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Purpose 

The Recruitment Process Guide has been developed to provide hiring managers and assessment panel members with the

knowledge and understanding of recruitment processes and practices that enable attraction and retention of the best possible
candidate/s.

It outlines the procedures to be followed in applying the key principles for recruitment as outlined in the Recruitment Policy and
implementing the Government Sector Employment provisions based on the merit principle.

The Recruitment Process Guide, coupled with the Recruitment Policy and advice provided by the People & Culture team, will

help hiring managers navigate the recruitment process and comply with legislation. It provides guidelines, steps and hints and
tips for every stage of the recruitment process from Planning & Advertising to Onboarding the selected candidate/s.

Scope

The Recruitment Process Guide applies to the recruitment of staff for the NSW Crown Solicitor’s Office through multi-role (bulk)
recruitment (including the development and activation of CSO talent pools), utilisation of external (non-CSO) talent pools, and

single role recruitment for specialist roles.

This process does not apply to temporary assignments. Please refer to the Temporary Assignment procedure for details.
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file://///internal.justice.nsw.gov.au/dept/Central/sydcso-cso/Staff_Manual/E/E4.pdf
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Planning and Advertising

Consider timing of the recruitment relative to other key events

Create the job advertisement

Identify the assessment panel

Decide the assessment approach

Draft capability based assessments

Finalise the recruitment schedule

Additional Resources

Sample Job A d

Job A d – Hints  & T ips and C hecklist

Excess Matching 

The A ssessment P anel

The A ssessment Approach

Recruitment Schedule

1. Consider key events (rotations, client seminars, tender renewals) that may impact

availability of the assessment panel and/or the recruitment schedule

2. Create a job ad that captures the attention of the target audience.

3. Draft targeted questions and capability based assessments that help identify the

skills and capabilities the role holder needs to succeed

4. Prepare the recruitment schedule to ensure resources are allocated for the specified

dates

The recruitment process needs to be planned effectively with the aim of

attracting the best possible candidates and managing them through the

process . P lanning is an important aspect as it helps manage time constraints

and s treamlines the process for both the CSO and the candidate. Every new

employee affects the team’s culture and capability and capacity to deliver.

Effective planning will set the foundation to employ the best person for the

role and enable a pos itive candidate experience.

Appropriate planning includes cons idering the likely volume of applications ,

des igning relevant role spec ific capability-based assessments , scheduling the

rec ruitment activities , allocating resources and time to support the

rec ruitment process . The number of vacancies and the nature of the role will

need to be considered (i.e., specialised, hard to fill and/or c ritical roles may

require a different approach).

An effec tive rec ruitment approach should promote divers ity and inc lusion and

prevent discrimination.

1

• Identify assessment panel 
members and check their 
availability to participate in the 
recruitment
• Confirm assessment panel 

members are aware of the 
GSE Act Merit Principles, GSE 
Rules, r.16

• Organise resources required

Plan for the 
recruitment process 

• Declare absence of conflict of 
interest

• Provide input into the creation 
of capability based 
assessments

• Familiarise yourself with the 
merit based recruitment 
process

• Confirm availability as per the 
defined recruitment schedule

Provide input to the 
recruitment 
approach

• Advise on requirements for 
independent panel members 

• Check if the panel has 
adequate gender and cultural 
representation

• Ensure capability based 
assessments meet the 
minimum criteria required for 
suitability and/or comparative 
assessment

Advice on best 
practices

https://justicensw.sharepoint.com/:p:/s/CSO/EQUP8ZwAt1hPjDX73cQDtrUBjcrFJAZWoWPJkoQDbL72SA?e=QCWA5w
https://justicensw.sharepoint.com/:p:/s/CSO/EdB56n8omntMjjGBQkNg1QABe91hElxQ-WktbUpx-at2eQ?e=Mv6g9D
https://justicensw.sharepoint.com/:p:/s/CSO/EeebUCFcuzRAhjeqEbw4v4IBPQDw8SxL_aIO-h8ishtK4A?e=uFjEMe
https://justicensw.sharepoint.com/:p:/s/CSO/EcZpQFDV_WlDtKOD7sJ_xGgBUtkqUQRbjc1tlXRg_DU08Q?e=RL7hPn
https://justicensw.sharepoint.com/:p:/s/CSO/ERMMC5K-xDFJgZURKmo7F4UBshqSdtf6hKKZRiHktrdMug?e=xJOKuN
https://justicensw.sharepoint.com/:p:/s/CSO/ERclCLYX_KhBmUcKafD5BJMBn3mvBUHSg_S01azgMZ5KxQ?e=ZDNb1q
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Assessing

Conduct an initial cull

Conduct assessments 

Conduct interviews

Assess and compare candidate responses

Shortlist candidates and conduct reference checks

Additional Resources

The Initial C ull

Managing Late Applications

H ints  & T ips – Conducting the Interview 

C hecklist for H iring Managers – Interview P rocess

H ints  & T ips – Shortlisting candidates

Reference Checks

C hecklist for H iring Managers – Reference Check

• Assess candidates against 
the pre-established 
standards of the role 

• Consider all aspects of 
the recruitment process 
to identify the best 
candidate/s given the role 
description

Collect objective 
evidence to assess 
candidates claim

• Ensure confidentiality, 
impartiality, fairness and 
timeliness of the process

Assess merit of 
candidates

• Educate the assessment 
panel on assessment 
biases

• Ensure the recruitment 
process is in line with the 
GSE Act, Rules and 
Regulation and, wherever 
possible, the PSC 
recommendations. 

Provide guidance on 
fair assessment 
practices

1. Focus on large differences in opinion and, as a panel, come to an agreement on the

rating

2. Consider all available information to decide who will progress for offer vs. be

recommended for Talent Pool

2

An effec tive assessment process aims to collec t as much objective evidence

as poss ible to assess candidates ’ c laims for the role/s . The assessment

should include a range of appropriate methods to assess the different

requirements of the role.

Assessment tools chosen should be ‘fit for purpose’ and align with the public

sec tor capability framework including any applicable occupation specific

capability sets . I t is recommended that more than one assessment method

be used for tes ting focus capabilities.

The type and number of assessments is determined by Part 3 of the GSE

Rules and will vary depending on the role c lassification (senior executive or

non-executive) and the kind of employment (ongoing, temporary, term or

casual - Refer to GSE Act Section 43 and Section 34).

https://justicensw.sharepoint.com/:p:/s/CSO/EYDsoImlPa9HkLcvpXgwxrABfgmKIFzWzUm-Jrt19EZcUQ?e=wM373q
https://justicensw.sharepoint.com/:p:/s/CSO/EdUs_tkiJ4tLjX7ihMrJoBMBmRS5Z3DIYafpbz6KHhGjPA?e=oRrMSw
https://justicensw.sharepoint.com/:p:/s/CSO/EaFXq1d0q6dPus4lUBORzM8B8r6g5zqgeXMPk39nRX1GTQ?e=CtCBQ4
Interview Checlist.pptx
https://justicensw.sharepoint.com/:p:/s/CSO/ERrTBB87aF1PuqeJM-sbztMBuind2FENq7433kD_VETohA?e=FHZPRK
https://justicensw.sharepoint.com/:p:/s/CSO/EWzYkzCq-xxBvze5IjgbliwBl_h_uu7oACpyzHtQx4Ke5Q?e=1ufrRU
https://justicensw.sharepoint.com/:p:/s/CSO/EWz1roKH8wdEv2pto21RJZIBjhdl24P4CkYcdoIRVWEOrg?e=UgpoNs
https://www.legislation.nsw.gov.au/
https://www.legislation.nsw.gov.au/
https://www.legislation.nsw.gov.au/
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Selecting and Appointing

Complete the recommendation report

Obtain approvals

Make an offer

Communicate details to candidates on the Talent Pool

Provide feedback to unsuccessful candidates

Additional Resources

The Recommendation Report

Kinds  of Employment

Make an O ffer

Talent P ool 

P roviding Feedback to Unsuccessful Candidates

• Consider team fit and longer 
term capability needs of the 
practice group and/or division

• Provide feedback to 
unsuccessful candidates

Facilitate 
identification of the 
best suited 
candidate  

• Consider in a structured and 
systematic manner all the 
information collected about 
candidates through the 
assessment process

• Evaluate candidates claim 
against the pre-established 
standards of the role

• Discuss ratings and decide 
who will progress

Determine best 
suited candidate to 
the requirements of 
the role

• Ensure documentation of 
rationale for selection and 
rejection of candidates is 
accurately captured

• Provide guidance on 
communicating feedback to 
unsuccessful candidates

Guidance on 
appointing the best  
candidate for the 
role

1. Focus on large differences in opinion and, as a panel, come to an agreement on the

rating

2. Consider all available information to decide who will progress for offer vs. be

recommended for Talent Pool

3. Communicate recruitment outcomes to candidates

3

The final decision, i.e., recommendation for offer and recommendation for

Talent Pool, is made by the panel cons idering all phases of the assessment

process . The panel prepares a report that recommends the preferred

candidate to the delegated authority to dec ide on appointment.

All members of the panel are expec ted to participate in the decision making

process.

https://justicensw.sharepoint.com/:p:/s/CSO/ETwIDTaRSDNOqDKMJPrUOMYBm11QMjTwfyUoVF2jw37WPw?e=8U6yfs
https://justicensw.sharepoint.com/:p:/s/CSO/ETapMI_HJJVBh6ySmucnarkBb6QL1_BnLGUqIT8Wqjj4zQ?e=L40dHH
https://justicensw.sharepoint.com/:p:/s/CSO/EZKZCZ7j_0NOmKwpooTVZdgBhTJLAQEXHUkUgnmxhDtkxQ?e=huZOzI
https://justicensw.sharepoint.com/:p:/s/CSO/EYmoyoi4K1ZAg5-l38fsmT8B4EfDgrRpFUGilZTPZo4Zpg?e=U0rEgn
https://justicensw.sharepoint.com/:p:/s/CSO/EcksGMI8jGZEtO-YCOENWBUBiyqy9-dV-eJputhO_4GNQQ?e=yXsOQa


Crown Copyright 2019NSW Crown Solicitor’s Office

Onboarding

Pre-employment screening checks

Pre Joining formalities

Induction and Week 1 at the CSO

Performance & Development Plan

Probation Review 

Additional Resources

Induc tion and Day 1  at the C SO

Performance & Development at the C SO

• Enable the new employee to 
understand the CSO, their role 
and what is expected of them 

• Introduce them to relevant 
stakeholders

• Schedule regular check ins

Enable the new 
employee to settle in 
and perform in their 
role

• Communicate CSO vision and 
division’s and team’s strategy 

• Explain the link between 
individual goals, division and 
team outcomes and the larger 
CSO strategy

Ensure clarity on key 
behaviours and goals

• Welcome the new employee
• Enable understanding of the 

probation process

• Explain learning & development 
opportunities available at the 
CSO 

Enable integration 
within the team 

1. Ensure the new employee has the tools, resources and access to operate from Day 1

2. Draft a detailed Week 1 and Month 1 plan

3. Call the employee the week before to explain where and when they need to report
on their first day and the expected arrival time.

4. Schedule time on Day 1 to welcome the new starter and introduce them to the team

4

Onboarding includes a number of key activities that help the new employee

become effec tive quickly. E ffective onboarding commences from the time the

candidate accepts an offer and involves the induction training, setting

organisational context and building a shared unders tanding of expec ted

behaviours and outcomes.

Onboarding helps a new employee adjust to the aspects of their job (social

and performance) quickly and smoothly. A well-designed onboarding

program builds engagement and enables the new employee to unders tand

their responsibilities , performance expec tations and how their roles

contributes to the achievement of the C SO goals.

https://justicensw.sharepoint.com/:p:/s/CSO/EbLZ8I--wjNBr-VO5ULcyvIB1fo5o31Ve0EI-bWnb9dVNA?e=O56Tr8
https://csointranet.internal.justice.nsw.gov.au/RMP/Pages/RMP/PerformanceDevelopment/PerformanceDevelopment.aspx
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Key Terms & Definitions
Ongoing employment is employment that continues until the employee resigns or his or her employment is terminated.

Term Employment is employment of senior executives for a specified period or for the duration of a specific task.

Temporary employment is employment of non-executives for a temporary purpose.

Secondment is movement to a different government sector agency or between a government sector agency and an employer outside the NSW

government sector

A person employed in the Public Service agency may be temporarily assigned to another role in the agency if the person who is usually
assigned to that role is unavailable for any reason or there is no person assigned to the role (GSE RULE 11). Temporary assignment (TA)

may be at level, or to a higher or lower classification of work or band.

Talent Pool: A list of those persons (whether or not existing Public
Service employees) who have satisfied the pre-established standards

for a role through a comparative assessment (GSE Rule 19)

Focus capabilities: Capabilities decided by the employer as being
the most important for the effective performance of the role (GSE Rule 3)

Pre-established standards for a role: The capability, knowledge
and experience standards for the role (GSE Rule 3)

Capability based assessment: A process that assesses a person’s
capabilities against those required for a role (GSE Rule 3)

External advertising: The process of advertising on the

iworkforNSW public website. It may also include any other form of
advertising that is accessible to the general public (GSE Rule 3)

Targeted question: A question relevant to the role that allows
candidates to provide evidence of how they meet the requirements of
the role.

Work Sample: An assessment task designed to replicate the work
required in the role. e.g. case studies

Behavioural Interview: A structured interview that includes
behavioural questions that ask candidates to reflect on their previous
work experience

Reference check: A structured manner of seeking feedback from the
candidates’ previous employers

Probation: A person who is new to the NSW Public Service completes
an initial period to ensure they satisfy the requirements for the role in

which they are employed

https://www.legislation.nsw.gov.au/
https://legislation.nsw.gov.au/
https://legislation.nsw.gov.au/
https://legislation.nsw.gov.au/
https://iworkfor.nsw.gov.au/
https://legislation.nsw.gov.au/
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