RECRUITMENT PROCEDURE

	STAGE
	PROCESS AND DOCUMENTS

	Position description
	· Writing a good PD is half the job done when it comes to recruitment. Solicit staff advice; make sector comparisons; check salary benchmarking

· All responsibility areas should be covered, grouped together where possible to make distinct role areas clear, and identifying staff reports and regular interfaces

· End with a “Shared staff responsibilities” section

· This document should be one to two pages only

	Job ad and PD
	· Summary table with role title, salary range, direct reports, location, start date, application deadline, and statement strongly encouraging a diversity of applicants

· A section on what Organisation does and a paragraph on the role scope

· The full position description

· An organisational chart

· Selection criteria (try to keep it below seven) to which candidates must respond
· A contact person who is across the role and can answer phone queries

· A closing date with clear instructions on what to email (covering letter, statement against selection criteria, CV and contact details for three professional referees, all as the one PDF, with the candidates’ name in the document title)

· An outline of the recruitment timeline, mentioning the date of interviews so that candidates who expect to be unavailable can make that known; this also avoids unnecessary calls from candidates “just checking”

· A clearly worded statement strongly encouraging applications from First Peoples, from people with disability, from CALD backgrounds

· The expected start date

	Advertisement
	· Consult with First Nations, disability and cultural diversity organisations, and encourage them to share

· Arts Hub, Ethical Jobs
· Mainstream paid services (e.g. My Career) never yield good results: avoid

	Application deadline and shortlisting
	· Ideally, close at noon on a Tuesday and shortlist on a Wednesday so that candidates can be telephoned with plenty of notice for a Monday or Tuesday interview, giving them the weekend to prepare
· Don’t close at 5:00pm or midnight; nobody will be around to offer final technical help 

	Acknowledgement 
	· Email all candidates after the close of applications to acknowledge receipt and confirm that only shortlisted candidates will be contacted from this point

	Interviews
	· Interview sheet identical for all candidates, and all are asked the same questions
· Questions are based on the selection criteria and should include scenario or problem-solving questions, allowing candidate to offer situation-response-outcome

	Referee checks
	· Use these to gather information that would be impossible to obtain from the candidates themselves

· Typical questions: describe your working relationship; give an example of how candidate works under pressure; candidate’s presentation was strong but what areas would you suggest would require extra support in first weeks of employment?

	Offer of employment
	· Contact the successful candidate by phone and offer the position verbally. Follow this up with a negotiation meeting and a written contract 

	Acknowledgement
	· Telephone all shortlisted candidates to advise the outcome and offer feedback, either immediately if helpful or at another time 
· Email all candidates at the conclusion of the process, offering a deadline after which feedback can’t helpfully be solicited/offered 

	Induction
	· Create a handover and induction schedule using the position description: create a table which aligns task areas with relevant documents, processes, internal interfaces, external partners, relevant budgets and first tasks


ESTHER ANATOLITIS MADE THIS SO THAT YOU COULD DO WHATEVER YOU LIKE WITH IT

