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Recruitment Policy

This pages outlines the Ministry of Social Development's recruitment policy.

On this Page:
Statement of purpose

The Ministry of Social Development (Ministry) is committed to recruiting people with the skills and qualities
necessary to carry out their roles effectively, efficiently and in keeping with the Ministry’s values.

The Recruitment Policy and procedures are intended to assist people within the Ministry who are responsible for
recruitment to make fair and objective selection decisions that support the Ministry in achieving its vision and
goals.

Background

Recruitment is a key part of the Ministry’s Human Resources function and for Q@; al pa oh ies and
procedures.

The Recruitment Policy applies to the appointment of permanent, t o (fixed t dments and casual
staff to positions in the Ministry.

This pollcy is to be read in conjunction with the process g \n/{)sho \)N d irrespective of who is
managing the recruitment process. \\

Guiding principles \\\’ \ v v

ability. Our Recruitment Policy and

R
Effective recruitment is one way that t uilds |t |
procedures are supported by the foll vf@@
selection on merit \}\
open, honest and transpar: Bs \ \\
valuing diversity (\\ D

privacy for the indi <\ \

In practice, t sm aﬁ/\
Appointing o oh kgst suited to the job is appointed to the position (s60 State Sector Act 1988).
Applicants are diven i formation to allow clear and accurate understanding of the role.

rocesses are open, consistent, and fair. Selection decisions are merit-based and do
irectly or indirectly) or appear to discriminate (s21 Human Rights Act 1993).

Recruitme d sglection processes are professional and objective, with selection based on relevant, specific
selection criteria/ All processes and recommendations are documented.

The Ministry values diversity and works to build a people profile that reflects its communities and clients.
The privacy of all people who express interest in a vacancy is protected.

Ministry staff are encouraged to apply and be considered for positions within the organisation thus supporting
retention and career development strategies.

Ministry staff can seek a review of an appointment (s65 State Sector Act 1988) and there are clear procedures
available to support this.

Diversity and legislation

The Policy and guidelines comply with relevant legislation including the Human Rights Act 1993, the Privacy Act
1993, the Employment Relations Act 2000 and our obligations under the State Sector Act 1988.

Definitions

Hiring manager

http://doogle.ssi.govt.nz/resources/helping-staff/policies-standards/hr/recruitment-poli... 10/04/2017
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The manager responsible for the vacant position. This will usually be the manager to whom the appointee will
report.

Approving manager

The manager two levels above the vacant position, i.e. the person the hiring manager reports to. (Note: A General
Manager can approve the recruitment of a level three manager)

Substantive position

A staff member's permanent position within the Ministry.
Substantive appointee

A staff member who holds a position on a permanent basis.
Backfilling

Using an acting or temporary appointment, or a secondment, to fill a position while the substantive appointee is
acting in another role, away on a secondment or is on long term leave. /\
\/\

Initiating a recruitment process

i\/'\\ (
Before recruiting for a new or existing position, the hmng manager must de r e mos \;b ay to

manage the work and to determine whether a genuine vacancy exist ger ta(m
Permanent appointments are only made to genuine vacancies aQ/ mg \
the position’s current and future workload A
its fit within the unit or group ’ (}* \\\ =
the Ministry's strategic direction and (_\\‘\\\\ /\(\E\ 3
any budgetary constraints N\ W\
The hiring manager may decide to: ~_~* \, C O\\ .

2N /‘\‘\\‘ >

\ \

make a permanent appointment N ik
(O

make a temporary (fixed term) nt AN
use an acting appointme /\\ N\
N\

use a secondment or, \\\ >
use a contractor | LR N\
The hiring tdusc&\&és/ e for recruitment with the approving manager and gain his/her approval

before proce

amankl only

Prior to recruiti
must gain
GM Ope
Director H

Residential and High Needs Services, the Director Finance - Oranga Tamariki and the
anga Tamariki.

To facilitate this, complete the Recruit Request Form, gain necessary approvals as per Recruitment Approval
Comms and email to askhr@msd.govt.nz [mailto:askhr@msd.govt.nz] if based at National Office, or to your Oranga
Tamariki Recruitment Administrator if based Regionally.

Request to Recruit form Oranga Tamgnkl (Word 45.5KB) [http://doogle/documents/resources/helping-staff/forms-
/hr/recruiti ff/r -to- doc

Recruitment Approval Comms (PDF 178.69KB) [http://dooqle/documents/resources/helping-staff/forms-
emplates/hr/recruiting-staff/recruitment-approval-comms.pd

Permanent appointments

Where a new position is being established the hiring manager must refer to the Ministry’s Guidelines for
Establishing a Position.

Vacancies that arise out of formal organisational change processes or other restructuring (e.g. within a team, unit
or group) may be subject to specific processes developed to manage that change. It is common practice to delay
making a permanent appointment until the change process is completed.

http://doogle.ssi.govt.nz/resources/helping-staff/policies-standards/hr/recruitment-poli... 10/04/2017
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Hiring managers must contact their Human Resources Consultant for further information in these cases.

position.html

Temporary (fixed term) positions

Temporary (fixed term) appointments can be used for defined tasks or projects that have a fixed term or limited
period — usually no more than six months duration. Temporary appointments are used to employ people with a
particular set of skills or expertise that will only be required for a defined period.

The hiring manager must have genuine reasons for specifying that employment is temporary and will end on a
specified date, or following a specified event, or at the end of a specified project.

if a temporary position is to be for a period of six months or more, this recruitment policy and the guidelines apply
in full.

The approving manager has the discretion to waive certain recruitment procedures in cases where it is considered
that following the full process will not add substantial value. In these cases the appr manager should discuss
this with their Human Resources Consultant and document their reasons for not f i licy. N hat the

parts of the process that cannot be waived are outlined in the recruitment progegur

If a temporary (fixed term) position is subsequently converted to a permanelit'pasition, it mlf\%?g@g)ed as a new

Acting Appointments

Q)
An acting appointment can be a useful way to fill I %eci i

position and its place in the unit or group. ppointm

; alSo be used to backfill a position when the
substantive appointee is away on second rental le

ve or extended sick leave.

for the duration.

Any allowances to be paid pain st be agreed in writing with the approving manager before
the appointee begins in t ation about acting appointments (and allowances) is
included in the Minis h

e relevant procedures on doogle.

Secondm
Secondments‘\provide useful oppostunities for staff to broaden their work experiences and grow their careers, and
for the Ministry its functions flexibly and effectively. Secondments may be made within the Ministry or

between the Minj

Advertising positions

The Ministry requires that every vacancy (permanent, temporary, casual, contract or fixed term) that is over six
months in duration is advertised internally. Wherever possible the Ministry encourages all vacancies (including
short term ones) to be advertised more widely to build capability within the Ministry and across the Public Service.

The only exceptions to this policy may be for some secondment positions, acting positions and temporary
positions of less than six months’ duration, and in situations where recent advertising for an identical position has
not identified any suitable applicants internally or externally.

Any decision not to advertise internally or externally should be discussed with your Recruitment Partner,
documented and approval obtained from the approving manager.

Please refer to the Ministry’s Guidelines for Advertising section on Doogle.

http://doogle.ssi.govt.nz/resources/helping-staff/policies-standards/hr/recruitment-poli... 10/04/2017






Recruitment Policy - Doogle Page 5 of 5

the Department for Courts Criminal Convictions Check, Bankruptcy checks through the NZ Insolvency and Trustee
Services website and Baytrace checks for known aliases, as well as the Full Benefit Declaration checks.

Recruitment documentation

Each recruitment process must be well documented to provide a record that may be used in any review and / or
complaints process, or if subsequent questions arise about the appointment.

Key documents generated by the recruitment panel during the recruitment process e.g. Memo of Decision to
Appoint, are to be held on the Manager's file untii two conditions are met:

The review of appointment period has passed and any reviews have been completed. This refers to the 10 day
period within which Ministry staff may seek a review of an appointment.

A minimum of twelve months has passed since the recruitment process commenced or a complaint made about
the process under the Human Rights Act is bought to resolution, whichever is the longer.

The regional hiring manager is responsible for collating and filing the documentation and holding it in a secure
place. Once the above conditions have been met, the documentation may be destroyeds For National Office hiring
managers, the Recruitment Partner will collate all the relevant documentation.

In addition to keeping on file documentation on the recruitment process, docu out t ccessful
candidate will need to be held permanently on that staff member’s persona g Nh&ir applical rm.
Requirements on what documents must be held for the successful candidate i tlined in t ment
Procedures. @

//,> X
Review of an Appointment N \\\
Ministry staff have 10 working days to seek a review c@é acting appointments and
secondments. The appointment remains provrsno i ti ny reviews have been completed.

a staff member’s concern about any
ion from all parties and considers whether
e role appointed. (The process has been

The review process is intended to provide a |
aspect of an appointment. An independ
the correct procedure was followed an

\\ S\ \\\)’) ¥
/\\
@ ANY

http://doogle.ssi.govt.nz/resources/helping-staff/policies-standards/hr/recruitment-poli... 10/04/2017
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Screening and Assessing Candidates

Before you start the selection process it is important to clarify the key criteria you will be using to shortlist and select the best
candidate. This will form the basis of your decision making during the recruitment process.

On this Page:

The Position Description is a good starting point. The information gathered during the planning phase of the process should
help you narrow down the requirements. You can also think about those currently in the role and identify what are the skills
and attributes that make your top performer stand apart from the rest of the team.

Once you have determined the key criteria you will need to identify the criteria you will use when shortlisting applications and
during the assessment stage.

Many of the jobs commonly recruited for across MSD already have their key selection criteria already identified. Check with
your Recruitment Partner or AskHR.

Shortlisting

The aim of shortlisting is to reduce the size of the initial candidate pool by objectively eli
to a small pool of high quality candidates. It is essential to use a systematic apprt%a

nsuit plications down
he i ied'shortlisting
criteria for each role to ensure fair selection. This will also provide the tools need 8

hsucgess licants clear,
specific feedback on why they were not shortlisted.
The aim at the shortlisting stage is to identify candidates who meet the @a)equire atfeast the minimum
knowledge, skills and experience) needed in the job.

Shortlisting is normally completed using the applicants’ cover | d applica using on:

hase.arelusually outlined in a candidates CV and
fre’role.

hat they have done in previous jobs and

Unexplained gaps in the candidates

The presentation and legibility ir icati \\\
Indication of motivation t % orgapisation)y ™
M

Key requirements S)Q I lice registfation of a particular body or a qualification mandatory for the role
) AW
Remember: NS ,--VA\_ O\ §
\ N >

N
1 be assessed from the available material — you have to be able to justify your assessment.

Consider for intervie
right experience
candidate. Have

You can only use criteria
\wdandidates who meet the essential criteria. Don't interview candidates you know don’t have the

Ve

‘.\ euse you feel sorry for them, you think they need interview practice or they are an internal
@ ave conversation up front — don’t waste your time or the candidate’s time or create false expectations.

Ideally you should interview up to three candidates and a maximum of five applicants per position; if more applicants are

shortlisted you should undertake further screening. This can be done by assessing applications against a set of ‘desirable’

criteria or by conducting short phone screening.

Guide to Shortlisting, [http://doogle/resources/helping-staff/procedures-manuals/hr/guide-to-shortlisting.html)

Types of Interviews

There are standard template interview guides which you can use to base your interview on. Please contact your Recruitment
Consultant for assistance.

There are four types of questions we aim to ask in interviews:

Behavioral (competency based) questions
Probing — follow up questions
Motivational fit questions

Technical questions

Behavioral (Competency Based) Questions

httn*lldanale ssi anvt nziwnrkina-hara/mananina-staffirecniitina-staff/screenina-and.assessina-candidatas html 13
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The challenge in any 45-60 minute interview is to find out what the candidate is capable of. Not what they think they can do but

what they have a track record of.

Our interviewing approach is based on the logic - 'past behavior is the best predictor of future performance’. If someone cannot

point to a recent example then it is unlikely that they are suddenly going to be able to demonstrate that competency in the
Ministry.

Behavioral questions are stated in the past tense. The aim of the question is to have the candidate recall a real life example of

where they have demonstrated the competency

Examples of behavioral based questions:

Talk us through a project you have been responsible for managing?

Tell us about a time you have had multiple tasks to manage with tight deadlines to meet?
Talk us through an example of a work decision that you disagreed with?

STAR - Capturing a Behavioral Answer

When you gather information from a candidate in the interview you want to make sure you are getting the whole story. The
situation in which the candidate acted, what they did and the results they got. An easy an proach this is to use the

acronym STAR to describe a complete behavioural example. \
The Situation or Task facing the candidate /\/\/ \ (\\J !
The Actions they took AN \ / /b\

The Results or changes caused by these action \\Qg\__\ ' <<\ \§

Situation or Task (approximately 10% of the answer)

The situation or task is the background or context in which the
occurrences such as \
demands of the candidate's job \i <\ :
demands made by a manager or client ( /\\«\
challenges in meeting a deadline or working i Am O

An example of Situations or Tasks: ( \Q

| was a Project Manager workin
was 31 March 2006.

Actions (approximately

Actions are what ation or task. They are the key part of a STAR because they show us the

candidates past b on w o predict their future behaviour. Actions may include:
the steps taken to comple Ject

how someone planne ed a project

what a person di a ght deadline

what a person d icular situation

An example of Actlons

| used Microsoft project to scope the project, developed and agreed key milestones and timeframes, managed the project
team and gained agreement and acceptance from key stakeholders

Results (approximately 10% of the answer)

Results are the effects or outcomes of candidate's actions. They tell us what changes or difference the candidates actions
made and the degree to which the actions were effective.

An example of Results:
| delivered the project prior to the due date, within budget and the project was deemed successful by the key stakeholders.
In this example, the candidate gave a full star (although in a real interview you will want much more detail.

In real life, candidates often miss out parts of the story. As the interviewer, it is part of your role to recognise when they have
missed out one or more aspects of the situation, task, action and result, and then ask follow up questions to get more
information.

Recruitment Tools / Techniques Available

httn-lidnnala agi anvt nziwnrkina-hara/manaanina<ataffiracniitina-stafflarreanina-and-assessinn-randidates html
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Typically a competency based interview is the main tool used in a recruitment process but there are other options available to
Managers at MSD to enhance the process and ensure the best person for the job.

There are a range of options available and some of which are outlined below. If you would like to discuss which recruitment
tools are most suitable for your process, please contact a member of the Recruitment Team who can talk you through the
options and supply you with materials and tools designed to meet your needs.

Assessment Centre Approach

Typically used for a bulk recruitment drive where a number of candidates are sought. This is where a group of shortlisted
candidates will attend a centre and go through a number of exercises/interviews at one time. This approach is highly effective
in reducing recruitment timeframes when multiple hires are required. This is a great way to see how candidates would react in
a similar environment to that of the job using simulation exercises.

Work Samples / Case Studies / Presentations

A range of work samples and case studies are available which candidates can complete when they come in for interview.
These are based on a piece of information relevant to the role and require candidates to answer questions, prepare a report or
letter, respond with a key summary, or prepare a presentation back to the interview panel. This can be used to assess their
written communication skills, thought process/knowledge and/or strategic approach in a particular area of the role.

f a fee. (A member of the

Cognitive Testing

Cognitive testing also referred to as Ability testing is available through recruitment dge
Recruitment Team can assist you with arranging this if you would like to use as p y

r recru ess.
Cognitive ability tests measure verbal, numerical and abstract reasonin @l@sultin%e cts the person's ability to

acquire, retain, organise and apply information.
People who score well on cognitive ability tests are more likely g? ge of the job, more quickly, make
effective decisions, successfully reason and solve problems appropfiat ofiew or complex situations.

Psychometric Testing ”\\1\)\\

provide Managers with an insight into how ca
to certain situations in the workplace. Th
advise the best testing options and assogfe
aTamariki, Ministry for Children only)

e to,
This protocol applies to.gperati and ré{jf%jakwice delivery roles which are defined as permanent roles which

ultimately report to idential Services, have coverage under the PSA collective and are
transferring from li ocol does not apply to fixed term or casual staff.

The intention of the protofol i

positions and which co

and selection proced )

a streamlined appointment process for staff wishing to move between similar
appointments provisions of the State Sector Act 1988 and Oranga Tamariki recruitment

The following pr@ ill apply:

Vacant positions fall under the protocol will be advertised internally only in the first instance.

Positions will be advertised on the MSD/Oranga Tamariki careers page

Intending applicants should apply online and will be required to submit a CV and two prior year's PDS appraisals

Managers will have access to infromation including PDS appraisals, and reference checks with relevant Managers - including
the current Manager.

In compliance with section 60 of the State Sector Act 1988, appointments will be made on merit and preference shall be given
to the person who is best suited to the position.

The delegations in regards to approving appointments must be complied with.
There is no gaurantee of appointment to any position.

Staff Transfer Protocol (word 32kB) [hitp://doogle/documents/working-here/managing-staff/recruiting-staff/staff-transfer-protocol-
180412.doc]

Content owner: Human Resources Last updated: 01 May 2018

httn/ldanale ssi anvt nziwnrkinn-hara/manaanina-staffirecniitina-stafflsareanina-and-assessinn-candidatas html /3
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Guide to Shortlisting

This page provides an explanation on how to shortlist for a vacancy and the templates available for use as well as your
obligations in relation to record keeping.

Guide to shortlisting

Once applications have closed, the panel should agree on a shortlist of applicants for interviewing. Ideally a shortlist will
include consideration of 3-5 suitable applicants for the position.

The panel must make its shortlist decisions solely on the basis of objective selection criteria relating to the applicants’
suitability for the position. The criteria will be developed either by the Recruitment Consultant in consultation with the chair of
the panel or the panel.

The criteria should ideally reflect the competency (skills, knowledge and attributes) required to be successful in the position.

Documenting the shortlisting processes and decisions

The chairperson of the panel in conjunction with the Recruitment Consultant is req%@% tha@nstmg

processes and decisions are well documented.
The detail to be contained in the summary of applications for shortllstlng in

an assessment of each applicant against the selection criteria \
any other relevant comment \ /-\

a summary of the panel's assessment Q

the decision to interview/not interview.

The summary of applications is a discoverable docur ould élu e. not contain any discriminatory or offensive
comments. They may contain evaluative comm 1I|ty of the applicants.

A sample shortlisting form has been deve

S_h_Qﬂh_s_tmg Criteria Form (Word source /helping-staff/procedures-manuals/work-and-
in -centres/mana
Content owner: Human st up ed: 2 Xamh 2014
%
\ —~ \
\<\ \'\ v
</\\\1\_

NS

hitn-lldnnala ssi anvt nzirasntircas/helninn-staff/nrocedires-mannials/hrianide-tn-shartlistina html
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Recruitment Process QOverview

Stage Steps Tools & Forms
Plan andI gain 1. Hiring Manager (HM) checks Recruiting a new employee MyHR E-
approval to recruit . P
PP « resource allocation M—Q-Lh rm module [hitp://doogle/working:
ere/myhr/recruiting-a-new-
* budget employee/story.html]

* position establishment
[http://doogle.ssi.govt.nz/resources/helping:
stafflpolicies-standards/hr/position-establishment-
standard.htmi]

2. Hiring Manager gains approval to recruit as per

HR delegations
(http://doogle.ssi.govt.nz/resources/helping-
staff/policies- VS
tandards/finance/delegations/delegations-hr.htmi] <%
. P A\
Create recruitment 3.  Hiring Manager to source panel members / 3 nt. J kB’DF 88.05KB)
plan . s ents/working:

AN
4,  Complete a recruitment plan with support f@\ g \
Recruitment Partner if required -
\/
5. Outline key technical skills requi
in line with the position descripti

e sening and Assessing Candidates

Advertise vacancy 6.

; rg%
%}§ isted and agreed on by Shortlisting template (Word 64KB)

’ ilto:askif@msd.govt.nz] [http://doogle/documents/resources/helping-
/ staff/forms-templates/hr/shortlisting-
& dvisor to book candidate(s) for template-blank-doc]

and/or assessment centres and

<//\‘M§ Interview questions are confirmed by hiring
(N g

q manager

\\__)

N

Interview candidates 11. Collect pre-employment paperwork and copy
identification

12. Copy qualification(s) (if required)

13. Copy evidence of entitlement to work in NZ (if
applicable)

14. Panel identifies preferred candidate(s) based on
merit at interview

httn-lidnnale ssi anvt nziresnnrces/halnina-staffinracadiiras-mannals/hrirecniit-nroness-nverview html 112
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Stage
Notify candidates

Pre-employment
checking

Approval to appoint

Make provisional
verbal offer

Offer letter

Initiate onboarding

Content owner: H

Kecruitment Frocess Uverview - boogle

Steps Tools & Forms

15. Hiring Manager phones unsuccessful
candidates that were interviewed

16. Hiring Manager phones preferred candidate(s)
to advise that their application will be
progressing

17. Hiring Manager to confirm nominated referees
for preferred candidate(s)

18. Hiring Manager completes two reference checks
for preferred candidate

19. Hiring Manager saves the completed vetting
form and ID into MyHR

20. Hiring Manager gains verbal one-up approval

21. Phone candidate(s) to make a provisional verbal /\
offer

22. Complete offer approval template inm
send for approval

23, Assistant HR Advisor draft
docusign, manager reviaws
letter.

24, Assistant HR
complete

25. d

l& ¢ 01 June 2018

hitn:lldnnala asi anut nzirasnnreealhalnina-staffinracadiiraa-mannals/hrirecrit-nrocess-nverview html
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2 MINISTRY OF SOCIAL
DEVELOPMENT

> _
WdY TE MANATU WHAKAHIATO ORA

il

MINISTRY OF SOCIAL DEVELOPMENT
INTERVIEW GUIDE

Senior Advisor

Site of vacancy Req #
Candidate name Date
Panel chair Position
Panel member Position
Panel member Position

Interview scoring: The score for each is to be discussed and agreed on by anel. A candlidate must
score at least 2 in each competency to be considered for the role.

: S T3
Competency None @b te Well
o / demonstrated

Motivation 9 \\))\/ A\

Technical Skills and Knowledge «W\B N N

Stakeholder Engagement N \\)) @\\\f

Change Management @)\\)) (:S\)

Reporting

9
S
D
C
g

Innovation N

<
Building Blue: Affiliativ \@\) \\%\>

Overall total scor{@}t\w \0

\?°

Interview summaﬂ_ ry below is a combined panel effort and agreed on by panel consensus.

Q\O

27/09/2018 Page 1 of 10



1.9 2 MINISTRY OF SOCIAL
4, DEVELOPMENT

PANEL INSTRUCTIONS G IY  TE MANATU WHAKAHIATO ORA

The role of the panel chair is to guide the panel and the candidate through the process outlined below.

Prior to candidate arrival

Panel instructions

e Panel chair allocates questions in discussion with panel members fairly. The same panel member must
ask the same question for all interviews.

¢ All panel members are invited to take working notes which are destroyed at the end.

e Each competency answer will be outlined briefly and must be clear and eaAsz}y understood, should it have
to be read by a third party. Do not mention the behaviours you are lookin o the candidate. These are
prompts and guidelines for the panel only.

¢ The FULL interview guide is to be completed at the end of each | s from the panel.
This includes the response for each question and the front sg@ th for ‘éi cument that will be
nt th
ntil t

used to inform the final decision and will be kept. This is t sed should there be a
complaint or review of decision. Interview guides should enod has passed.

&\Q ( Q

Candidate arrives ’\\\\\\ . (>\\
N\ A\

O~

] \
Opening - panel chair < \\\ - /\/\\\\.\\3
» Panel chair greets and introduc% embe@f\\‘\t\
ope )

¢ Ask the candidate if they wo rticular way i.e. with a karakia.

o |If there is a support pe ent, t
to remain for the/q% W (ask th
the candidate

Sf ?\\/\

Interview begi /\; ( N \,-

NN ‘J) ~

Panel chair - rea t{o candldate

or supporting the candidate. If the support person wishes
remain silent to allow the panel the opportunity to hear from

e Thank you\@ g the time to meet with us today.
e Thisisa behawoural competency based interview and will take approximately 45-50 minutes.

e Each of the panel members will take turns asking the questions and we will be taking notes during the
interview.

» If you need us to repeat or clarify a question please don't hesitate to ask.

e Atthe end of the interview, you will be given an opportunity to ask questions or make additional comments.
e All responses will be held in the strictest of confidence.

e The outcome of your interview today will be a panel one based on consensus.

¢ Do you have any questions before we start the interview?
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Motivation

2 MINISTRY OF SOCIAL

4. DEVELOPMENT

TE MANATU WHAKAHIATO ORA

Behaviours:

o Fit with career aspiration.

e Look for genuine interest in the role and organisation.
* A realistic expectation around their skill match and challenges the role will present.

What motivated you to apply
for this role?

If successful in this role, what
do you think will be the biggest
challenge you would face?

27/09/2018
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Technical Skills and Knowledge

Behaviours:
Has clear expectations of what the role will involve and shows knowledge of the work requirements.
Understands the complexity of the role and is able to perform it

Please give us an overview of
your experience as it relates to
this role — in particular, your
experience in the areas of:

e Property Management

e Creating workspaces

Health & Safety

\
) /
. \O} N\

._ <\\\\\§\"\l’\,
What did you enjoy the most? (b\\(i% ‘\‘//> ' /&\/\\0/\\
QS
Q <Q‘ Q\\
2 RSN
In contrast, what \d¢id your enjo \
the least? A\ /ﬁ\@ D \
&8
OF
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Stakeholder Engagement

t."

& % MINISTRY OF SOCIAL
‘ DEVELOPMENT

TE MANATU WHAKAHIATO ORA

Behaviours:
L ]

The ability to build and maintain effective working relationships with key stakeholders in order to
enhance understanding and co-operation to achieve desired results.

The ability to interact with and develop effective working relationships with a wide range of people.
Communicates clearly, concisely, confidently, courteously, calmly and tactfully.

How would you go about
identifying the stakeholders we
need to communicate to?

Please tell us how you establish
and maintain good relationships
in your work.

i < Vv
’ \
How would you destribe your

communication style?

27/09/2018
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Change Management g

i, DEVELOPMENT

TE MANATU WHAKAHIATO ORA

Behaviours:

e Has experience working in similar environments, achieving results

e Understands change management as a discipline and how to take people along

Talk us through the largest
change programme you have
worked in?

e What was your role?

e« What type of change
documents did you
prepare?

e Did you produce any
creative change

materials? /@\

| N
e Whatis your , )
experience in \ N\

producing and planning
communications
around it?

e What was the

outcome? @\ / (N
P~ \\/\ \ S
~. ST (& ‘\;/

<>?\\3 }}\\& N
o>
/\(f‘%@

Q)
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Reporting

Behaviours:
e Experienced in the regular provision of information to decision makers
e Ability to think independently and suggest improvements when appropriate

Can you give us an example of
when you have improved a
report or a piece of
documentation that has
resulted in your team or
Manager giving positive
feedback - or the outcome was

more rewarding? /(}\
e Tell us about the type /S/\/\\\\/\ (\ &
of documentation? NN N
e What did you do to \/\ . N\
improve it and why did (//\\ T~ S\ v
you take that SN @\\ -

D
approach? N \ N\, N

e What was the A /\\\ :
outcome? b V) ™
\\/ J /\
= SN
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Innovation

2 MINISTRY OF SOCIAL
', DEVELOPMENT

TE MANATU WHAKAHIATO ORA

<2

Behaviours:
L ]

when required.
L

Takes charge to bring about change. Feels comfortable in a position of leadership. Is happy to set up

Thinks in different ways; analyses and can propose new ways to move forward

Tell me about a time when you
identified a new, unusual or
different approach for
addressing a problem or task.

¢ What was the task?

¢ What steps did you
take?

¢ What was the
outcome?

What is the mos

thing you have do
was the impact?

five

“

O\
ON

M

N

o

wa ()

\
%
@” \T/\\\:IA
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Building Blue - Affiliative

0@ L MINISTRY OF SOCIAL
'BWi DEVELOPMENT

TE MANATU WHAKAHIATO ORA

Behaviours:

« Self-aware, warm, friendly, collaborative, liked by others, team player, relaxed but focussed, respected,
sincere, effective communication skills, friendly, approachable, comfortable in a group environment.

What are five words you would
use to describe yourself?

What do you see as three areas
of further development?

27/09/2018
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WL/ TE MANATU WHAKAHIATO ORA

Interview wrap up:

Do you have any questions you would like to ask, or anything we haven't covered you would like to add?
Is there anything you would like to add that has not been covered in the interview?

What is your notice period?

Can we please confirm who your two referees are? These should be work-re r fessm contacts (e.g.
previous Managers or Supervisors) and will only be contacted if you are ppI
Name: Position Re ;«t; ﬁtact details

If successful when could you s &

Do you have time off Wﬁlanned%b\/

Are you able tWourW

Do you have any dng ufar
commitments we pe/ﬁp sider?

We expect to (gei\ to you by....
@&

NS/

Panel chair tasks — for external candidates

1. Collect the completed Police Vetting form — check it is completed in full and signed (please
make sure to fill out and sign the first page of the form).

2. Take a copy of 2 identification documents as per the VCA Acceptable ID’s list, such as drivers
licence and passport (plus visa/residency if applicable), qualification. Stamp, sign and date
each copy.

Panel — scoring and summary: At the end of each interview, panel members should score the
candidate and complete the interview summary.
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