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Senior Executive Service Recruitment Form
Step 1: Agency Details
	Agency/Department
	

	Portfolio:
	Choose an item.
	Contact Name:
	
	Contact Role/Title:
	

	Contact Email: 
	Please provide group email where possible.
	Contact Phone:
	


Step 2: Vacancy Details
	SES Classification:
	Choose an item.
	Role Title:
	
	Branch/Division/Group:
	

	Affirmative Measures vacancy:
	Choose an item.
	Proposed date to advertise vacancy:
	

	Proposed shortlisting date:
	
	Proposed interview date:
	

	Brief description of vacancy (or attach)
	


Step 3: Provide SES cohort information
	What is your approved SES cohort number?
	

	What is your actual SES cohort number?
	
	If your Agency’s actual number is higher than the approved number, please complete the acknowledgement below.

	☐ I acknowledge that approval to increase an agency’s SES cohort should be sought before an SES position is created or filled as outlined in SES Cohort Policy.



Step 4: Enter complete panel
	Role
	Name
	Agency/Department
	Classification/equivalent

	Chair
	
	
	Choose an item.
	Commissioner’s Representative
	
	
	Choose an item.
	This Commissioner’s Representative was suggested by the APSC:  Choose an item.

	Specialist Panel member (if applicable)
	
	
	Choose an item.
	Panel Member
	
	
	Choose an item.
	Please insert further rows as necessary
	
	
	


Step 5: Declaration
	My agency has reviewed merit lists/pools including the SES100
	Choose an item.
	I confirm that the proposed Commissioner’s Representative meets criteria (see Information on completing this form)
If no, complete step 6 below
	Choose an item.
	For specialist vacancies only: 
I confirm that I have received confirmation of the proposed specialist panel from the APS Profession and a copy is attached or I have confirmed with the specialist that they have skills or required qualifications.
	Choose an item.
	For Affirmative Measures vacancies only: 
I confirm that at least one panel member relevantly identifies as Aboriginal and/or Torres Strait Islander or with a disability
	Choose an item.
	Name:
	

	Role/Title:
	





Step 6: Deviation Request
Only complete this section if the proposed Commissioner’s Representative does not meet criteria (excluding be either an APS Employee, an Agency Head or a Parliamentary Service employee) and you wish to submit further information in support of special consideration of this Commissioner’s Representative.




	1. Please outline the steps taken by the Agency to identify a suitable Commissioner’s Representative. 
For example, you could identify the number of people you have contacted, their roles, the agency, the portfolio and their response. You may also identify any other steps taken through the agency’s networks to identify a suitable Commissioner’s Representative. 

	

	2. Please provide further information on your proposed alternative Commissioner’s representative, including a rationale for why they are suitable to act as the Commissioner’s Representative (with reference to the required criteria).  
For example, where a proposed Commissioner’s Representative that is at the same substantive classification as the SES vacancy there would need to be further explanation as to how not being a level above the role advertised will not hinder their ability to undertake the role of Commissioners Representative.

	



Please note: Agencies should ensure that they are only providing a panel member’s sensitive information to the APSC if the panel member has consented to the APSC’s collection of their sensitive information. For further information see Senior Executive Service (SES) Staffing Arrangement Collection Notice. 

Send completed forms to the Employment Policy Team by email employmentpolicy@apsc.gov.au. You can also contact this email address for assistance or call (02) 6202 3857. Please note that this form may be provided to the Office of the Commissioner, APS Commission Talent Management team and the SES Cohort Team.
Information on completing this form
1. Does the proposed Commissioner’s Representative meet criteria?
The Commissioner’s Representative must:
(a) be either an APS Employee, an Agency Head or a Parliamentary Service employee
(b) a substantive classification above the vacancy
(c) bring a broader APS perspective to the panel by either being from 
· if you are a Department of State – an agency outside your portfolio or
· for all other agencies – your portfolio Department of State or another Department of State
and
(d) contribute to diversity on the panel through either
· gender balance
· representation of cultural and linguistic diversity by at least one panel member
· representation of First Nations peoples by at least one panel member or
· representation of persons with a disability by at least one panel member.
(Please note that this does not require the Commissioner’s Representative to identify in any particular category but ensures that the overall arrangement of the panel includes representation of diversity).
If you wish to propose a Commissioner’s Representative that does not meet (b)-(d) above you must provide further information in support of special consideration of this Commissioner’s Representative at Step 6.
If the Commissioner’s Representative is not an APS employee, Agency Head or Parliamentary Services Employee they will not be approved. You will need to find another suitable Representative.
2. What are the requirements for vacancies that align with a specialisation or APS Profession?
Where an agency is recruiting for an SES role that requires experience aligned with an APS Profession, or other relevant specialisations (e.g. lawyers) agencies must include a specialist panellist as a member of their selection committee composition. 
You will need to liaise with the relevant APS Profession prior to submitting this form and attach a copy of their approval of the nominated specialist.
To receive approval for your proposed specialist panel member please contact:
· HR: APSHRProfessionalStream@ato.gov.au  
· Digital: digitalprofession@apsc.gov.au
· Data: dataprofession@abs.gov.au 
· Accounting & Finance: FARMexec@finance.gov.au 
· Procurement & Contract Management: procurementexcellence@finance.gov.au  
· Evaluation Profession: evaluation@treasury.gov.au 
· Complex Project Management Profession: CPM.APSProfession@defence.gov.au 
If the SES vacancy requires other special skills of experience (e.g. practicing lawyer) please confirm with the specialist panel member that they have the required skill, experience or certification (e.g. legal practicing certificate) and provide further information
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