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Please note that Human Resource Services will send auto email updates to the following categories of applicants at the appropriate times in the recruitment process:

· Non-shortlisted candidates

· Interviewed, but not appointed candidates

It is important therefore for this information to be provided as early as possible to your HRS team’s generic email and that duplication of this advice is not provided to candidates by the employing area.

This will not replace the expectation that the Chair of the Selection Committee will personally inform each unsuccessful candidate who was interviewed.

This is a Word document and may need to be modified/reformatted if you wish to type straight into it.

PART A: 
Shortlisting Report 

	Faculty/Division/Directorate:
	

	Position Title:
	

	Position No.
	

	Date of advertisement:
	

	Closing date:
	

	No. of applications received:
	

	Shortlisting Committee members:
	Chair –

Others – 
	


Reason for the vacancy:



[eg  new position established for project x ….replacement for person y]

Selection Criteria (as set out in the Position Description)
Shortlisting meeting date/s:
____/ ____/ _______

   See attached comments/matrix (Form 9.06c) for assessment of ALL applicants 

(you may delete the table below);  OR 

   See Assessment of Applicants below. 

Assessment of Applicants:
	No.
	Applicant

Name
	Comments – 
detail selection criteria met or not.
	Interview?

Yes/No

	1.
	
	
	

	2.
	
	
	

	3.
	
	
	

	4.
	
	
	

	5.
	
	
	

	6.
	
	
	

	7.
	
	
	

	8.
	
	
	

	9.
	
	
	

	10.
	
	
	


	Applicants to be Interviewed:


	1. 

	Referees reports sought, in writing, prior to interview (where desired)?                                          
	 Yes      No

	Date of interview:
	

	Mode of interview:

(on-campus, teleconference, videoconference)
	


An email list of candidates who are to be interviewed, should NOW be sent to Human Resource Services so that non-shortlisted applicants can be advised promptly. Should you elect to submit the shortlist report at this time, note that this will be checked and approved when the final full Selection Committee Report is submitted.

PART B: Interview Report 

	Selection Committee members:
	Chair –

Others – 
	


DISCUSSION ON CANDIDATES:

(Show appointability against selection criteria only – but not ranking or comparative comments at this stage)
1.  [Applicant’s Name]  –  discussion …






         APPOINTABLE / NOT APPOINTABLE

2.  [Applicant’s Name]  –  discussion …







         APPOINTABLE / NOT APPOINTABLE

3.  [Applicant’s Name]  –  discussion …







         APPOINTABLE / NOT APPOINTABLE

FURTHER COMPARATIVE DISCUSSION AND/OR RANKING:

(compare candidates here for ranking)

REFERENCES:

(comment on referees’ views – obtained by phone?  in writing?...)

RECOMMENDATION TO APPOINT:

	Rank
	    Name
	   General Staff

	
	
	Level
	Step
	Hours

	1
	
	
	
	

	2
	
	
	
	

	3
	
	
	
	

	4
	
	
	
	

	5
	
	
	
	


Justification must be provided for higher salary than base.

Market Loading to apply?
 No 
  Yes -
%

(Only if approved and specified in advertisement)

Probation
	Applicant’s Name
	Probation to apply?
	Justification if NO

	1. 
	 Yes
    No
	

	2. 
	 Yes
    No
	

	3. 
	 Yes
    No
	

	4. 
	 Yes
    No
	

	5. 
	 Yes
    No
	


The following applications have not yet been ranked, and may be reconsidered if an acceptance is not received.  Hold these applicants for further consideration:

Please note that advice of the outcome of this recruitment process cannot be communicated to any applicants until the Selection Committee report has been approved by Human Resource Services.           


Chair: 
    

 ____/ ____/ _______

            
Signature
Name


PART C: Personnel Services Use Only 

The Selection Committee Report complies with UNE policy.

Signed: 
                     ____/ ____/ _______


Director, Human Resource Services (or nominee)


PART D: Personnel Services Use Only 

1. Documentation checked and correct: 
___________________   Date:  ____/____/____

2. Letter of offer sent:
___________________   Date: ____/____/_____

3. Acceptance received: 
___________________   Date: ____/____/_____

   
Commencement date:  Date: ____/____/_____


Visa requirements checked – Nomination required ?      Yes     No

4. Confirmation letter sent: 
 ___________________  Date: ____/____/_____

5. Employer Nomination – 
lodged:
___________________   Date: ____/____/_____



approved
___________________   Date: ____/____/_____



advice sent
___________________   Date: ____/____/_____

5. Induction held: 
___________________   Date: ____/____/_____

6. Data entered into Concept 
___________________   Date: ____/____/_____

7. File


