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Notes to Selection Committee Chairs and Members

The forms are provided in Word format so that they can be copied and used to complete the report as an electronic document. Please do not submit hand written reports.

The following forms are to be used in the recruitment procedure and are located on the Human Resource Services web pages.

“Advertising and Appointing to a General / Academic Staff Position”
http://www.une.edu.au/hrs/generaladvertised.htm (General Staff) or http://www.une.edu.au/hrs/academicadvertised.htm (Academic Staff) 

9.06c Data Integration Matrix (optional)

http://www.une.edu.au/hrs/handbook1/09_recruitment/09.06c.doc 

This matrix will assist members of the Selection Committee to review each candidate against the selection criteria.
ACADEMIC STAFF APPOINTMENTS

9.03a Selection Committee Report – Academic Staff

http://www.une.edu.au/hrs/handbook1/09_recruitment/09.03a.doc 
Part A: Shortlisting Report
Please complete Part A of this form upon the finalisation of the shortlisting process for the position. 

· Please forward to the Team Leader in Personnel Services, responsible for your area.

Part B:  Interview Report 

Please complete Part B once interviews have been conducted and the Selection Committee has reached a decision. Please forward this report along with the Shortlisting Report, to the Team Leader in Personnel Services, responsible for your area. 

Part C: Recommendation to Appoint
Part C forms the recommendation to the Vice-Chancellor and incorporates the educational qualifications, salary level, fraction, commencement date, probationary requirements etc. If the selection committee recommends that probation be waived Part D of the form will need to be completed by the Pro Vice-Chancellor (Academic)

Note: A signed “hardcopy” is required

GENERAL STAFF APPOINTMENTS

9.04a Selection Committee Report – General Staff
Part A: Shortlisting Report
http://www.une.edu.au/hrs/handbook1/09_recruitment/09.04a.doc 

Part A is to be completed as a record of the shortlisting meeting. It is no longer mandatory for shortlisting reports to be sent to Personnel Services for approval – however – if you would like Personnel Services to critique your report, please forward to your Team Leader. 

Part B:  Interview Report 

Please complete this part once interviews have been conducted and the Selection Committee has reached a decision. Please forward this report along with the Shortlisting Report, to the Team Leader in Personnel Services, responsible for your area. 

Note: A signed “hardcopy” is required

For further information
HR Client Services
Faculty of Arts and Sciences
ext. 3319 or 3947

Faculty of the Professions
ext. 3824 or 3433


Central Administration 
ext. 3523 or 2511
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