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The job and person specification should provide a clear description of the duties and requirements of the
position, its classification and where the job fits within the OSHC structure.

x Have there been any changes to the job eg, delegated authority, classification of the position,

dutiesetc?

x Does it use language that respects diversity, inclusioreqoiy?
Arethere areanyspecialskills knowledge experienceneededto work at the service?

Ensure the job and person specification explains the requirements of the criminal history
screening
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http://www.fwc.gov.au/documents/modern_awards/award/MA000120/default.htm

Create aradvertisement

Sample advertisement templates are available from the OSHC website:
https://www.decd.sa.gov.au/sites/g/files/net691/f/oshdirector-advertisement.docx?v=1457568531

or the Fair Work site: https://www.fairwork.gov.au/hewe-will-help/templatesand-guides

Ensure the recruitment process includes tfalowing:

X A nominated person to respond to queries, send job and person specificahdnsoatact
applicants fointerview
X  Awritten applicationaddressinghe advertisedob andpersonspecificatiorcriteriaincluding:
0 permission to obtain criminal histosgreening
0 aresumé detailing their previous wdrkstory
0 contactdetails of two referees, one of whom should be the previous or current line
manager.

During advertising period

Prepare forinterviews

X Review selectionriteria

x Consider interview strategies: will you ask questions, seek responses to scenarios, request
applicants to prepar@resentations?

X Select strategies appropriate to your context and prepare interview questions, scenarios and/or
presentationoutlines

X  Ask questions relating to the applicants skills and relationships with children, child
development, qulity practice and program planning. The interview provides not only an
opportunity to talk to the potential employee about their background, skills, interests and
abilities but also explore any doubts about the suitability ofdhedidate.

Considerinterview environment

x  Privacy, furniture, lighting, noise, temperatusggnage.
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https://www.decd.sa.gov.au/sites/g/files/net691/f/oshc-director-advertisement.docx?v=1457568531
https://www.fairwork.gov.au/how-we-will-help/templates-and-guides



http://acecqa.gov.au/educators-and-providers1/qualifications
http://www.acecqa.gov.au/Working-with-children-over-preschool-age

Introduce panel and give a brief overview of tlp®sition
x  Explain the interview format to thepplicant
x Do not‘coach’

x Beawareof culturalconsiderationsvheninterpretingbodylanguageandbehaviour.
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https://www.decd.sa.gov.au/working-decd/teaching-vacancies/merit-selection
https://www.decd.sa.gov.au/working-decd/teaching-vacancies/merit-selection
https://www.fairwork.gov.au/how-we-will-help/templates-and-guides
http://publicsector.sa.gov.au/wp-content/uploads/20070101-Good-practice-guide-Recruitment.pdf
http://publicsector.sa.gov.au/wp-content/uploads/20070101-Good-practice-guide-Recruitment.pdf

Formaliseacceptance

X  Sign documentation and contract@mnployment
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https://www.decd.sa.gov.au/parenting-and-child-care/child-care/services-and-programs/out-school-hours-care-oshc/managing-oshc-service/relevant-history-screening-oshc-staff-and-volunteers
https://www.decd.sa.gov.au/parenting-and-child-care/child-care/services-and-programs/out-school-hours-care-oshc/managing-oshc-service/relevant-history-screening-oshc-staff-and-volunteers
https://www.decd.sa.gov.au/parenting-and-child-care/child-care/services-and-programs/out-school-hours-care-oshc/managing-oshc-service/relevant-history-screening-oshc-staff-and-volunteers
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