Attachment C


Manager’s/Team Leader’s Guide on Equity and Diversity

in the Recruitment and Selection Process
This checklist has been developed to ensure that all applicants are given equal and fair treatment during the recruitment and selection process.  It is not designed to be a comprehensive guide, but rather a list of issues to consider concerning equity and diversity.  It should be read in conjunction with Centrelink’s Recruitment and Selection Guidelines.

Choosing how/where to advertise
 Is it appropriate to advertise through media (newspapers, radio and TV) produced for Indigenous, multicultural or disability groups?

 Are there other publicity opportunities which could be used eg. provision of information about Centrelink as an employer through Indigenous/Multicultural Service Officers or community groups?

Give proper consideration to the advertisement itself:


 is it free of jargon?

 what kind of applicant is the advertisement likely to attract?

 how is Centrelink being portrayed as an employer?

 is the contact person/s appropriate eg. is an Indigenous or Multicultural Service Officer available to provide information on specialist positions?

 does it clearly distinguish identified positions or those which require special skills?
(eg. with an Indigenous CSO job, consider using the Indigenous Flower motif)

 does it allow applicants sufficient time to apply?

Providing information to applicants about Centrelink and the selection process
It is important that applicants are aware of what is expected of them when they apply for a position.  Have applicants been:

 referred to Centrelink’s web site to obtain further information about Centrelink?

 provided with an information package outlining the details they will need to provide along with their application? and

 provided with information about the selection process and what it will involve?

Where there are a large number of applicants, consider holding information sessions on Centrelink at the beginning of the selection process.

Where an information session is held, it is important to:

 check if session attendees have any special needs or require assistance to be able to attend;

 manage people’s expectations about the purpose of the information session eg. no guarantee that all session participants will go on to the next stage; and

 provide realistic information about the job and about Centrelink as an employer, including what we offer employees.

Selection Process
People involved in selection exercises need to:

 be aware of equity and diversity issues, including Centrelink’s Workplace Diversity Plan;

 be aware of the local customer and community profile;

 be aware of individual and cultural differences, including different communication styles;

 consider a person’s potential, as well as their current knowledge/skills/attitudes and relevant non-work experience;

 ensure that indicators used to assess applicants are appropriate and relevant to the job;

 provide clear evidence for the recommendation they make about an applicant in relation to the selection criteria; and

 consider who is being shortlisted out eg. are there particular groups who are being shortlisted out and, if so, what are the possible explanations for this.

Tests
If tests are used as part of a selection process, it is important to ensure that:

 the ramifications of using particular tests are considered and that sufficient time is given to planning;

 the tests are culturally appropriate i.e. they are geared to the Australian workforce and take account of cultural differences;

 the tests do not result in any indirect discrimination against particular groups;

 people with appropriate expertise administer and assess the test;

 people administering and assessing the tests are aware of individual differences and cultural diversity issues, and how these may impact on test results;

 applicants know exactly what a test is about, why we are using it and what it will tell us;

 any special arrangements are made for people with a disability; and

 applicants receive appropriate feedback about the test results.

Practical exercises/role plays
If practical exercises/role plays are used as part of a selection process, it is important to ensure that:

 all applicants understand the purpose of the exercises/role plays;

 the content of the exercises acknowledges diversity;

 the exercises will enable people from different cultures to participate;

 the exercises do not result in any indirect discrimination against particular groups;

 the make-up of the group is considered (where using a group activity) - where possible ensure that the group is balanced in terms of the representation of cultural groups;

 people administering and assessing the exercises are aware of individual differences and cultural diversity issues, and how these may impact on applicants’ responses; and

 applicants are debriefed where required.

Interviews
 Consider the gender and cultural make-up of a selection panel to ensure it is representative.  For example, in the case of an identified position, with a three-member panel, consider having at least two members from an Aboriginal or Torres Strait Islander background.

 Before the interview, the panel needs to:

 check if interviewees have any special needs or require assistance to be able to attend;

 provide information to interviewees about:

 what the interview process is about; and

 the format of the interview and time allocated for it;

 consider the set up of the interview room to ensure that it makes interviewees feel at ease.

 During the interview, the panel needs to frame their questions in a clear way, so that applicants know what kind of response is expected.

Upon completion of the selection exercise
Before the final selection of candidates is made, the delegate needs to be satisfied that:

 all applicants were given an equal opportunity to effectively participate in the selection process;

 the panel used appropriate indicators for making assessments about applicants; and

 the panel provided appropriate evidence to support the judgements they made about the suitability of applicants recommended for the position/s.

The delegate also needs to be aware of any trends in the selection processes being conducted.  For example, if particular groups were less successful in the selection process, it would be necessary to identify the reasons for this and to amend future processes.  

Feedback
In explaining to people why they have been unsuccessful:

 provide clear, specific examples of where they did not meet the criteria;

 provide information which will help them learn where they could further develop knowledge and skills; and

 if appropriate, encourage them to apply for Centrelink positions in the future

Points to consider when using an external employment agency to conduct the recruitment process
Selection of an employment agency
An employment agency, which conducts recruitment and selection on behalf of Centrelink, needs to have a sound understanding of equity and diversity issues.  An employment agency’s ability to apply equity and diversity principles should be assessed as part of the tender process to select an employment agency for recruitment/selection processes.

Employment agency personnel need to:

 be aware of government and Centrelink’s requirements regarding equity and diversity, including Centrelink’s Workplace Diversity Plan;

 be able to deal with and make appropriate assessments of people from diverse backgrounds; and

 understand different communication styles and cultural diversity issues.

Before each selection process
The manager/team leader responsible for the selection process needs to:

 decide what roles Centrelink and the employment agency will play i.e. who will have responsibility for the different stages of the process;

 consider whether it could be useful to ask a specialist officer (eg. Indigenous or Multicultural Service Officer) to participate in the briefing for the employment agency;

 ensure that the agency understands Centrelink’s expectations regarding equity and diversity issues;

 ensure that the employment agency is aware of the local customer and community profile;

 check whether the personnel who will conduct the selection have a sound understanding of different communication styles and of cultural diversity issues;

 determine with the agency which are the most appropriate selection methods for obtaining the candidate/s sought; and

 ensure that the agency is aware of equity and diversity considerations when administering and assessing any tests and practical exercises.

After the selection process
The manager/team leader responsible for the selection needs to be satisfied that:

 all applicants were given an equal opportunity to effectively participate in the selection process;

 the employment agency used appropriate indicators for making assessments about applicants; and

 the employment agency provided appropriate evidence to support the judgements they made about the suitability of applicants recommended for the position/s.

The delegate also needs to be aware of any trends in the selection processes being conducted.  For example, if particular groups are less successful in the selection process, it would be necessary to identify the reasons for this, with the employment agency, and to amend future processes.

An employment agency’s ability to apply equity and diversity principles should be assessed as part of the evaluation of the employment agency’s effectiveness in fulfilling the contract.
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