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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, 

duties etc? 

�x Does it use language that respects diversity, inclusion and equity? 

�x Are there are any special skills, knowledge, experience needed to work at the service? 

�x Ensure the job and person specification explains the requirements of the criminal history 

screening

http://www.fwc.gov.au/documents/modern_awards/award/MA000120/default.htm
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�… Create an advertisement 

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

 

or the Fair Work site: https://www.fairwork.gov.au/how-we-will-help/templates-and-guides 
 

�… Ensure the recruitment process includes the following: 

�x A nominated person to respond to queries, send job and person specifications and contact 

applicants for interview 

�x A written application addressing the advertised job and person specification criteria including: 

o permission to obtain criminal history screening 

o a resumé detailing their previous work history 

o contact details of two referees, one of whom should be the previous or current line 

manager. 

During advertising period 
 

�… Prepare for interviews 

�x Review selection criteria 

�x Consider interview strategies: will you ask questions, seek responses to scenarios, request 

applicants to prepare presentations? 

�x Select strategies appropriate to your context and prepare interview questions, scenarios and/or 

presentation outlines 

�x Ask questions relating to the applicants skills and relationships with children, child 

development, quality 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 of the candidate. 

 

�… Consider interview environment 

�x Privacy, furniture, lighting, noise, temperature, signage. 

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
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�… Introduce panel and give a brief overview of the position 

�x Explain the interview format to the applicant 

�x Do not ‘coach’ 

�x Be aware of cultural considerations when interpreting body language and behaviour. 
 

�… 

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
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�… Formalise acceptance 

 

�x Sign documentation and contract of employment.

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


 

 
 
 
 


	The selection process
	https://www.decd.sa.gov.au/sites/g/files/net691/f/aigsschoolcouncilsandother.pdf?v=1465351611

	 Prepare the selection panel with information and links to relevant legislation  before advertising
	 Develop a clear selection process and identify all critical dates
	 Develop strategies to attract and recruit the right person for the job
	 Create an advertisement
	 Ensure the recruitment process includes the following:
	During advertising period
	 Consider interview environment
	 Review or establish process for shortlisting
	 Prepare employment pack and contract
	 Prepare/review the services induction process Interviews
	 Introduce panel and give a brief overview of the position
	 Give the applicants an opportunity to ask questions
	 Advise applicants on what the process will be after the interview After the interviews
	 Make selection decisions or recommendations
	 Document your decisions
	 Notify applicants
	 Formalise acceptance
	 Advise other applicants, and staff who will be working with the new employee

