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Role title
Candidate information kit
	Vacancy details

	Classification
	

	Salary
	

	Group
	

	Division
	

	Branch
	

	Section/Team
	

	Location
	Immediate vacancy:

	
	Merit list / pool:

	Employment type
	

	Contact officer
	

	Application close
	


Guidance note
Providing clear vacancy information in a candidate information kit supports merit-based recruitment. This is because it provides candidates with information about the selection process and role requirements. It also supports eligible members of the community to have a reasonable opportunity to apply to perform the relevant duties.]
The way we work
Working in the Australian Public Service (APS) means being part of a trusted workforce that delivers important work on behalf of the Government and the Australian community. APS employees are expected to consistently demonstrate the highest standards of ethical behaviour, integrity and professionalism in both their work and conduct. 
APS employees are required to act in accordance with the APS Values, Code of Conduct and Employment Principles. These frameworks define the standards of behaviour expected from all APS employees and underpin public confidence in integrity, impartiality and professionalism of the APS. These standards apply to all roles, at all levels and across all APS agencies, and are fundamental to maintain a positive, inclusive and high-performing workplace.  
Agencies can insert their own agency values and expectations here. For example, at our Agency we are committed to providing a valuable service undertaken with respect, this is reflected is our values..
About the role
Guidance note
In 2 – 3 sentences, briefly outline the role title, team/agency, purpose of the position, and the impact it will have on the agency/department and community. This is the agency’s opportunity to sell the position to attract suitably skilled/experienced candidates to apply.
We are seeking..
Guidance note
In 3 – 5 sentences, list the main responsibilities, deliverables and expected outcomes of the position. This section helps candidates to understand what the role will involve on a day to day basis, and usually forms part of the successful candidate’s performance agreement.
You will..
Our Ideal Candidate
Guidance note
Summarise the core capabilities, experience and work-related qualities required to be successful in the role. This will become the selection criteria that you use to assess each candidates work-related qualities against the work-related qualities required for the role.
Our ideal candidate will demonstrate the work-related qualities as outlined below. 
Examples may include: 
· Demonstrated experience interpreting and applying policy and legislation
· Highly developed written and verbal communications skills, with the ability to build and maintain effective working relationships across all levels
· Strong organisational skills with the ability to self-manage and proactively manage workload and deadlines.
· Demonstrated strong analytical skills, including the ability to analyse complex information, identify key issues or trends and provide findings to support effective decision-making.  
· Demonstrated commitment to act with integrity, professionalism and sound judgement and maintain confidentiality. 
· Demonstrate commitment to the Australian Public Service (APS) Values, Employment Principles, and Code of Conduct.
· Foster a culture of innovation, continuous improvement and sharing of ideas, knowledge and skills to support and develop others. 
Eligibility information 
Guidance note
Clearly outline mandatory requirements such as Australian citizenship, security clearance, qualification/licenses (where required), pre-employment checks. 
To be eligible for employment/ the role you must:  
Examples may include: 
Citizenship – applicants must be an Australian Citizen. This requirement can be waived where the Agency Head considers it appropriate to do so. 
Security clearance – applicants must be able to obtain and maintain a security clearance for the duration of their employment. This role requires a Baseline security clearance. 
Qualifications – tertiary qualification in Human Resources or a related field such as psychology. Note if these are mandatory or desirable
Be willing to undergo an identity and integrity pre-employment check, which includes a police check.  
How to apply
Guidance note
Provide clear instructs on how to apply i.e. via the agency’s online recruitment page, include the closing date for applications, and provide advice on information required (e.g. resume, pitch/response to questions, referee contact details etc.).
Using AI to support your participation in this recruitment process (Remove option that is not relevant)
Option 1
You are welcome to use AI tools to support your participation in this recruitment process. It is important that you read and follow the guidance in the Principles for candidate use of AI in recruitment. 
	Overview of Candidate use of AI in APS recruitment
The APS welcomes the use of AI to support your participation in APS recruitment processes, provided it is transparent, authentic and truthful. The below outlines how you can use AI tools without misrepresenting your skills and experience or undermining merit-based selection processes.
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	Support, don't substitute
Use AI to clarify and refine your resume and application, not to inflate, fabricate or misrepresent your claims.
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	Transparency is fundamental
If asked, it is expected that you will provide truthful information about how you have used AI tools.
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	Ethical and fair
Use AI ethically and fairly. Provide accurate and honest information and uphold the APS Values and Code of Conduct.
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	Privacy Awareness
Be cautious about the information you input into AI tools. Do not input any classified, otherwise sensitive or confidential information from current or former workplaces.

	Is your AI use Acceptable?
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	Acceptable - The "Refine" Approach
Checking grammar / spelling, formatting, researching public info and conducting mock interviews for preparation.
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	Unacceptable - The "Fabricate" Approach
Misrepresenting, inflating or fabricating skills and experience. Generating answer to actual interview questions.

	Why it matters: the consequences
Knowingly misrepresenting, inflating or fabricating your skills and experience undermines fair competition, breaches the trust of employers and brings into question your trustworthiness, integrity and honesty. This may lead to you being removed from the recruitment process or formal sanctions or termination of employment if you are a current APS employee.


Option 2
For this recruitment process we ask that you do not use AI tools to support your written application or resume. 
[There will be other opportunities to demonstrate your AI capability throughout the recruitment process. It is important that you read and follow the guidance in the Principles for candidate use of AI in recruitment. ] – remove this part if not applicable 
How we use AI in recruitment
Guidance note
Agencies should provide information related to how they use AI in recruitment processes OR that they are not using AI in this process.
Option 1
Our use of AI in all our recruitment processes aligns with the APS-wide Principles for agency use of AI in recruitment.  
For this recruitment process we will be using AI in the following ways and stages of the recruitment process.
[Include details about what, when and how AI will be used, and the human oversight that will be implemented]
Option 2
For this recruitment process we will not be using AI at any stage of the recruitment process.
Who to contact
Guidance note
Agencies should provide information on the contact officer for role specific questions and information for Recruitment Team for questions / assistance with lodging an application. 
If you have any questions about this role, please contact [insert contact name, details and their role (e.g. hiring manager or recruitment officer). 
Or contact [insert contact name, details and their role] if you have any questions about the recruitment process or require assistance with lodging an application. 
Recruitment Process
Guidance note
The below example of typical recruitment process will need to be tailored to align with Department/Agency recruitment process. 

	[image: ]
	Online Application
· Your online application is your opportunity to demonstrate how your skills, knowledge and experience align to the role you are applying for.
· Your online application must contain your: personal details, resume or CV, written response to questions or a pitch, referees, proof of your Australian citizenship
· Online application close date: [include advertisement closing date]
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	Shortlisting
· All applications submitted prior to the closing date will be assessed but the selection panel.
· All candidates will be notified of the shortlisting outcome via email.
· Candidates shortlisted for interview, will be contacted to organise a time to attend an interview.
· Shortlist outcome notification date: [include date shortlist outcome will be notified to candidates]
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	Interviews
· Shortlisted candidates will be invited to attend a [insert time period i.e. 20mins] interview. You will be asked to respond to [insert number i.e. 3 or 4] questions in this time.
· Interviews will be held online via MS Teams or in person (depending on your location and or/preference)
· Interview dates: [include the dates interviews will be held]
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	Work Sample
· A written work sample assessment will be conducted online to assist us in assessing your writing skills. This can be completed in your own time before the notified closing date.
· You will be provided with a link to the reference material and given [insert time limit] to complete a [insert word limit] word response.
· Work sample closing date: [include closing date]
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	Referee Checks
· Candidates who are assessed as suitable following interview and/or work sample testing will have a referee check undertaken.
· It's important that one of your referees is your current supervisor. If you need to update your referee contact details, please email [insert email]
· Referee checks will be undertaken no later than: [insert date]
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	Outcome notification
· Candidates who are interviewed / undertake additionally assessments will be notified of the outcome of the recruitment process via email.
· Feedback is an important stage in the recruitment process. Candidates who are shortlisted for interview and/or other assessments are able to request individual feedback by emailing [insert email address].
· Outcome notification date: [insert expected notification date]
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	Merit Pool & Offers
· Candidates found suitable will be placed in a merit list / pool.
· The merit pool may be accessed to fill similar vacancies until it is exhausted or expires.
· Offers from the merit pool will be made via phone call and followed up in writing.
· Merit pool expiry date: [insert merit pool expiry date - 18 months after advertising date on APSjobs]
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	Security Clearance
· Successful candidates will be required to obtain a [insert level] security clearance. Obtaining and maintaining a security clearance is a condition of engagement.
· Security clearance initiated: [include date security clearance initiated with successful candidate]


The above timeframes are indicative only and may be subject to change dependant on the number of applications received.  
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