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	Application to advertise on 

SEA-GP (Brisbane) Employment Webpage




Information Sheet for Advertising
Advertising on the SEA-GP (Brisbane) Employment Webpage is a free service available to SEA-GP (Brisbane) Members only.  The Employment Webpage enables members to provide detailed information about positions available in their Practice.  These include positions for General Practitioners, Practice Staff, Allied Health Professionals etc.  The Employment Webpage is accessible to the public to view Practice Advertisements which enables prospective applicants to contact the Practice directly to discuss positions further.
To access this service you will need to complete this Application Form and submit it to the Workforce Program Officer at workforce@seagp.org.au.  It is preferred that all Advertisements are submitted electronically.
Instructions:
1. Save this MS Word document to your hard drive and include your Practice’s name in the document (eg “SEA-GP Application to advertise on SEA-GP Employment Webpage – Smithtown Medical Centre”).
2. Read the Terms and Conditions for Advertising on page 5.

3. Complete the Application outlining details of your Practice and Position available as fully as possible.  This is a chance to market your Practice.
4. Email your completed Application to workforce@seagp.org.au.

5. Please ensure that you maintain a copy of your completed application including the Terms and Conditions for Advertising for your records.

SEA-GP (Brisbane) will format content included in this application into a presentable advertisement format for the SEA-GP Employment webpage.  

A copy of the Advertisement will be emailed to you within 5 working days of receiving your application for proof-reading and authorisation.
Advertisers are required to acknowledge the ‘Terms and Conditions for Advertising’ when authorising the Advertisement prior to being posted live on the SEA-GP (Brisbane) Employment webpage.
If you have any questions, please do not hesitate to contact SEA-GP (Brisbane) Workforce Program Officer on 07 3390 2466.

	Practice Profile




Please ensure that you read the SEA-GP (Brisbane) Terms and Conditions for Advertising (refer to page 5). 
Please type your responses in the following highlighted fields and email completed application to SEA-GP.
	Practice Name:
	     Enter Practice Name here     

	Practice Address:
	     Enter your physical Practice address here     

	Practice Website:
	     Enter your Practice website address here (if appicable)     


	About the Practice


	Please provide a brief description of your Practice here.  Examples of types of information to consider including in your description are outlined below as a guide.          


	Examples of information to include about your Practice description:
· Practice philosophy / Mission Statement

· When Practice was established

· Location of Practice (including Branch Practices)
· Description of facilities and services provided
· Describe any specific focus or high level special interest in your Practice
· Practice Hours and After Hours arrangements

· Billing Structure (eg Bulk Billing, Private Billing or combination of both)

· Computerisation of your practice ( eg software utilised, broadband etc)
· Accredited against RACGP Standards
· Teaching Practice (Registrars / Medical Students)

· Profile of the Practice Team (Number of GPs, Practice Nurse, AHP, Practice Manager, Receptionists)




	About the Position


	Position Required (please select one Position only):
 FORMCHECKBOX 
     General Practitioner

 FORMCHECKBOX 
     Practice Manager

 FORMCHECKBOX 
     Receptionist

 FORMCHECKBOX 
     Practice Nurse     FORMDROPDOWN 

 FORMCHECKBOX 
     Allied Health Professional/Specialist        (Please specify type of speciality here)     
 FORMCHECKBOX 
     Other         (Please specify type of position required here)     


	Please provide a brief description of your Position requirements here.  Examples of types of information to consider including in your description are outlined below as a guide.


	Examples of information to include about the Position
· Qualifications required  (eg Vocationally Registered GP, Overseas Trained Doctor, Enrolled Nurse,  Registered Nurse, Computer skills, Diploma of Practice Management
· Procedural skills and or experience required
· Description of Duties required to undertake

· Hours of work / Full-time / Part-time
· If the position is required to work at more than one location

· Support network available at the Practice (eg Training for Receptionists, Regular Practice Team Meetings, Clinical Meetings)
· Position incentives  (eg Potential for Partnership / Associateship, payment of professional membership fees, professional development opportunities,)


	Contact details to be included in advertisement


Please note that these contact details will be included on SEA-GP (Brisbane) Employment Webpage to enable prospective applicants to contact you directly regarding the position available.
	Name:
	    Insert the name of person for applicants to contact regarding position available         

	Position:
	   Insert the contact persons Position Title (eg. Practice Manager, Practice Principal)     

	Telephone:
	   Insert the preferred telephone number for position enquiries     

	Email:
	   Insert the contact persons preferred email address for position enquiries     

	Preferred mode of Contact:
	 FORMCHECKBOX 
  Phone

 FORMCHECKBOX 
  Email


	Contact details of person placing advertisement (for SEA-GP purposes only)


Please note that these contact details are for SEA-GP purposes only to enable SEA-GP to confirm Advertisement information.  

If contact details are the same as contact details to be included in the Advertisement – please state ‘as stated in contact details as above’
	Name:
	     Insert name of person for SEA-GP to contact regarding advertisement     

	Position:
	     Insert contact persons Position Title  (eg.  Practice Manager, Practice Principal)     

	Telephone:
	     Insert preferred telephone number for SEA-GP enquiries     

	Email:
	     Insert preferred email address for SEA-GP enquiries     


Please email completed Advertisement application to SEA-GP (Brisbane)

Email – workforce@seagp.org.au
	Terms and Conditions for Advertising 

on SEA-GP Employment Webpage



Terms of use:

SEA-GP (Brisbane) has developed a public website to promote and exchange information on employment opportunities within its geographical boundary.  Members of the Alliance are able to advertise employment vacancies on the website at no cost.  
SEA-GP (Brisbane) is not an employment agent:

SEA-GP (Brisbane) has undertaken to provide this service to SEA-GP (Brisbane) members in line with SEA-GP (Brisbane)’s overall objective of providing relevant and timely support to the primary health care workforce.  SEA-GP (Brisbane) will act to facilitate the advertising of employment opportunities by way of collecting the relevant information, formatting and posting on the SEA-GP (Brisbane) website and keeping the site updated and serviced.  

SEA-GP (Brisbane) will not directly liaise with prospective employees and all advertised employment opportunities must include a contact person.

What we expect of you:
In order for this service to run smoothly and to be of maximum benefit we ask that you:

· submit accurate and comprehensive information about prospective employment opportunities by completing the ‘Application to advertise on SEA-GP (Brisbane) Webpage’ documentation.  
· advise SEA-GP (Brisbane) immediately once a position has been filled so that your advertisement can be removed.  
· respond in a timely manner to requests from SEA-GP (Brisbane) to confirm your information before posting on the site.  
Once posted SEA-GP (Brisbane) will contact you once every three months to confirm the ongoing vacancy and make relevant updates.

General:

SEA-GP (Brisbane)’s website is accessible to the general public and before accepting the Terms and Conditions for Advertising, it is advisable to also read the SEA-GP Privacy Statement relating to the site.  Advertisers will be responsible for the information they include and agree to the disclosure of such information by accepting the Terms and Conditions for Advertising.
SEA-GP (Brisbane) reserves the right to modify and decline advertisements if it is deemed to not be in the interest of the members of the Alliance or in breach of the provisions outlined in the Terms and Conditions for Advertising.  SEA-GP (Brisbane) will not be held accountable for prospective applicants who respond to advertisements.  No liability will be taken for misleading information or inappropriate actions on the part of any prospective applicant.  SEA-GP (Brisbane) will not be responsible for any negotiations, agreements or disputes between employers and prospective employees.
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