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SELECTION REPORT
PANEL’S RECOMMENDATION TO DELEGATE
Instructions on how to use this selection report template are highlighted in orange. Also, some examples of wording have been inserted and highlighted in blue. Delete the instructions and examples as you work through the report. (Completed example versions of selection reports which can be referred to for further guidance can be found at the www.nt.gov.au)

Panels are encouraged to complete the Selection Report as they work through the selection process. This way, as information is gathered panels can immediately insert it into the template.
The Panel must note that this report is a recommendation to the Delegate and is not final until approved. Therefore applicants must not be advised of an outcome until the Delegate approves the decision. [and the results of the essential criminal history/probity checks have been returned.]
	To (Delegate)
	***Insert delegate’s name and job title***

	Through
	***Endorser or HR Approver if appropriate***

	From
	***Selection Panel Chair’s name***

	Date
	

	TRIM No.
	


PASTE THE TOP 5 LINES FROM THE EXISTING JD INFORMATION BOX IN THIS SPOT
	Agency
	
	Work Unit
	

	Job Title
	
	Designation
	

	Job Type
	
	Duration
	

	Salary
	
	Location
	

	Position Number
	
	RTF
	
	Closing
	


SELECTION PANEL

	
	Name
	Position
	Selection Training (Yes/No)

	Chair
	***Name***
	***Job Title***
	***Yes/No***

	Member
	
	
	

	Member
	
	
	

	Member
	
	
	


	Details of Special Measures Plan
	State whether the vacancy was advertised under a special measures plan and what the plan is and whether there were special measures applicants.

	Special Measures Outcome
	Explain the outcome of the special measures consideration of applicants and detail whether the Agency special measures procedure has been followed.

Generally, under a priority preference plan, if a special measures applicant is found suitable no further assessment of other applicants need take place. (A template for advising applicants of the selection of a special measures applicant in priority preference is available from OCPE.) If there are special measures applicants but none are found suitable, that decision must be approved first by the Delegate and then by OCPE before assessment of other applicants can occur. (OCPE will complete their review of the unsuitable decision within 5 working days at maximum – but generally on the same day.)


RECOMMENDATION

***You will have to come back to the recommendation section later once the panel has agreed on a decision. Until then, keep the wording below highlighted in yellow so you don’t miss it later***
That you approve the selection of ***Successful applicant’s name*** to the above-described vacancy.

The panel has sighted satisfactory proof of ***Successful applicant’s name*** qualifications and any necessary criminal history/probity checks.

BACKGROUND
	Reason for vacancy
	***eg. JES, resignation, new job***

	Date of approval to fill vacancy
	

	Redeployee action
	***eg. if sent to redeployee list/outcome***

	Date vacancy was advertised
	

	Date advertisement was closed
	

	Number of applications received
	

	Additional information
	


BASIS FOR SHORTLISTING The panel should meet as soon as possible after advertising closes, to discuss and decide which of the essential criteria, and the capabilities, skills, experience will be considered most important and will set a standard for shortlisting. In very large fields it can work well to set a ‘bar’ or simple standard such as having the desirable educations qualifications, or having a set number of years of experience at a certain level in a relevant area. Record the panel’s view of what is most important for the job and any basis for shortlisting - i.e. the ‘context’ of the job here and basis and rationale for shortlisting here.

Example ‘Context’ Statement or Shortlisting Bar: “The panel decided that, because this is a short term vacancy in a very busy unit, with no one available to provide much by way of supervision and instruction to the selected applicant, that the most important criteria are the ones relating to proven experience at or near level in a relevant area, so proven knowledge of NTPS processes and the proven ability to work well with minimal supervision with an ability to prioritise well are most important.
The panel should then, together, make their decisions of who not to consider further and type in the name of the non-shortlisted applicants and a brief reason on the chart below. Examples: “has no relevant qualifications or experience in the essential area of project management”; “has never worked at or near the level of the position”; “Did not meet the shortlisting ‘bar’ set by the panel of having at least 2 years’ experience at or near level” “unlike the shortlisted applicants does not have the desirable tertiary qualifications” By writing in the names of the non-shortlisted applicants and a brief comment as to the reasons for not shortlisting as a panel, this section of the report will already be completed.***
APPLICANTS NOT GIVEN FURTHER CONSIDERATION
	#
	APPLICANT’S NAME
	Brief Info about Applicant and Basis for not Considering Further

	1
	
	In a smaller field, such as the example selection used below, a very short bit of information about the applicants gives the Delegate some sense of the field. With larger groups the write up in this shortlisting reasons section might be the same for many applicants
– e.g. “Applicants 1 through 22 listed below did not meet the shortlisting test set by the panel of having the desirable tertiary qualifications or “unlike the shortlisted applicants these 15 applicants listed below do not have at least 2 years’ experience at or near the level in a directly comparable role.”

	2
	
	No experience in a statutory complaint handling environment. Limited administrative officer experience, most previous work has been in insurance companies overseas in UK.

	3
	
	Working as Maintenance Support Officer. Appears to be much lower level of work and responsibility, and no experience in a statutory complaint handling.

	4
	
	Is an IT Support and Systems Specialist – does not meet the essential criteria for this role as an Administrative Support Officer.

	5
	
	Working as a Data Administration Officer with Spotless Managed Services Pty Ltd. Has no experience in statutory complaint handling environment.

	6
	
	Is a Project Officer with Siemens Limited Saudi Arabia 2008 to 2014. No relevant experience with this type of work, or as an Administrative Support Officer.

	7
	
	Is a Recruitment Consultant currently with Toll People and previously with Raanstad. Her skill set is not as an Administrative Support Officer.

	8
	
	A nominal T2, currently on a 6-month AO4 contract with DOX. Experience appears largely contract administration and finance. No experience in admin support since 2007.


APPLICANTS SHORTLISTED FOR FURTHER CONSIDERATION
***Insert number of applicants shortlisted*** applicants were identified for further consideration and assessment by the panel on the merit principle – that is, overall suitability for this vacancy having regard to work history, education and qualifications, experience in related areas at appropriate levels of responsibility, knowledge, and skill and potential for development as verified by appropriate referees.
The names of these shortlisted applicants and a summary of their claims and the information gathered about them is set out in a separate section for each applicant in the table below.

Now the panel will insert the names of the shortlisted applicants in the table below and note, as the panel discusses the applicants, relevant information about the applicant’s work history, experience, education, qualifications, previous job duties etc.
A summary of this information will make it easy to identify which applicants appear to have the strongest claims, and to identify who will be the appropriate referees and what sort of information you might wish to seek about that applicant.
(Later in the section below this table the panel will summarise for the Delegate the comparative basis for preferring one applicant over another, and the reasoning for the decision, but at this point the intention is just to do a short dot point summary.)

	Summary of the Claims and Information Gathered About Shortlisted Applicants


Note: Copy the below table for as many applicants as were shortlisted for further consideration, and use it to summarise information about the applicant to give the Delegate an overview.

After making brief notes of the claims of each applicant, decide, as a panel, who you think seem to be your top few applicants, and then begin your investigation with the one or ones who seems like the very best candidates, which will help you sent a benchmark. Start by contacting the referees of the one who appears to be the most meritorious applicant first, to see if their claims are confirmed, which if so may cause you to not consider some of the other shortlisted applicants who are less competitive.

Be sure to gain as much information as possible from the referees about applicants’ previous work history and proven merit. (RECOMMENDED YOU USE THE WoG REFEREE CONTACT TEMPLATE available in the eRecruit link)

Remember that, even if after referee checks you have a single very obvious choice, it is worth investigating other strong candidates so you can assess suitability for future identical vacancies, or if the selected applicant declines. However you do not need to conduct referee checks and interviews of all shortlisted applicants, if it becomes obvious that, once verifying information about the stronger applicants, they are not competitive in comparison to the experience, level, relevant work history, education etc. of the front running applicants contenders.

	1. Applicant’s Name: 

	Notes regarding previous work history, level, experience, education, qualifications, work samples or performance reports obtained etc:
Make notes in this section regarding previous work history, level, experience, education, qualifications, work samples or performance reports obtained etc: Dot points are fine – see examples below.

	Referees: (Note in this section the names and details of referees who may possibly be contacted if this applicant remains competitive after considering other. Note: If a panel member or members also have knowledge of the applicant’s work performance and capabilities, their names should be listed here and their information included in the summary of referee information.)

1) Insert Referee’s Name and Title and Relationship (e.g. Immediate Supervisor)

2) Insert Referee’s Name and Title and Relationship
3) Insert Panel Members Name and Title and Relationship if the panel member is in a position to provide relevant information about the applicant’s capabilities

	Summary of Referee Information: (If referees for this applicant are contacted - otherwise leave this section blank simply noting that referees were not contacted because others of the shortlisted applicant were clearly so superior in terms of their experience, skill, that the applicant no longer warranted further consideration.)

Note here a summary of the referee comments if referees reports were obtained. Also if one or more panel members have relevant knowledge about an applicant this should be noted here even if other referees are not contacted.

	Applicant Interview Information: (If applicant interview is held)
Note in this section any extra information or observations following applicant interview


	Applicant’s Name: Ms X

	Notes regarding previous work history, level, experience, education, qualifications, work samples or performance reports obtained etc:
· Has been the incumbent in the job for the past 6 months

· Has a Bachelor of Arts Degree(Honours) in Criminal Justice and Psychology
· Has training and experience in Conflict Resolution and Handling Difficult Clients

· Previous job was as a Case Manager/Administration Officer with Salvation Army for 3 years from September 2011 commencing with the NTPS in September 2014
· Past work history has required her to have and utilise very good communication skills both oral and written
· Has specific experience from past work experience dealing with diverse and difficult clients
· Work samples of a number of Checklists and Excel Spreadsheets she has developed since commencing in the job were sighted by the panel and showed very competent skills
· The panel also obtained from her supervisor a copy of performance summaries provided at the three month and six month points of her acting in the position. These report showed some areas that needed improvement at the 3 month mark, and the panel noted that the second report at 6 months specifically reported that all of the areas that needed improvement had been successfully mastered

	Referees:
· Mr JJJ - Panel Chair, Director PSA&GR - Direct supervisor for past six months

· Ms YYY - SAO1 Grievance Manager PSA&GR - Supervisor for past six months and previously worked with Ms X
· Ms ZZZ - Panel member, Executive Assistant to the Commissioner who has observed and interacted with the applicant and provided information about Ms X’s performance

	Summary of Referee Information:
· All referees state that Ms X is excellent at her job, and has consistently demonstrated exactly the qualities sought in the role
· Excellent ability  to prioritise a very heavy workload with accurate attention to detail
· Works very competently with limited supervision

· Very good oral and written communication skills
· Regularly handles sensitive matters with often difficult clients
· Referees state she has demonstrated tremendous potential in the way that she has developed, in just a few short months, an excellent knowledge of the workings of government and the PSA&GR unit
· Works to learn more about the work done in the unit, and then applying that knowledge to the work she does
· Work load has been large in the past four months and she coped very well with this constant pressure, working very well with limited direction and assistance, and managing to keep the unit on schedule so that there has been no lessening of services notwithstanding the high volume of work
· Has learned how to put together Appeal Books and create necessary documents
· Is skilful and quick to learn and she has learned every aspect of the job
· Referees state that her performance so far with such quick learning skills, strong work ethic, intelligence and interest strongly suggest that she will continue developing in the role
· In terms of weaknesses the Director said that at times Ms X should show more attention to detail and sometimes when rushed, cutting corners has occurred and let to errors, but that this is improving substantially as Ms X has gained more experience and this has been pointed out to her. (This is ‘negative’ information about Ms X that the panel would omit from the ‘Summary of Applicant’s Merit’ if she is selected

	Applicant Interview Information: (If applicant interview is held)
No interview was held. The applicant is an incumbent whose capabilities have been amply demonstrated on the job and on this basis the panel could see no reason to subject the applicant to an interview.


	Applicant’s Name: Ms Y

	Notes regarding previous work history, level, experience, education, qualifications, work samples or performance reports obtained etc:
· Nominal AO3, just completed 3 months HDA with DoZ in an AO4 administration officer role

· 6 months as an AO5 level Team Leader with DDD in 2014
· Has proven knowledge and skill in the use of many government systems and programs and knowledge of the workings of government which would be useful in the role

· Has completed a Certificate of Business as well as number of other relevant courses such as XXX, YYY, and ZZZ
· Employed with Recruitment and Employment Services (DCIS) in the Payroll Commencement Team which is where she has also acted for times as a Team Leader, which suggests she would have relevant knowledge and familiarity with working in a statutory framework
· Previous duties and responsibilities include: ****, ****, ****

	Referees:
· Mr X, DCIS Manager of BBB Team, Immediate Supervisor for a total of three years
· Ms ZZ,  Director of ABC, Supervisor while applicant was working for 3 months on higher duties with DDD

	Summary of Referee Information:
· Absolutely ready and highly recommended for promotion to AO4 level

· Already regularly displaying all the expected capabilities and has been regularly commended for the high quality of her work
· Excellent computer skills and knowledge of systems and regularly teaches others or gives assistance on computer questions

· A calm manner, very good relations with others in the team, and smart and capable

· She is a quick learner and has made an effort to constantly upgrade her skills and knowledge and to act up whenever possible

· She displayed good potential while in the leadership role and gathered a lot of respect from the team including when she handled a situation of conflict between some of the team members and found ways to get the parties to work it out

· If a job needs doing done quickly and correctly she is the one we would immediately think of

	Applicant Interview Information:
The panel had never met Ms Y and so decided to call her in to discuss the job and some of the systems she has used. She volunteered that she is very committed to progressing in her career and would welcome the chance to work in this area, with which she has some familiarity, to acquire more skill and learning. This fit with what referees had said about her regularly seeking opportunity to improve skills. The panel discussed with Ms Y the prospect of her backfilling the role for six weeks in May/June this year, if that was an option, and she is very keen to take up this offer if her Agency will release her. It was evident from her discussion with the panel about her previous job duties that she does have good knowledge of the systems and requirements for the vacancy being filled. The panel spoke with her about the heavy workload and need to work without much direct supervision, and through discussion it became apparent that she had coped with similar workloads before (which is consistent with what the referees had said about her abilities and strong work ethic and willingness to pitch in and do extra when needed.)


	Applicant’s Name: Mr Z

	Notes regarding previous work history, level, experience, education, qualifications, work samples or performance reports obtained etc:
· Is a nominal AO4 in the role of Support Officer to XYZ Member Services since 2011

· 4 months acting as an AO7 in 2013, to put together a conference, mentions he has skill in all the systems required (e.g. TRIM, PIPS, Word, Excel etc.)
· Duties and the work of his unit do not involve complaint handling or appear to have much similarity to the work performed in PSA&GR

	Referees: Not Contacted
· Mr X, Manager of XYZ, Immediate Supervisor for a total of three years
· Ms Y, Manager of ABC team, Supervisor while applicant was working for 1 year on

	Summary of Referee Information:
Referees were not contacted as this applicant was not considered competitive with other applicants who had stronger claims which had been verified by referees.
This applicant might have warranted further consideration if there were no other applicants with more directly relevant experience in similar areas. But in this field, where three stronger applicants who had more relevant experience and longer periods acting at the level were already identified and were verified by referees to be excellent candidates, there was no point in further investigating her and wasting the time of both her and the referees.

	Applicant Interview Information: Not interviewed


	Applicant’s Name: Ms O

	Notes regarding previous work history, level, experience, education, qualifications, work samples or performance reports obtained etc:
· Is a nominal AO4 in the role of Support Officer to XYZ Member Services since 2011

· 4 months acting as an AO7 in 2013, to put together a conference, mentions he has skill in all the systems required (e.g. TRIM, PIPS, Word, Excel etc.)
· Duties and the work of his unit do not involve complaint handling or appear to have much similarity to the work performed in PSA&GR

	Referees: Not Contacted

· Mr X, Manager of XYZ, Immediate Supervisor for a total of three years
· Ms Y, Manager of ABC team, Supervisor while applicant was working for 1 year on

	Summary of Referee Information:
Referees were not contacted as this applicant was not considered competitive with other applicants who had stronger claims which had been verified by referees.
This applicant might have warranted further consideration if there were no other applicants with more directly relevant experience in similar areas. But in this field, where three stronger applicants who had more relevant experience and longer periods acting at the level were already identified and were verified by referees to be excellent candidates, there was no point in further investigating her and wasting the time of both her and the referees.

	Applicant Interview Information: Not interviewed


	COMPARATIVE DISCUSSION AND REASONS FOR RECOMMENDATION

	Explain here why the applicant you picked is regarded by the panel to be the best.
The panel may wish refer to a specific criterion, however you do not need to write long paragraphs addressing each criterion individually. It is likely that all the applicants you shortlisted met the essential criteria at a high level. So in your comparison try to explain with specific examples and references to work experience, past levels and duties, education and qualifications, skill and potential, why you have selected one applicant over the others for this particular vacancy.

Avoid conclusion statements such as: “the applicant demonstrated that she meets this criterion to a high level.” or ‘she has high levels of experience’ or ‘she was the most meritorious’ if those conclusions are not backed up specific evidence and examples.
Instead, you could try saying things like “she has high levels of experience working at an AO7 level, as proven by her previous positions, each of over 2 years at ______ and _______’ or “Her referee, the Director of the XYZ unit, has supervised her for over a year and states that she has skilfully managed the team through the change process involved in the office’s move to new premises. He provided examples of how she had arranged meetings with staff, prepared a written summary of issues in the move, and patiently and effectively dealt with employee concerns.”
Remember, there are no rules as to the style of the report, just be sure to include specific and clear information on the applicant’s merit (overall suitability with regard to knowledge, skill, qualifications, experience and potential) and why the panel has concluded they are best. An example is below based on the applicant examples appearing earlier in this report, and other examples will be available to panels on the eRecruit link “Information for Panels”.
The panel recommends Ms X for selection. She is the incumbent and has been an excellent performer in the job for over five months as verified by three referees. She has demonstrated through her performance that she has the required capabilities, and her tertiary qualifications and other training, and her higher level written and oral communication skills are useful to her in the role.

One other applicant, Ms Y, has a comparable amount of time at the level of the position and two well-placed referees verified that she is very capable and ready for promotion to the AO4 level. The panel has no doubt that she is also suitable, but there is no reason to find her superior to the incumbent who has proven on the job that she is highly capable. The panel does recommend though that if this or an identical job should become vacant Ms Y could be selected to it.
The other applicants had less relevant experience and no reason to find them competitive with the two applicants discussed above, and so the panel did not further investigate them. Particularly as this is only a six month vacancy there seemed little reason to assess other applicants who may have been suitable at best, but not competitive with the two discussed above.


PANEL RECOMMENDATION
For the reasons detailed above, and based on ***his/her*** overall suitability having regard to experience, knowledge, skill, qualifications and potential, ***Successful Applicant’s Name*** is regarded as the most suitable applicant and is recommended by the selection panel for the role of ***Vacancy Job Title***.
All qualifications, certificates and other requirements for the job such as criminal history checks to verify the applicant’s suitability have been sighted by the selection panel.

***If required, include the below paragraph to recommend any applicant or applicants who the panel found suitable although not selected in this selection process***
***Name of Applicant, although not selected, was found to be suitable, and therefore the selection panel recommends that, if this position, or an identical one, becomes available within 6 months of advertising, ***Applicant’s name*** could be offered the vacancy pursuant to Public Sector Instrument 21.

___________________
___________________
___________________
***Panel Chair Name***
***Panel Member Name***
***Panel Member Name***

***Job Title***
***Job Title***
***Job Title***

Date: 
Date: 
Date: 

DELEGATE APPROVAL:
The Delegate will consider whether the selection process and procedure provided an adequate assessment of the applicants’ suitability, and whether the selection is supportable on the evidence.

If the panel’s recommendation is not approved by the Delegate, comment should be provided by the Delegate explaining the reasons.

ENDORSED/NOT ENDORSED
APPROVED/NOT APPROVED

________________________
_____________________

Director HR (If an agency requirement)
Delegate

Date: 
Date: 

HR and/or DELEGATE’S COMMENTS (If any):
SUMMARY OF SELECTED APPLICANT’S MERIT:
If the Delegate approves the recommendation, the Delegate should also check the attached “Summary of Selected Applicant’s Merit” to ensure that it provides sufficient detail and that no adverse information appears.

This information will be sent to all applicants to ensure transparency and to increase understanding of the reasons for the selection decision and the basis for the panel finding the selected applicant to be the most suitable for the vacancy.
In considering whether to approve the summary of the selected applicant’s merit, Delegate’s should be aware that:

a) Release of information about selected applicant’s merit and overall suitability is not a breach of privacy

b) The information provided should provide sufficient detail about the selected applicant’s merit that it is readily apparent why they were found most suitable, and will allow the non-selected applicant to do a ‘self-comparison’ of merit
c) Negative information received about selected applicants must not appear in the summary
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