Attachment D


Recruitment and Selections

Centrelink National Recruitment Panel
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Introduction

The National Recruitment Panel was developed as part of the Australians Working Together implementation and is now available as a recruitment service for Areas and Call Centres.

Recruiting officers can engage any of the ten providers to manage a pre designed recruitment exercise at a fixed price against a standing offer contract.

As this process is relatively new to Centrelink, please read 
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The Recruitment Process
. 

What jobs does the National Recruitment Panel cover?

The Panel is contracted for 


 HYPERLINK "http://centrenet/homepage/nso/people/handbook/selecting/sel003.htm" 
ongoing staff recruitment
 in the following roles:
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Centrelink Band 2 Customer Service Officer (CSC)
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Centrelink Band 4 - Centrelink Professional 1 (Psychologist)
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This panel is not to be used for the recruitment of Non-Ongoing staff, If you require assistance with the recruitment of Non-Ongoing staff, you should visit 
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Engagement of Non-Ongoing Employees
, and seek the advice of your local HR Advisory Unit.

When should I use the National Recruitment Panel?

The panel was originally designed to offer cost savings in bulk recruitment exercises of around 8 vacancies. However, the panel may be used for any number of vacancies according to local management requirements.

Each provider offers a fixed cost per placement so this should be balanced against the resource costs to undertake small selection exercises in-house. Providers will usually offer further discounted prices for larger numbers, so it is anticipated that where adjacent Areas or Call Centres have a common recruitment need, they may combine their requests. 

How do I use the National Recruitment Panel?
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Click here
 for Panel Members and a basic outline of their services and coverage.

After determining your needs:


1. See which Panel Members provide coverage of your location and vacancy type. You may wish to approach just one provider or make enquiries of a number to determine which will best meet your needs and budget. Most providers have provided some information on their company and their service offer that can be viewed in the Provider Information section.


2. Contact your chosen provider(s) and discuss your requirements and timelines. The importance of the following points increases with the size of the recruitment exercise. In discussion with the provider: 

· assess the likely response rate and determine an appropriate advertising and response handling strategy, 

· explore opportunities for the selection panel and delegate briefings by the provider and assure yourself of the provider's availability and capacity throughout the proposed recruitment timeline, 

· discuss costs and estimates for extra expenditure, 

· agree on reporting data formats and timeframes, contact personnel and a simple communication strategy to handle difficulties if they arise. 


· Document your understanding of the agreed process, strategies and issues or ask the provider to do this. The basic process is already documented in the Standing Offer contract so this document only needs to cover agreements extra to the contract. 


· Once agreement is reached you should produce a work order from the Contracts Database (See 
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How to use the Contracts Database
) and attach the extra agreements document.

You should ensure you have considered and agreed upon:

· The Process - exactly what assessments will the provider undertake (there are some differences between what is provided in the base contract costs and what will attract additional costs). 

· The competencies - agree upon what competencies will be tested, at what stage each will be tested, how they will be validated and how do they relate to the selection criteria and job description. 

· The resources - has the provider committed enough people, do they have a database which will be able to handle potential volume? 

· The facilities - do they have the facilities to run the call centre operation and assessment centres in house and if not, what are their alternatives? Are they suitable alternatives, with access to the databases etc, is this covered in the costs? 

· The advertised role - is the role fully understood and does the local consultant understand enough about Centrelink and it's role and responsibilities? 

· The reports - have you agreed what reports you will require during and after the recruitment exercise? 

· The complaints - agree who will deal with complaints from applicants (internal and external) and at what stage 

How to use the Contracts Database to create a Work Order

The Standing Offer Contracts for the National Recruitment Panel are available on the Contracts Database, accessible through Lotus Notes. If you do not already have the icon you can arrange access by emailing a request to the 


 HYPERLINK "mailto:PURCHASING.CONTRACTS.HELP.DESK/NSO/CSDA?Subject=Purchasing Contracts Database access" 
purchasing.contracts.help.desk
.
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1. Click on the Contracts Register Icon and select "by person" in the left hand list.


2. Select "Glyn Tomlinson" as the Manager, "Standing Offer Deed" then "Finalised" which will drop down a list of the ten Professional Recruitment Services contractors.
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3. Double click on the appropriate contractor and the database will display all the basic details of the Standing Offer. For specific pricing and optional services, the Schedule to the Contract is included as a Word Pro document, which you will need to scroll down to.


4. You will also be able to create a work order from this screen by clicking on "Official Order" on the top left of this contractor screen.

How to fill in a work order

1. Agreement Number, Status and Official Order Number are generated by the program 

2. Date defaults to today - you can change if necessary 

3. Standing Offer Description is generated 

4. Detailed description of services is where you would insert the documented agreement on service arrangements 

5. For the Specified personnel and Fees input - use the Update button and then the Add button for each line. 

6. All other fields should be self-explanatory. 

7. When all data is input, you will need to click the finalise button and Print Contract 
8. If you are having problems or need further assistance, please contact the NPCU Help desk on 383800. 

The Recruitment Process

Once you have selected your provider and arranged the work order;


· Arrange a briefing with the provider for them to explain their assessment processes (including rating scales) in detail so that you fully understand the process. This will assist with understanding why an applicant is successful or not and help with providing feedback after the process. It may be a good idea for someone from your area to attend an assessment centre. 


· Decide and agree upon when applicants should complete police records check forms (

 Consent to Obtain Personal Information), show proof of ID and complete the Centrelink 
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Details of Employment History
 form. 


· Ensure that the provider understands what competencies you do want testing. The Centrelink interview panel(s) should use the same rating scale as the provider to keep the process consistent. This will make giving feedback to candidates easier. The 
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attached spreadsheet
 is a good example you may wish to use. It should be used in conjunction with the attached 
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Sample Interview data sheet
. 


· The advertisement:

· consider how long you wish the vacancies to be open for, just a few days or a weekend may be long enough to get the required numbers of applicants (make sure that this detail is clear in the advertisement)

· ensure that it is clear what the role involves (not just the duties) and gives applicants enough information to self-select out

· when placing the gazette advert ensure that in the notes section you explain that written applications are not required and that applicants will be assessed via the telephone and at assessment centres. 


· Advise each CSC manager to inform their non-ongoing staff of the vacancies and to explain the process involved in applying. 

This process is quite different to the traditional APS application process and existing Centrelink staff will need to be aware of this. There is;


· no need to provide a written application addressing the selection criteria 

· no requirement to provide lots of information and explanations of past skills and experience 

· a need to demonstrate in the telephone interview, at the assessment centre and during the final interview that they possess the skills and ability to perform the functions of the advertised role. 

Each stage of the process will measure their behaviours and responses against competencies linked to the selection criteria.


Telephone Interview
The telephone interview may contain; (but is not exclusive to)


· questions to establish eligibility, availability, citizenship etc

· questions to establish working history and relevant experience

· behavioural questions which are directly linked to the competencies for the position

· questions aimed at gathering supporting evidence of behaviour

· questions to assess motivation and basic understanding of Centrelink. 

Candidates who do not demonstrate their suitability at this stage will not be passed onto the next stage.


Assessment Centre
The assessment centre gives applicants an opportunity to demonstrate their competencies, to gain a stronger understanding of the role and obtain constructive feedback on their strengths and weaknesses.


It may involve (but is not exclusive to)

· a behavioural interview

· a one on one role play

· a group exercise

· PC skills

· numeracy, literacy and grammar testing 

Candidates who do not demonstrate their suitability at this stage will not be passed onto the final stage.


Centrelink Interview
The Centrelink interview provides an opportunity for the panel to confirm the provider's assessment/rating of the applicant, to get a 'feel' as to the applicants fit within the organisation and to clarify any points not covered previously.

After the recruitment process

When your new employee starts, they should complete the National Induction Program. This program is available in two formats:

· 
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For Customer Service Centre staff
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For National Support Office staff
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