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CHAIR OF SELECTION  COMMITTEE (OR NOMINEE) 

• Collects position package from Personnel Services 

• Copy papers  and provide to committee members  
 

COST CENTRE 

• Prepare the draft advertisement (Form 9.02c) and additional information to market 
the position 

• Establish the Selection Committee (Form 9.06a) 

• Complete Request to Advertise (Form 9.02a) 

• Set Shortlisting date (normally no sooner than one week after closing date) and 
confirm selection committee availability  

• Set interview date normally no sooner than one week after shortlisting  

SHORTLISTING  

• Full selection committee determines shortlist  

• Shortlisting Report prepared by Chair  
(The report does not need to be submitted to Personnel Services unless advice 
required (Part A of Form 9.04a)) 

 

CHAIR OF SELECTION COMMITTEE  
(OR NOMINEE) 

• Shortlisted applicants advised of interview details 
• Videoconferencing set up through TLC (if required) (Form 9.06d) 

• Confirm details with Committee members 

• Organise applicant travel to and from Armidale and accommodation in Armidale (if 
required) 

• Make catering arrangements (if required) 

• Conduct interviews 

• Agree on appointability ranking, salary level  

• Chair and other nominated committee members conduct reference checks  
 

POSITION PACKAGE 
CONTENTS 

• Confidentiality statement 
• Policy procedure 9.04 & 

flowchart 9.04Z 

• Advertisement 

• Position statement 

• Any additional information 

• EEO Policy 

• All applications 

VC/DEAN/DIRECTOR 

• Establishes the Position (Form 7.02a) 

• Prepare position statement and have classified (Pro Forma 7.12a&b) 

PERSONNEL SERVICES 

• Paperwork received and approved within two days (if correct) 

• Advertises the position 

• Receives and  acknowledges applications  

• Prepares position package for the Chair.  Available for collection 12 noon  
Wednesday after closing date   

CHAIR OF SELECTION COMMITTEE 

• Contacts successful applicant/s and informs them that an offer will be forthcoming  

• Verbally informs unsuccessful applicants and provides feedback 

• Documentation and applications to be destroyed 

CHAIR OF SELECTION COMMITTEE 

• Prepares Selection Committee Report (Form 9.04a) and sends to Personnel 
Services for approval prior to any advice to applicants 

PERSONNEL SERVICES  

• Recruitment process approved and Chair advised (email)   
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Note ‘day’ = working day 

PERSONNEL SERVICES 

 

• Letter of offer prepared by Personnel Services Team 

• Staff Personnel File created 

• Letter of Offer signed by Director HRS (or nominee)  

• Offer package sent to successful applicant/s); 

• Email sent to Chair & supervisor with letter of offer. 

• Advise Chair when offer accepted (or declined) 

• If first ranked applicant declines, reference checks on second ranked applicants 
undertaken.  

• Offer sent to next ranked applicant upon direction of Chair 

• Unsuccessful interviewed applicants advised in writing once offer formally 
accepted 

(For new appointees who are non-Australian residents)  

• Upon acceptance of offer, immigration process commenced  

• Employer nomination (UNE) – Head Of Cost Centre and nominee informed when 
approved 

• Visa application (actioned by appointee) monitored and followed up by Personnel 
Services  

NEW STAFF MEMBER 

• After commencement attends formal induction program (hosted by Organisational 
Development) 

 

PERSONNEL SERVICES 

• Concept HRIS updated with new staff member details 

• Recruitment process closed in HRIS and hard copy details retained for 2 years 
 

OFFER PACKAGE 

• Letter of Offer 

• General Staff  Enterprise 
Agreement 

• Commencement Form  

• Disbursement Form 

• EEO survey  

• Tax Form  

• Travel/Removal Policy 

• Transit Insurance Form 

• HR Privacy Guidelines 

• Parking Booklet 

• Code of Conduct 

• UNE & Armidale Brochures 

• Maps 

UNIVERSITY OF NEW ENGLAND 

• Supervisor/nominee liaises with new appointee re accommodation and orientation 
matters 

• Personnel Services continue to provide support i.e. travel and removal, general 
information, HR Induction etc. 


