared to submit everything before the deadline.

You can get a head start and save yourself time by logging in and entering your work history and other required information under the Profile tab even before the application open season begins. Start early to ensure you have enough time to truly showcase yourself as an ideal applicant.

Further instructions are provided in the Resources tab. The application questions will vary for each pool, but your Profile information will be stored by the system and can be reused for applications to multiple pools.

When the pool status says "Open for Application," you must select Apply Now to submit an application. The system will verify that you have entered data for each Profile section. You will then need to answer additional pool-specific questions, including narrative competency examples. 

When you go through the Profile tab sections and start a pool application on the ATO Succession Planning Tool, you will see there are a few sections that require you to write, usually in a narrative format.

Sections that require writing include:

1. Work history: Explain your actual key job duties (do not copy from a formal position description) and list three significant accomplishments with positive impact on the organization. You must fill out these sections for each and every job you list.

2. Application question: What actions have you taken to encourage other people’s development? Write a narrative description (not bullets).

3. Career development question: What actions have you taken in the past five years to advance your career and prepare yourself for new challenges? Write a narrative description (not bullets).

4. Demonstration of competency sections: For each competency, write a narrative example (not bullets) of how you have demonstrated that competency in the last ten years. Carefully note the competencies that are included in the application.

For these sections, we strongly recommend that you first compose your answers using this worksheet in Word or another word processor and save them on your computer.

Start early to ensure you have enough time to truly showcase yourself as an ideal applicant. Ask a friend to review your entries and provide feedback for improvement. The way you write your application is important; the Board will consider typos, grammar, etc. during the application rating process.

You can then copy and paste your polished text entries from your worksheet or Word document into the Succession Planning Tool. That way, you will always have a copy available of what you wrote and submitted into the ATO Succession Planning Tool.

This worksheet is not a complete replica of the application. Make sure to reference the ‘Application Instructions’ document located in the Resources tab often. Always double check that you have fully completed all text fields in the ATO Succession Planning Tool. 

Remember: Completing the Profile pages does not constitute an application to a pool. You must select “Apply Now” and fully complete all sections in the online tool during the pool’s open season application period.

-------------------------------------------

Note: Certain formatting in Word documents may not work in the tool’s text fields or anywhere you find a text editor box (with options like bold, italic, etc.). To correct formatting errors, first save your original file in a .txt format.

To copy and paste from Word:
1.	Open up your Word document.
2.	Select the File tab at the top.
3.	Go to the Save As option.
4.	Choose to save it as a Plain Text (*.txt) file.
5.	Open the new file and ensure the text appears in an acceptable format.
6.	Copy and paste your text into the appropriate Succession Planning Tool text field.

-------------------------------------------



Application Worksheet
2017-2019 Aspiring Second-Level Manager Pool
Applications due by January 31, 2017

NOTE: You will be disqualified if all sections of the application are not completed.
Sections marked with an * in the SPT are required.

Profile: Work History

Note: Include details of 180 days or more as a separate job experience. Do not include the time spent in these details within the permanent job position time.

List details of less than 180 days in the “Training” section.

Do not include serving as a union representative or other collateral duties as separate job experiences. Do include them in your description of your job duties for the position you held at the time.
You may also include collateral duties in the “Leadership Positions and Other Qualifications” section if appropriate.

-------------------------------------------

Functional Job Title, e.g., Operations Manager:
Facility, Center or Employer:
Date Started:
Date Ended:
Job Series (e.g., 2186):
Pay Band or MSS Level:
Explain your actual key job duties in your own words. Do not copy from a formal position description. (2000 characters):
List three significant accomplishments with positive impact on the organization. (2000 characters):


-------------------------------------------

Functional Job Title, e.g., Operations Manager:
Facility, Center or Employer:
Date Started:
Date Ended:
Job Series (e.g., 2186):
Pay Band or MSS Level:
Explain your actual key job duties in your own words. Do not copy from a formal position description. (2000 characters):
List three significant accomplishments with positive impact on the organization. (2000 characters):


-------------------------------------------
Functional Job Title, e.g., Operations Manager:
Facility, Center or Employer:
Date Started:
Date Ended:
Job Series (e.g., 2186):
Pay Band or MSS Level:
Explain your actual key job duties in your own words. Do not copy from a formal position description. (2000 characters):
List three significant accomplishments with positive impact on the organization. (2000 characters):

-------------------------------------------
Functional Job Title, e.g., Operations Manager:
Facility, Center or Employer:
Date Started:
Date Ended:
Job Series (e.g., 2186):
Pay Band or MSS Level:
Explain your actual key job duties in your own words. Do not copy from a formal position description. (2000 characters):
List three significant accomplishments with positive impact on the organization. (2000 characters):

-------------------------------------------
Functional Job Title, e.g., Operations Manager:
Facility, Center or Employer:
Date Started:
Date Ended:
Job Series (e.g., 2186):
Pay Band or MSS Level:
Explain your actual key job duties in your own words. Do not copy from a formal position description. (2000 characters):
List three significant accomplishments with positive impact on the organization. (2000 characters):
-------------------------------------------
Functional Job Title, e.g., Operations Manager:
Facility, Center or Employer:
Date Started:
Date Ended:
Job Series (e.g., 2186):
Pay Band or MSS Level:
Explain your actual key job duties in your own words. Do not copy from a formal position description. (2000 characters):
List three significant accomplishments with positive impact on the organization. (2000 characters):

-------------------------------------------
Functional Job Title, e.g., Operations Manager:
Facility, Center or Employer:
Date Started:
Date Ended:
Job Series (e.g., 2186):
Pay Band or MSS Level:
Explain your actual key job duties in your own words. Do not copy from a formal position description. (2000 characters):
List three significant accomplishments with positive impact on the organization. (2000 characters):

-------------------------------------------
Functional Job Title, e.g., Operations Manager:
Facility, Center or Employer:
Date Started:
Date Ended:
Job Series (e.g., 2186):
Pay Band or MSS Level:
Explain your actual key job duties in your own words. Do not copy from a formal position description. (2000 characters):
List three significant accomplishments with positive impact on the organization. (2000 characters):

-------------------------------------------
Functional Job Title, e.g., Operations Manager:
Facility, Center or Employer:
Date Started:
Date Ended:
Job Series (e.g., 2186):
Pay Band or MSS Level:
Explain your actual key job duties in your own words. Do not copy from a formal position description. (2000 characters):
List three significant accomplishments with positive impact on the organization. (2000 characters):

-------------------------------------------
Functional Job Title, e.g., Operations Manager:
Facility, Center or Employer:
Date Started:
Date Ended:
Job Series (e.g., 2186):
Pay Band or MSS Level:
Explain your actual key job duties in your own words. Do not copy from a formal position description. (2000 characters):
List three significant accomplishments with positive impact on the organization. (2000 characters):

-------------------------------------------
Functional Job Title, e.g., Operations Manager:
Facility, Center or Employer:
Date Started:
Date Ended:
Job Series (e.g., 2186):
Pay Band or MSS Level:
Explain your actual key job duties in your own words. Do not copy from a formal position description. (2000 characters):
List three significant accomplishments with positive impact on the organization. (2000 characters):

-------------------------------------------
Functional Job Title, e.g., Operations Manager:
Facility, Center or Employer:
Date Started:
Date Ended:
Job Series (e.g., 2186):
Pay Band or MSS Level:
Explain your actual key job duties in your own words. Do not copy from a formal position description. (2000 characters):
List three significant accomplishments with positive impact on the organization. (2000 characters):

-------------------------------------------
[Cut and paste from above if you need to add more job entries]

-------------------------------------------
My Application: Application Question

What actions have you taken to encourage other people’s development? You may write up to 2,000 characters.








------------------------------------------

My Application: Career Development

What actions have you taken in the past five years to advance your career and prepare yourself for new challenges? Actions are not limited to training and education but could include working with a mentor, seeking feedback, volunteering for work groups, pursuing a challenging position, etc. You may write up to 5,000 characters.








------------------------------------------
My Application: Demonstration of Competencies

Demonstration of Leadership Competencies – For each competency listed below, please write a narrative example (not bullets) of how you have demonstrated that competency in the last 10 years.

Use the STAR format (Situation, Task, Action, Results) to write your examples and indicate the year when the situation occurred and the position you held at the time. The situation could have occurred on the job or in another organization or association.

Please provide an example of how you have demonstrated the competency of: ___________.

Position Held:
Situation Year:
Situation:
Task:
Action:
Result:


-------------------------------------------
Please provide an example of how you have demonstrated the competency of: ___________.

Position Held:
Situation Year:
Situation:
Task:
Action:
Result:


-------------------------------------------
Please provide an example of how you have demonstrated the competency of: ___________.

Position Held:
Situation Year:
Situation:
Task:
Action:
Result:


-------------------------------------------
Please provide an example of how you have demonstrated the competency of: ___________.

Position Held:
Situation Year:
Situation:
Task:
Action:
Result:


-------------------------------------------
Please provide an example of how you have demonstrated the competency of: ___________.

Position Held:
Situation Year:
Situation:
Task:
Action:
Result:


-------------------------------------------
Please provide an example of how you have demonstrated the competency of: ___________.

Position Held:
Situation Year:
Situation:
Task:
Action:
Result:


-------------------------------------------
[Cut and paste from above if you need to add more competency example entries]

-------------------------------------------	
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