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VOLUNTEER APPLICATION FORM

Old Treasury Building Museum


Thank you for expressing an interest in becoming a volunteer at the Old Treasury Building Museum. 
Our volunteers play a vital role in the activities of the museum, and are the public face of the building. 
All successful applicants are required to have a current Working with Children Card and recent Police Check. 

Please complete the form below. 
Date of application:



	PERSONAL INFORMATION

	Name:                                                                                       Preferred name (if different from legal name): 

	Phone:                                                Mobile:                                        Email:

	Home address:                                                                                                             Suburb:                                      Postcode: 

	Postal address (if difference from above):                                                                    Suburb:                                      Postcode:

	Emergency contact name:                                                                   Relationship:                                      Contact number: 

	HOW DID YOU FIND OUT ABOUT OLD TREASURY BUILDING’S VOLUNTEER PROGRAM

	 FORMCHECKBOX 
 Family/Friend 
	 FORMCHECKBOX 
 Website
	 FORMCHECKBOX 
 Visit to Museum
	 FORMCHECKBOX 
 Social Media
	 FORMCHECKBOX 
 Vol Vic

	 FORMCHECKBOX 
 Other:
	Have you visited the Old Treasury Building before:  FORMCHECKBOX 
 Yes     FORMCHECKBOX 
 No

	EXPERIENCE

	Are you currently employed:  FORMCHECKBOX 
 Yes    FORMCHECKBOX 
 No   If yes, full-time / part-time / casual and where: 

	Are you currently  studying:   FORMCHECKBOX 
 Yes    FORMCHECKBOX 
 No   If yes, full-time or part-time, where and area of study: 

	Have you ever volunteered with another organisation? Please list your last 3 below, including how long you were there. 

	1. 

	2. 

	Police Check:      FORMCHECKBOX 
 Yes     FORMCHECKBOX 
 No                       Working with Children Card number:                                                  Expiry date: 

	ABOUT YOU

	Why do you wish to be a volunteer, and what has attracted you to Old Treasury?




	What are your interests and hobbies?



	AVAILABILITY

	The exhibition is open between 10 and 4, Sunday to Friday. Please circle your availability below.  

	Day:
	Sunday
	Monday
	Tuesday
	Wednesday
	Thursday
	Friday

	Hours:
	AM / PM
	AM / PM
	AM / PM
	AM / PM
	AM / PM
	AM / PM

	Note: AM: 10am-1pm     PM: 1pm-4pm

	LANGUAGES

	Foreign language(s) [please list]
	Speak and Understand
	Can Read and Translate into and from

	
	Fluently
	Passably
	Easily
	Passably

	
	
	
	
	

	
	
	
	
	

	Special Languages:

	Auslan:     FORMCHECKBOX 
 No ability     FORMCHECKBOX 
 Some ability     FORMCHECKBOX 
 Highly skilled
	Braille:     FORMCHECKBOX 
 No ability     FORMCHECKBOX 
 Some ability     FORMCHECKBOX 
 Highly skilled

	Other: 

	OTHER SKILLS

	Apply First Aid    FORMCHECKBOX 
 No    FORMCHECKBOX 
 Yes:    Level:                                                                       Expiry date:

	Other: 

	Do you have any of these computer skills?

	 FORMCHECKBOX 
 Microsoft Word
	 FORMCHECKBOX 
 Excel
	 FORMCHECKBOX 
 Outlook
	 FORMCHECKBOX 
 Publisher
	 FORMCHECKBOX 
 Photoshop
	 FORMCHECKBOX 
 InDesign

	 FORMCHECKBOX 
 Adobe Acrobat
	 FORMCHECKBOX 
 Web design
	
	
	
	

	On occasions staff may be away from the front desk, during these times are you happy to cover the front desk by answering phones and directing people as required?  FORMCHECKBOX 
 Yes     FORMCHECKBOX 
 No

	On occasions, Old Treasury Building hosts after hours events at which we like volunteer assistance. Would you be available to assist:
 FORMCHECKBOX 
 Yes    FORMCHECKBOX 
 No

	AUSTRALIAN RESIDENT STATUS

	Are you an Australian Citizen:  FORMCHECKBOX 
 Yes    FORMCHECKBOX 
 No

	Are you a Permanent Resident:  FORMCHECKBOX 
 Yes    FORMCHECKBOX 
 No        What is your current Visa status:

	REFERENCES

	Please list two (2) people who are not relatives who know about your abilities and knowledge. 

	Name:
	Name:

	Relationship:
	Relationship:

	Phone:
	Phone:

	Best time to contact them:
	Best time to contact them:

	PLEASE READ AND APPROVE BELOW

	I understand and agree that this application form does not automatically make me an Old Treasury Building volunteer.

I agree to the screening process which includes an interview and reference check to ascertain suitability to the role. 

I understand there is a level of training I must meet before I begin volunteering and participate in on-going training to maintain my role at the Old Treasury Building. 

	I declare that all information provided on this form is true and correct to the best of my ability. 

	 FORMCHECKBOX 
 Agree    FORMCHECKBOX 
 Disagree

	Name:                                                                                                                                           Date: 

	PLEASE SEND YOUR COMPLETED APPLICATION:

	Email: sally@otb.org.au

	Post: Old Treasury Building, 20 Spring Street, MELBOURNE, VIC, 3000

	Fax: (03) 9651 6508

	

	If you have any queries regarding your application, please don’t hesitate to contact us: (03) 9651 2233 or sally@otb.org.au 

	OFFICE USE ONLY

	Date received:                                                                                                               FORMCHECKBOX 
 Approved    FORMCHECKBOX 
 Declined

	Interview date:

	Orientation date: 


We will only use information collected from you for the purposes for which it was collected.  We will not disclose your personal information to a third party.  We will remove personal information from our system where it is no longer required. The Old Treasury Building Museum adheres to the Victorian Public Sectors Privacy Policy which can be downloaded here: https://www.privacy.vic.gov.au/privacy/web2.nsf/files/protecting-information-privacy-in-the-victorian-public-sector/$file/brochure_09_05.pdf
