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Preparing for Recruitment  

Before recruiting staff 
Determine if you have gaps in your business – and how staff can fill them: 
 

1. Look at your current business needs. Review your business goals so you know what level of staff support 
you will need. 

2. Think about what sort of hours you'll need them to work to meet your business needs. 
3. List the tasks that you'll need your new staff member to perform. Be clear on what skills and abilities they 

need. 

Deal with compliance 
Make sure that you comply with your legal obligations as an employer: 
 

1. Determine the employment type – such as casual or full-time. 
2. Work out the correct rate of pay for your new employee 
3. If you don’t already have a staff handbook, it’s a good idea to develop a staff manual tailored to your 

business so the employee knows how the business is run and what's expected of them 

The recruitment process 
Find a person who fits your business by following these steps: 

1. Define your value proposition. What will employees get from working for you? 
2. Develop your position description including background about your business. 
3. Identify your target audience. Look in the right places to reduce your effort and get a better result 
4. Write your job advertisement and make sure you put it in the right places. For example, casual food and 

beverage jobs might suit having an ad placed on university online portal chat boards. 
5. Create a selection process and conduct an interview. 
 

 

 

 

 

 

 

 

https://www.business.vic.gov.au/hiring-and-managing-staff/employment-types
https://www.business.vic.gov.au/hiring-and-managing-staff/employer-responsibilities/australian-minimum-wage-and-awards-national-employment-standards-nes


 

 

Job Description  

Writing your job description 

Writing a job description helps you define the duties a new staff member will be responsible for, identify the 
previous experience and skills they'll need and be clear on what level of authority they will hold. 

The following points – along with our templates – will ensure you'll be well on your way to hiring an employee 
who'll fit your business needs. 

Step 1.  Create the job title 

Include who the person reports to, and what section of the business the job fits in. 

Step 2.  Write a summary of the job 

Include what the job entails and list the key responsibilities of the job – normally around eight. 

Step 3.  Check employment type 

Identify how the person will be hired, such as full-time, part-time or casual. 

For help deciding which employment type will be best for you or your business, please get in touch and we can 
assist you identify the best approach  

Step 4.  Identify the selection criteria 

Include what qualifications, skills and work experience the successful candidate needs to have – or state no 
previous experience or skills are necessary if you're wanting to train people on the job. 

After you've completed the job description, get someone independent to review it and see if it's clear and easy 
for the potential employee to understand. 

Templates 

Please see our Job Description templates from the links below to help you frame your thinking.  

Simple Job Description Template  

Detailed Job Description Template  

 

 
 
 



 

 

Job Advertisements 

Design your job advertisement 

When you advertise the job, consider what type of advertising will attract the best candidates. Options include: 

• online, such as your website, job boards or social media channels 

• an advertisement in your window 

• word of mouth 

• headhunting 

• recruitment agencies 

• local newspaper job ads. 

 

Top tip: Your window is a good place to advertise for a part-time retail assistant, along with the local paper. If you 

are hiring an IT professional an ad online will probably get the right peoples' attention. 

Headhunting involves sourcing a person you believe has all the skills you want for your business. You may have 

met them through another business or network. You will need to make sure the position will be attractive enough 

for the person you approach to consider giving up their current job. 

Know your competitors 
Find out who else is hiring and what they're offering. Think about things like: 

• locations 

• hours 

• career development opportunities 

• non-financial benefits they are offering  

Stand out from the crowd 
Talk to your best existing employees about what attracted them to the job – and what could make it better. 

Get outside advice 

Make sure you consult employees and colleagues on the job description and advertisement – this will improve 

the final product and help people feel valued and consulted. 

Target the right people 
Job advertisements should strongly attract applicants with clear statements about: 

• benefits of the position 

• prospects of the organisation 

• opportunities offered for successful candidates 

• access to additional information or further enquiries. 



 

 

The applicant should recognise: 

• what the job is 

• its basic functions 

• how it fits into the organisational structure. 
 
It should attract the applicant's interest by presenting a favourable image of the organisation. 

Using online platforms 

The internet is a relatively inexpensive advertising medium that can allow you to specifically target groups that 
will suit your needs. It also means instant access for both employers and applicants. 
 
Online advertisers will require you set up an account with all your contact details and billing information, such as: 

• your company logo 

• information about your company 

• attachments, for example an application form. 
 

Some of the well known Australian job boards are:  

• Seek 

• Indeed 

• CareerOne 

• LinkedIn 
 
Templates & Examples 

Job Advertisement Example 1 

Job Advertisement Example 2 

  

Here's a tip: Have a look at the Job Description Template as it will show you what details to include in the 
advertisement. Make sure to include clear instructions on how and where to apply – including the name of a 
contact person. 

 

 

 

 

 

 

 



 

 

Interviewing candidates  

Setting up the selection criteria  

Use our selection criteria template we've provided below to help you make an objective decision on the 
most important requirements for the candidate. 
 
Templates 

Selection Criteria Template  

Reviewing candidate resumes 

Simply take the list of selection criteria you've created and begin looking through the resumes for 
people who have your most highly valued criteria – such as specific qualifications or experience.  
 
Before sitting down to plan your interview questions, ask yourself: 

1. Does this person have the skills, qualifications, attitude and experience to perform well in this job? 
2. Will they fit in with other employees and the culture of the company? 
3. Will they stay?  
4. Do the candidate's goals match what your company can offer, and has planned?  
5. Will there be some degree of challenge for them in the job?  

 

Interview format 

Once you have a shortlist of potential applicants, you need to decide if you're going to have a telephone 
or face-to-face interview – or both. 
 
Telephone interviews 

Be prepared with a list of core questions to ask each applicant, and specific questions related to their 
application. Make notes during your conversations so you can review them later. 
 
Explain to the applicant the process that you're currently conducting, and what the next step will be. For 
example, you'll be back in touch if you'd like to organise a face-to-face interview. 
 
Face-to-face interviews 

Be prepared for the interviews – you want to create a professional impression of your company. 
 
Organise your candidate interviews so that you have some time in between interviews to summarise 
and make notes of your thoughts.   



 

 

Asking the right questions 

Our interview template provides a list of practical, standard interview questions. Use this as a starting 
point and then follow the tips to tailor a list of questions to suit your needs. 
 
Templates 

Interview Questions Template 

Sample Interview Questions  

Ask all candidates the same core questions 

Asking the same questions will make it easier to compare candidates. This way you are offering each 
candidate a fair opportunity to show you their strengths and you can compare their answers 
transparently.  
 
Help to focus the candidate 

Make the candidate feel welcome and as relaxed as possible. Give the candidate an overview of the 
company and reason for the vacancy.  
 
Use experience-based questions 

Asking the candidate to give examples from their past will give you a better idea of what they'll do in the 
future. If they answer saying ‘we did this’ or ‘we did that’, try re-directing by asking the individual what 
part they had within that specific example.  
 
Ask open-ended questions 

You'll get more detail and insight if you use open-ended questions that begin with: 
• why 

• who 

• where 

• how 

• what 

• when 

• tell me. 

 
For example, "Tell me about a time when you've had a difficult customer. How did you deal with the 
situation?" 
 
Look for the competencies you need 

Make sure the questions you ask test the competencies you need in the job, such as: 
• leadership 

• team work 

• conflict resolution 

• initiative 

• customer management. 



 

 

Reference Checks  
It's usual to contact two of the applicant's previous immediate managers or supervisors. Like the 
interview itself, it's worth having standard questions to ask the referee.  
 
Our reference checking template below provides some standard reference check questions for you to 
use. 
 
Template 

Reference Check Template  

What if the candidate has limited work experience or hasn't worked for a while? 

If you're interviewing university graduates with limited work experience, school or university tutors or 
character referees may be useful.  
 
Clients, customers or previous supervisors may also be useful referee options for applicants that have 
been out of the workforce for a while or have been working for themselves. 
 
When should I check references and what should I expect? 

Reference checks usually occur once you've narrowed your selection down to one or two candidates.  
 
Remember – you're obliged to get permission from the candidate to check their references. 
 
How do I handle candidate-friendly referees? 

Referees will usually not hesitate in talking about the candidate's strengths but are often hesitant to talk 
about any potential weaknesses.  
 
One way to investigate this area is to ask questions such as "Are there any areas for improvement which 
you can suggest as this individual moves forward in their career?" 
 
Check qualifications and eligibility 

If the position requires specific qualifications, make sure you've inspected the relevant documents and 
certificates. 
 
You should also be sure that the candidate is authorised to work in Australia. If you have any doubt, 
make sure you ask to see the documentary evidence before making the final decision to hire them. As 
an employer your are obligated to ensure your employees have the right to work in Australia.  
 
Here's a tip: when you've selected a successful candidate, you may need to take copies of documents 
for the employee file. 



 

 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

TEMPLATES... 



 

 

Simple Job Description Template 

Job title: (insert job title here) 

Reporting to: (insert supervisor’s title here) 

Salary: (insert salary per hour/annum or total package including base salary, superannuation, commissions or 
benefits here) 

Hours: (insert average number of hours per week or type of employment such as casual, full-time here) 

Location: (insert location of the position and any travel required) 

Purpose of the position (insert short paragraph which describes the overall purpose of this position and how it 
contributes to the goals or function of the business, include the authority level (e.g. manager or support staff) 
here) 

Key responsibilities & duties 
(insert the main responsibilities and duties of the position here. Then list the skills or competencies which the 
candidate will need in order to complete those duties. It’s also worth thinking about how important each 
duty/competency is e.g. how much of the job will be spent on each duty and is it a must have competency or can 
you train someone to do it?) 

Duties of the role Time spent Competencies sought 
Must have or 

optional (can be 
trained) 

e.g. Respond to enquiries – over 
the phone and face-to-face from 
the staff and public 

70% 
 

Communication skills including conflict 
resolution and friendly manner Must have 

e.g. Miscellaneous admin duties 
and support business team 20% 

Good organisational skills and attention to 
detail 
Team orientated approach 

Must have 

e.g. Data entry 10% Excel database skills Optional 

Academic or trade qualifications 
(insert list of desired academic and trades qualifications here, e.g. Certificate in Office Administration. If none are 
necessary state this as it could increase the number of applicants for the job.) 

Work experience and skills 
(insert list of work experience and skills needed to perform the job here, e.g. general administration/ reception 
experience) 

 

Manager Signature: 

Date: 



 

 

Detailed Job Description Template 

Job title: (insert job title) 

Reporting to: (insert supervisor’s title) 

Salary: (insert salary per hour, per annum or total package including base salary, superannuation, commissions or 
benefits) 

Hours: (insert average number of hours per week or type of employment such as casual, full-time) 

Location: (insert the location of the position and any travel required) 

Purpose of the position 
(Insert a short paragraph which describes the overall purpose of this position and how it contributes to the goals 
or function of the business. Include the authority level, for example, “manager” or “support staff”) 

Responsibilities and duties 
Responsibility 1 – (insert responsibility or duty of the position including frequency or duration of work, effort and 
skill required, complexity of tasks and equipment required) 

Work standard: (insert what aspect of the responsibility will be reviewed to determine if the job is being done 
correctly, for example, time frame, or number of completed tasks per week) 

Responsibility 2 – for example, “to manage the daily operations of the office including organising mail, couriers, 
catering and travel. Staff need to be able to use MS EXCEL confidently, to arrange global travel and to work on 
their own.” 

Work standard – for example, “at the end of each working week, all catering events for the following week must 
be finalised.” 

Responsibility 3 – (insert additional items as needed) 

Work standard – (insert additional items as needed) 

Academic and trade qualifications 
Essential qualifications 

• (insert list of essential qualifications, for example, Certificate in Office Administration 

Desirable qualifications 

• (insert list of desirable (but not essential) qualifications, for example, Advanced Excel course) 

 

 



 

 

Work experience and skills 
Essential experience 

• (insert list of essential experience, for example, Minimum two years general administration/ reception 

experience) 

Desirable qualifications 

• (insert list of desirable (but not essential) experience, for example, Experience working within a 

manufacturing environment) 

Personal qualities and behavioural traits 
Essential qualities or behaviours 

• (insert list of essential qualities or behaviours, for example, written and verbal communication skills) 

Desirable qualities or behaviours 

• (insert list of desirable - but not essential- qualities or behaviours, for example, attention to detail) 

Relationships 
Details of relationships relevant to this role 

• (insert position name and details about the supervision given and received, for example, “This position 

will be trained by the General Manager with ongoing support and supervision”) 

• (insert details of the relationships involved both internally and externally. An example of external 

relationships would be “customer relations”) 

Manager’s signature: 

Performance review period: (insert review period, for example, “every three months”) 

Next review date: 

 

 

 

 

 



 

 

Sample Job Advertisement 1  

<Business name> Mega Constructions 
 
<Title> Receptionist 
 
<List the pay, the type of employment, expected hours and the main benefits of the job> 
 

• Permanent full time position  
• 38 hours per week 
• $46,000 per year + superannuation  
• City location, close to public transport 

<Include other details such as: 

• A short description of your business 
• A description of the job / type of work   
• How the job has come about (if relevant) 
• Who the person will report to  
• List the essential (or desirable) skills, qualifications and experience> 

We are looking for an office receptionist for our small business in the wholesale stationery market. 
 

The receptionist will report to the office manager and will be responsible for office administration including: 
• reception, including responding to telephone calls and emails  and greeting clients 
• handling and distributing mail 
• filing and photocopying  
• maintaining records, including checking accounts and invoices.  

 The job will be full time, with hours to be worked between 9.00 am and 5.30 pm Monday to Friday. 
 

Successful applicants must have: 
• relevant previous reception experience 
• advanced Microsoft Office and typing skills  
• strong communication and interpersonal skills 
• strong organisational skills and attention to detail.  

 A Certificate IV in Business Administration or equivalent qualification is desirable.  
 

<Include instructions on how to apply – for example, type of application, contact details and closing date> 

If you are interested in this job, please email your resume to <contact email address> or call <contact 
telephone number> for further information. 
 
Applications close on <date> 

 

 

 

 



 

 

Sample Job Advertisement 2  

Receptionist / Administrator 
• Dandenong Location 
• $42K circa package 
• Busy and varied role 

 
Short Description 
No need to travel to the city.  Small, successful manufacturing co in Dandenong requires the professional skills of 
an experienced Receptionist/Admin person.  $42K circa package 

Body of the Advertisement 
Well established small company in the manufacturing industry is looking for the services of a proactive 
Receptionist/Administrator to work in their close knit team in Dandenong. 

Your administration and sales support background in a busy environment will be an asset.  Intermediate to 
Advanced Microsoft Office Suite skills, including Excel, typing, strong attention to detail and follow through, are a 
must in this diverse role. 

With a breakdown of 75% admin/sales support and 25% reception and secretarial focus, you will utilise your 
strong project management and organisational skills. 

The sales support aspect of your role will encompass the input of technical and detailed orders for the production 
area. Liaison with clients, general office administration, reception duties and secretarial support where required, 
will keep you challenged and busy. 

If you are a proactive person with a strong customer service focus, take pride and ownership in your contribution, 
have excellent attention to detail and want to be part of a growing organisation this could be your next long term 
role. 

Please email your confidential CV to (insert the name of contact) or telephone (Insert their telephone number 
here) for further information. 

 

 

 

 

 

 

 



 

 

Selection Criteria Template 

(Insert Position title here) 
(Insert Organisation name here) 

• Use your job description as a basis for your candidate selection. 
• Make sure your selection factors are based on the competencies you need e.g. communication skills (and 

the questions you are asking will test how the candidates have demonstrated this in the past).   
• You can identify as many selection factors as you like but we suggest no more than 10.  
• Keep in mind how important each selection factor is e.g. is it “must-have” or optional? Does half the job 

require this skill or will it only be needed occasionally?  
• Once you’ve held the interview, rate each candidate on each selection factor. The easiest way to do this is 

to score based on: 
o Does not satisfy – 1 point 
o Partially satisfies – 2 points 
o Fully satisfies – 3 points 

• The highest score should be the preferred candidate. It might also be worth considering whether the 
other candidates would be suitable for the job if the preferred candidate doesn’t accept the job. 

• Your worksheet should look like this: 
 

Selection factors (Insert Candidate 
Name here) 

(Insert Candidate 
Name here) 

(Insert Candidate 
Name here) 

(Insert Candidate 
Name here) 

1. e.g. Communication 
skills. (Mandatory) 

 

 

 

 

  

2     

3     

4.     

5.     

6.     

7.     

8.     

9.     

10.     

TOTAL     

ASSESSMENT     

*Rating: 1 = Does not Satisfy 2 = Partially Satisfies 3 = Fully Satisfies  

Assessment: P = Preferred S = Suitable U = Unsuitable  



 

 

Interview Guide Template 

Use the below template to add your specific questions based on the competencies you have identified within 
your selection criteria. Some standard questions are provided, and the below pages have interview questions you 
can copy and paste from. Make sure you also ask technical based questions about the specifics of your role. This 
will help you understand if they are able to truly perform the tasks of the job.  

Insert or delete question lines as you need.  

Candidate Name  

Position  

Date of interview  

 
Introduction: 
 
• Make appropriate introductions 
 
• Welcome and thank candidate for their time 
 
• Explain the interview purpose. Indicate that you will be taking notes throughout the interview.  
 
• Before you start asking the questions, talk to the candidate about the business and its key focus areas. This is your 

opportunity to sell the business but at the same time engage the candidate to see if they ‘spark’ with your vision.  
 
Before we get into our 
questions could you 
please let me know what 
your salary expectations 
are?  

 

If you were successful 
when would you be able 
to start?  

 

Can you please tell me a 
little about yourself   



 

 

What are you looking for 
a new role?   

What has attracted you to 
this position and what 
specific experience would 
you bring to it?  

 

What is it about (this 
career) you particularly 
enjoy? 

 

Can you describe your 
strengths to me 
(professional) 

 

Can you please highlight 
your areas for 
improvement?  

 

  

  



 

 

  

  

  

  

  

ALLOW TIME FOR CANDIDATE TO ASK QUESTIONS 

Conclusion: 
 
• Thank the candidate for coming. 

 
• Let them know the next steps and when they can expect to hear from you.  

Summary/Notes   

 



 

 

Example Interview Questions  

Competency Question 

Aspirations 

• Can you describe the most enjoyable role that you have ever had and why you 
feel that way about it?  

• Could you please describe an ideal role for yourself? 
• What are your short and long term career plans?  

Handling Conflict 
• What has been the most difficult situation you have had to deal with at work?  
• How do you think you handled the situation and, given the opportunity, would 

you do anything differently? 

Decision Making 
• Tell me of a difficult decision you have had to make quickly in recent times. 
• In hindsight, was it the right decision? 
• What is your decision making process? 

Leadership 

• Describe a time where you set performance and/or behaviour standards for your 
team. Please detail your process in establishing the framework for performance. 
How did you communicate this to your team to achieve ‘buy in’? 

• Discuss a successful outcome you have produced through effective staff 
management during a period of change/growth within the business. Please 
highlight the process you undertook to achieve the desired result.  

• What are the most important values you demonstrate as a leader? Can you 
describe how this has driven a culture of strong performance and engagement.  

• How do you encourage the development of your team? Can you give me an 
example of how you have identified a team member with potential and then 
worked with this team member for them to grow and develop? What was the 
outcome?   

Accountability/Results 

• Can you give examples of times when you were assigned a number of tasks and 
had to prioritise what needed to be done? 

• What was the biggest single contribution you have made to your organisation’s 
success in the last 12 months? 

Team Work 
• Can you describe a time you worked as part of a team to complete a job? What 

was your role? 
• How did you deal with differences of opinion during the job? 

Adaptability • Tell me about a time when you had to adjust to a colleague’s working style in 
order to complete a project or achieve your objectives 

Problem Solving 
• What are the essential elements of effective problem solving? Can you share an 

example of a complex problem facing your practice and how you managed this?  
• When you are confronted with an unprecedented decision, what do you do? 

Stakeholder 
Engagement 

• How have you successfully engaged with your stakeholders? What approach have 
you adopted to influence and what was the result? 

Change Management • Tell me about a time when you brought productive change to a company? How 
did you implement this change? 

 



 

 

Reference Check Template 

Reference check for:   

Date reference conduced:  

Position applied for:   

Referee Name:   

Title and Company:   

Phone number:   

Candidates role with the referee:  

Dates the candidate was 
employed:   

 

What was the candidate’s reason 
for leaving?  

 

Effectiveness in the role  

How effective was (insert the 
candidate name here) in the 
performance of their role? 

 

How was their performance 
measured? 

 

Would you re-hire them given the 
opportunity?  

 

Strengths & Opportunities  

What are (insert candidate name) 
strengths  

 

What are their opportunities for 
improvement?  

 

Technical competence   
How would you describe (insert 
the candidate name here)’s level 
of technical skills and knowledge? 

 

Ask any questions that you have 
specific to the position 

 

Referee Comments 

Are there any other comments 
you would like to add? 
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