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1. Objective

The ANAO recognises the key role its people play in its success as an organisation.  The objective of this policy and the accompanying Implementation Guide is to provide guidance to ANAO managers, staff and external providers on the recruitment and selection of people into roles at the ANAO.  These documents will help ensure that the ANAO applies the most effective and consistent methodology available to recruit and select the best people into the ANAO.

This policy has been developed to specify the requirements for all recruitment and selection processes adopted by, and implemented on behalf of, the ANAO.  Its purpose is to:

· inform individuals who use or are affected by the policy;

· ensure consistent application of best practice procedures in recruitment and selection;

· facilitate continuous improvement in the process, through active monitoring and validation of outcomes; and

· ensure compliance with the relevant legislative framework (the Public Service Act 1999) and specific ANAO policies and agreements (such as the ANAO Certified Agreement, the Remuneration Policy and Procedures and the ANAO Workplace Diversity Policy).

This policy covers recruitment and selection processes for:

· vacancies in current roles;

· newly created roles;

· promotions; and

· transfer at level.

Effective implementation of the Recruitment and Selection Policy will lead to improved capacity of the ANAO to meet its corporate goals through:

· the employment of high quality staff;

· clearer specification of roles, accountabilities and skills required of those involved in recruitment and selection;

· enhanced standing of the ANAO through the adoption of rigorous, comprehensive, validation processes; and

· improved visibility and understanding of the recruitment and selection process by all parties.

The "ANAO Recruitment and Selection Implementation Guide" accompanies this policy and has been prepared for all those involved in implementing recruitment and selection processes.  The Implementation Guide is cross referenced to this policy and contains specific advice and guidance about the essential processes in support of ANAO recruitment and selection activities.

This Policy takes precedence over the Implementation Guide in the event of any real or perceived discrepancy between the two documents.

2. ANAO Recruitment and Selection Framework

The ANAO has adopted a six step Best Practice Framework for all recruitment and selection processes.

Figure 1 – Best Practice in Recruitment and Selection

The adoption of the ANAO Framework will:

· provide a structured yet flexible approach to recruitment and selection

· facilitate the use of reliable and valid processes in the evaluation of candidates for engagement at the ANAO

· recognise the talent available amongst existing staff to fill vacancies

· help ensure the lessons learned from the review of recruitment and selection outcomes are acted upon.

The Implementation Guide is structured around these six steps.  It contains specific guidance about the processes required within each step.

3. Principles in ANAO Recruitment and Selection
This policy is consistent, and complies, with the Public Service Act (1999) and embodies the principles of merit, equity and fairness.  The policy also seeks to uphold the ANAO core values of Respect, Integrity and Excellence and the strong emphasis placed on transparency of decision making.  ANAO recruitment and selection has an emphasis on a “two way” selection process in which there is a recognition that the applicant and the organisation will make informed decisions to proceed with the engagement.  All of these principles must be applied in all recruitment and selection decisions at the ANAO.

A summary of the ANAO application of each principle is provided below.

Merit.  All selection decisions for ongoing engagements are to be made on the relative suitability of candidates.  The candidate who is able to demonstrate the “best fit” against the selection capabilities will be given preference.

Equity.  The policy and “day to day” application of recruitment and selection at the ANAO is to be consistent with diversity guidelines.  These are derived from the APS Values and further detailed in the ANAO Workplace Diversity Policy.

Fairness.  Consistent with the principle of natural justice, all recruitment and selection policy and practice at the ANAO must reflect fairness.  Staff have recourse to the Internal Fair Treatment procedures contained in the Certified Agreement, if appropriate.  In addition, staff have access to formal review arrangements under the public service legislative framework.

Transparency.  The policy will be made available to both internal and external applicants and it will guide all recruitment and selection decision making in the ANAO.  Whilst there is flexibility within the policy, all recruitment and selection processes must be conducted professionally, appropriately documented and be consistent with the policy framework.

“Two Way” selection.  The ANAO adopts the principle that successful recruitment and selection needs to provide an opportunity for “two way” selection.  That is, the process allows the ANAO sufficient contact with applicants to accurately assess them for engagement, and for candidates to assess the ANAO as an employer.  The ANAO needs to have sufficient opportunity to get to know candidates before making a decision.  Equally, candidates need to have sufficient information about, and exposure to, the ANAO through interactions with multiple ANAO representatives, in order to make a well informed decision regarding their own suitability and “fit” within the ANAO.

4. Key Roles in Recruitment and Selection

While the overall responsibility for the administration of the ANAO processes for recruitment and selection of staff rests with the Auditor General, the Public ServiceAct (1999) allows for the delegation of relevant responsibilities to specific ANAO positions.  Based on existing ANAO delegations, various staff and staff groupings have specific responsibilities.

Delegates.  For each category of staff, the following details ANAO Delegates for recruitment and selection:

· SES


Auditor General

· EL2 and EL1
Group Executive Directors





(in consultation with the Deputy Auditor General)

· APS 6 and below
Executive Directors





(in consultation with the appropriate Group

Executive Director)

The Delegates have the responsibility, within this policy, for:

· appointing a Selection Committee, including nomination of the Chair;

· approving the actual process used;

· confirming an appropriate process was followed;

· considering the recommendation; and

· approving engagement.

Selection Committee Pool.  The Delegate may appoint a number of personnel to coordinate, support and implement recruitment and selection processes on behalf of the ANAO, the Service Groups and Corporate.  These staff will receive training in behavioural interviewing techniques, if not already experienced and fully effective, and be effective ambassadors to external candidates to the ANAO.  They will form a pool of staff from which Selection Committees can be drawn to manage a recruitment and selection exercise for a particular period or for a particular vacancy.

Selection Committees.  Selection Committees will consist of at least three members. Membership of each committee will normally include:

· the manager of the vacancy, where possible, or a more senior manager (Chair)1;

· an “at level” Service Group peer of the role2, where possible;

· a People Management representative for non-SES roles; and

· a PSMPC representative for SES roles.

Further members may be added so that the committee consists of the best combination of staff to make an appropriate and defensible assessment of the candidates presenting for the vacancy.

Selection Committees must be structured having regard to an appropriate gender balance.

The Delegate, on the recommendation of the Chair, will have the final decision on the composition of the Selection Committee to ensure best fit for the circumstances of the individual vacancy.

While the Selection Committee will be responsible for the administration of the entire process and for recommending the preferred candidate/s, external providers may be employed to assist in implementing aspects of the process. 

Before recommending a candidate/s for engagement, the Selection Committee is to confirm for the Delegate that:

· it has assessed the candidate/s through direct observation; and

· an appropriate process has been applied in determining the final recommendation.

People Management Unit.  The People Management Unit, within the Corporate Management Branch, plays an important role in the recruitment and selection process.  The Director and/or the Recruitment Officer will facilitate the application of the policy by:

· providing advice and assistance to Selection Committees, including preparation of selection documentation, direct support with interview processes, referee reports and preparation of selection reports;

· co-ordinating of advertising;

· arranging training in essential techniques, such as behavioural interviewing;

· acknowledging applications and providing appropriate advice to successful/unsuccessful applicants;

· coordinating transfers for existing employees; and

· liaising and managing the relationship with external providers of support services.

Corporate Management Branch.  The Corporate Management Branch has a particular responsibility, in consultation with the Service Groups, to periodically conduct a validation analysis of recruitment and selection outcomes across the various forms of entry.  This will involve the analysis of departures from the ANAO, the comparison of pre-engagement factors with subsequent performance and monitoring of cohorts of entrants to the Graduate Program.  It is necessary for Selection Committees in particular to ensure appropriate assessment records are made as the recruitment process is implemented and retained afterwards to allow for later validity analysis.  The purpose will be to identify and implement opportunities to improve the process, incorporating amendments to the Policy and the Implementation Guide as necessary.  Annual reporting on this activity to the People and Business Management Committee, through the Executive Director, Corporate Management Branch, is required.

External Providers.  Unless otherwise determined by a Delegate, the role of external service providers is to provide details of prospective candidates to the ANAO. 

5. Consideration of ANAO Staff in the Filling of Vacancies

The ANAO seeks to employ the best individuals to fill vacancies.  For some vacancies an existing staff member may be the best candidate available, while for others an external search is required to find suitable candidates.  Irrespective of the origin of each applicant (that is, external or internal) it is necessary within this policy that each individual applicant be assessed against the relevant Selection Assignment Specification for the role, by the Selection Committee, prior to making a final recommendation.  There is a difference in the processing of applications in response to advertised vacancies between internal and external applicants.  The process flow chart at Figure 2 illustrates these differences.

Notification of Vacancies for ANAO Staff.  ANAO staff may become aware of vacancies through several avenues:

· “Auditorium” – the ANAO staff newsletter

· ANAO Intranet

· Commonwealth Gazette

· Press advertisements

Regardless of the information medium used, Selection Committees must make reasonable efforts to ensure current ANAO staff are informed of vacancies.  Irrespective of how staff members become aware of the vacancy, each staff member may apply and be considered for a vacancy.

Transfers Promotion/Advancement.  Following the advertising of vacancies, applications from existing staff members in these categories are submitted to the Recruitment Officer in the first instance.  For advancement within Band 1 and 2 only of the ANAO’s Broadbanded Structure, Selection Committees may undertake a streamlined selection process involving consideration of an applicant’s application and obtaining referees comments from the applicant’s supervisor and other sources.  Interviews are not mandatory, however, selection committees, in consultation with the delegate, may elect to conduct interviews as part of the process.
A full selection process for all other vacancies must be undertaken.

Continuous Recruitment Program.  In accordance with the ANAO’s continuous recruitment program, staff may express interest in future transfer, advancement or promotion to any role that they consider they have the necessary experience, skills, qualifications and personal attributes to perform.  Staff wishing to be considered for a role that may become vacant should, in the first instance, discuss this with their Executive Director.  If, following this discussion, they still wish to proceed, they should forward their expression of interest and CV, framed against the capabilities and key functions of the role, to the Director, People Management Unit, CMB.  The role of the Executive Director is to assist the potential applicant to decide whether to apply.

Where vacancies exist, nominated Selection Committees will undertake a selection process on a four monthly (end January/May/Sepember) basis or more frequently if required to meet business requirements.

When assessing internal candidates, selection committees will have regard to the suitability, on a merit basis, of any external candidate that was rated ‘suitable or above’ over the previous 12 months, but who was not offered employment with the ANAO at that time.  This ensures that the merit and equity principles are applied and that internal candidates are assessed against any residual ‘suitable’ external candidates from a previous exercise that was within the same Service Group.

Provision of Feedback to ANAO Staff.  Unsuccessful ANAO applicants are to be offered face-to-face feedback about their application from the Selection Committee.  The feedback should address the assessment of the selection criteria and be extended to include any implications, if identified by the Selection Committee, for the individual’s personal development.  

Figure 2
ANAO Recruitment and Selection Process


*Note:
For vacancies within Band 1 and 2 of the ANAO’s Broadband Structure, Selection Committees may elect not to interview candidates, but instead base assessment on application and referee comments.

6. Essential Requirements for ANAO Recruitment and Selection

SES Recruitment  While the recruitment and selection processes to fill ANAO SES vacancies will be consistent with the general principles in this policy, specific guidance is provided by the Public Service and Merit Protection Commissioner for SES recruitment and selection.  PSMPC Booklet No. 2 (Senior Executive Service – Working with the Act) contains some essential process elements (eg advertising, selection criteria and role of the Selection Committee) including the requirement for the Commissioner to be represented on the Selection Committee.

Assignment Specification.  Initial selection documentation is to be prepared in the form of the Assignment Specification.  The specifications include information on the ANAO, salary rates for each classification, selection capabilities, important functions of the position, scope of responsibility, job specific knowledge and relevant experience, qualifications required, conditions of employment and ‘how to’ apply section.  

Recruitment Source and Eligibility.  Ongoing employment, unless otherwise determined by the Delegate, is only available to Australian citizens or permanent residents of Australia who have lodged a citizenship application with the conferring of citizenship occurring within 12 months.

Shortlisting of Applications.  The shortlisting of applications is to be based upon the selection capabilities and is to include a systematic evaluation process.  Sufficient detail is to be recorded to facilitate feedback to applicants.

Writing Test.  For all audit positions (both SES and non-SES) the selection process will include applicants undertaking a test to assess their writing skills.  The nature and duration of this test will be dependent on the type and level of the vacancy.

Personality/Cultural Fit Testing.  For all prospective external engagements, personality/cultural fit testing will be conducted to provide evaluative information for the Selection Committee to consider prior to a candidate’s second interview.  This information will inform the Committee about the likely ability of the candidate to adjust to the ANAO environment and the job role.  The interpretation of personality tests is restricted to registered psychologists, although test administration can be supervised by others. For all vacancies, the recommended instrument for personality/cultural fit testing is the Sixteen Personality Factors Questionnaire 5th Edition.  
In normal circumstances, this testing will not apply to internal applicants.  The Chair of the Selection Committee, in consultation with the Delegate, may require internal applicants to undertake  personality/written testing in circumstances where testing will better enable the assessment of a candidate's suitability against the selection capabilities.

Selection Committees may determine a need to formally assess other specific skills and abilities.  A valid and reliable test of these skills and abilities can be included.

When testing is applied, it is incumbent on test administrators to demonstrate the capacity to administer tests under appropriate standardised conditions.  This will include aspects such as an appropriate environment, satisfactory conditions, adequate supervision and instructions and adherence to appropriate time limits.

Test results are valid for 12 months only.  Applicants are required to be retested should they have not completed the tests within the previous 12 months

· As part of validation of the selection process, all successful applicant’s (those offered engagements) performance on the job will be compared with test results, where undertaken, and other pre-engagement measures.  

Behavioural Interviews.  In addition to other forms of assessment:

· all interviews to assess candidates’ suitability for engagement are to use behavioural interview techniques;

· the interview is to be planned and structured with adequate coverage of the selection capabilities and an appropriate division of responsibility for each Committee member;

· for any recommended candidate, all selection processes will employ at least two formal ANAO interviews..  The initial interview is intended to provide the applicant with an opportunity to press their claims for the position by outlining relevant experience, technical proficiency, qualifications, personal qualities and other relevant information, while at the same time enabling the committee to make an initial assessment against the selection capabilities.
After taking into account referee comments and test results, for those deemed to be in strong contention, the second interview discussion is to be used  to explore in more depth the suitability and fit of the preferred candidate(s).  This interview should, where practicable, be undertaken by the Delegate, at least one member of the Selection Committee, preferably the Chair and a CMB representative.  Also, it is an opportunity to further explore any key aspects of the vacancy and any matters of concern highlighted in the initial interview, referee checks or testing (where undertaken) with the preferred candidate(s),. remuneration issues and commencement arrangements.  It is also an opportunity for the candidate to discuss further issues such as the practical aspects of the job, the type of work, actual work environment, supervisory responsibilities, training and development opportunities and conditions of service.  This ensures that, to the greatest extent possible, the candidate is comfortable with the nature of the position and has been given sufficient opportunity to ask pertinent questions outside the more formal structured first interview process.  The Delegate/Selection Committee may determine a requirement for additional contact with highly rated candidates to help differentiate applicants and to further explore applicants’ suitability;

While the second interview is intended to assist with the ‘two way’ fit methodology, it remains an integral part of the Committee’s overall assessment and process considerations.

Interviews will usually be ‘face to face’ but may be conducted via telephone or through teleconferencing facilities. However, no candidate is to be recommended for engagement without having at least one face-to-face interview with the Selection Committee or other nominated ANAO staff.

All members of Selection Committees will be trained in behavioural interviewing techniques.  Such training is arranged through the People Management Unit.

In normal circumstances, written and cultural fit testing will not apply to internal applicants.  The Chair of the Selection Committee, in consultation with the Delegate, may require internal applicants to undertake testing in circumstances where such testing will better enable the assessment of a candidate's suitability against the selection capabilities.

Referee Checking.  Prior to consideration of the Selection Report by the Delegate, at least two referees must be consulted verbally by the Chair of the Selection Committee to confirm aspects of suitability for the role.  For internal candidates, Selection Committees must talk to individual’s Executive Director and audit manager, if not already nominated.  Selection Committees are to ensure that key points advised by referees are documented and included in the final report.  Selection Committees may approach referees who have not been nominated by candidates.

It is preferable that two members of the Selection Committee, including the Chair, be present when referee comments are sought.  Documented referee comments must be ‘signed off’ by the Committee member(s).  This may be limited to the person who discusses the applicant’s claims, if other committee members are not present at the time.

The Chair may consider it appropriate to obtain a written confirmation of referee comments from referees.


· 
· 
· 
· 

Equivalent Candidates.  In the case of candidates being evaluated as “equivalent”, an internal candidate will be given preference over an external candidate for engagement/promotion.

Selection Report.  A Selection Report (see Attachment 2) is required to seek the Delegate’s approval of the outcome and to serve as a record of the process followed and assessments made.  The report should include sufficient detail to identify the Selection Committee’s assessment of candidates for validation purposes, the results of testing, where applicable, and the referees’ views about the applicant.  Any reservations the Committee might have about the applicant should be clearly stated.  A comparative analysis of ranked candidates is to be included.  Reasons for ‘selecting out’ candidates should also be included in the selection report.

Graduate Entry.  The Graduate Entry Selection process will be consistent with the policy requirements and include an Assessment Centre selection process, in which candidates participate in various group and individual activities, observed by ANAO assessors.

The Assessment Centre must be well structured and facilitated to achieve the high levels of validity usually associated with these processes  Graduate Assessment Centres are to be conducted in Canberra and offer participants the opportunity to visit the ANAO/Canberra with recent graduate entrants/staff, to familiarise themselves with the organisation, its people and the environment.

Reconciling elements of the selection process.  After the shortlisting of applications one of the important responsibilities of Selection Committees is to reconcile any differences/discrepancies that come to light during the four distinct elements of the selection process.  These elements, namely the application, interview(s), referee comments and test results provide the Committee with a host of information from various sources to assist in determining a candidate’s suitability against the ANAO Capabilities.  Where a discrepancy is noted through one of these core elements, Selection Committees must reconcile those differences with the other relevant aspects of the process.

Attachment 1

Delegate’s Name: _______________________

	Selection Report


Vacancy Particulars (insert appropriate details below).

Classification of Position(s):
………………………………………

Reason for Vacancy:

………………………………………

Date Advertised – Gazette/Press:
………………………………

Number of Applications received:
………………………………

Number who made final shortlist:
………………………………

Selection Process (briefly document the process undertaken by the Selection Committee).

The report must include a certification that the process followed was in accordance with the Recruitment and Selection Policy.  Any variations from this policy must be advised to the Delegate.

Comparative Analysis (justification of selection decisions):

This has been completed in relation to the applicants who were in close contention for the vacancy(s) and is attached.

Based on this analysis, the Selection Committee recommends the engagement/promotion of:


(Name) ………………………………………….


(Name) ………………………………………….


(Name) ………………………………………….

_________________

_________________

________________

Chair …../ ….. / …..

Member …./ …. / ….

Member …./ …. / ….

Attachments
A. Selection Documentation, Schedule of Applicants and Interview Questions

B. Applications, referee reports and test results obtained for applicants rated suitable or highly suitable

C. Applications from those who made first interview list (plus any relevant documentation)

D. Applications from those not considered for further assessment

Delegate’s Decision

The Selection Committee’s recommendation is:

Approved

Not Approved

________________
________________
_________________
______________

Name


Signature

Title


Date

	COMPARATIVE ASSESSMENT


	Applicant
	Comparative Analysis against Capabilities
(Suitable and above  Candidates Only)3
	Overall
Assessment
	Ranking of
Applicant

	
	
	
	

	
	
	
	

	
	
	
	


The comparative assessment should only include those candidates rated suitable or highly suitable.

	RANKING OF APPLICANTS


Rank in order of merit

NB:  A “ranked” candidate (other than the preferred candidate) may be eligible for subsequent promotion, transfer or engagement without the need for further assessment.
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1 The Chair will be an EL2 or above for all vacancies unless otherwise agreed by the Delegate.


2 For the purposes of this Policy “at level” means a representative in the same classification Band as the vacancy.


4 It is recognised that in some circumstances it is not possible to obtain referees comments from an external applicants current employer.


3 For the purposes of ranking applicants, the following categories should be used:





Highly Suitable


Suitable


Unsuitable, but has potential


Unsuitable
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