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Recruitment and Selection Plan Checklist
This template should be used in conjunction with the Recruitment and Selection Guidelines.


	Position Details

	Position Title ________________________________________________________________________________

Division/Portfolio ____________________________ School/Unit/Institute ________________________________

Position’s Manager (Title)________________________________ (Name)________________________________

Reason for Vacancy __________________________________________________________________________

Type of Employment:
(
Continuing

· Fixed-term contract

Work Fraction:
(
Full-time
· Part-time (fraction) _________ FTE or (hours per week) _____________

Account code for position   _____/______________/______

If fixed-term contract please complete below: 
Please refer to the applicable industrial instrument for further information about types of fixed term contract.

( Specific task or project

( Replacement employee

( Recent professional practice required

( Research

( Student employment

( Pre-retirement contract (subject to review)

( New organisational area

( Disestablished organisational area

( Individual contracts for senior staff

( Other*

Please note:  *Fixed term contracts in the category ‘Other’ may attract higher severance pay entitlements for the incumbent.

	Prior to Advertisement

	All University redeployees have been considered for the vacant position on (date) _____________________

Approval to recruit from (Title) ______________________________(Name) __________________________



	Advertisement Details

	Account Code: _____/________________/__________

Close date for applications __________________________

Contact name for enquiries __________________________  Contact number _____________________

Date                            Publication
__________               Internal – Director: Human Resources distributes vacancies each Tuesday.

__________               The Advertiser (Saturday Edition)

__________               The Weekend Australian (Saturday Edition)

__________               The Australian (Wednesday Edition)

__________               Other publication/internet site ____________________________

__________               Other publication/internet site ____________________________

Adverts must reach the HR unit by 5.00 pm each Friday for placement in the next Saturday’s Advertiser, Weekend Australian and following weeks Wednesday's edition of The Australian.


	Selection Panel Membership

	The Diversity and Representation on Committees and Working Groups (C-8.3) applies to selection panel membership.  The Chair of the panel determines the expert panel.

Title

Family Name

First Name

Gender

Role on Panel

Chairperson



	Selection Strategy

	Managers are encouraged to use a variety of selection strategies.

( Application
( Interview
( Assessment (type) _____________________

( Second Interview
( Meeting/s with staff/team
( Assessment 2 (type) ____________________

( Presentation
( Meeting with manager
( Reference checking

( Other ____________________________________________________________________________________
Are applicants required to address the selection criteria in their application?      ( Yes       ( No

If no, identify alternatives from above.



	Selection Dates

	Selection Activity Description

Date

 Time

Venue

Eg Shortlisting

Administrators should confirm meeting times with panel members.



	Attachments

	Please attach the following to the recruitment plan.

( Advertisement
( Position Description (with selection criteria)
( Authorisation to recruit (if applicable)

( Other ______________________________

To assist the panel please forward a copy of the recruitment plan and attachments to the selection panel members.



	Authorisation

	Hiring manager
_________________________ (Name)

_________________________ (Signature)

_________________________ (Date)


Please forward a copy of this recruitment plan and attachments to your local HR Professional.

