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Options for assessing applicants
The assessment processes used must be relevant to the role and assess the merit of the applicants against the Key Attributes.  Assessment processes should be designed for each specific vacancy.

Telephone screening

Telephone screening uses structured questions built around the basis for assessment to screen out unsuitable or uncompetitive applicants.  This is often used by private recruitment organisations particularly when there are large applicant pools.  

Work samples

Work samples require applicants to show examples of their skills in practice.   It can be useful to demonstrate an applicant’s quality and breadth of work.  It is also an opportunity for applicants to demonstrate the complexity and challenging nature of their work.  Care should be taken to ensure that privacy and confidentiality protocols are followed.

Skills tests

Skill tests require the completion of tasks which allow you to assess whether applicants have a required level of competency.  These can be useful for assessment in a number of Key Attributes including technical expertise, knowledge, data input speed and accuracy, verbal and numeric reasoning.

In-tray exercises

An in tray exercise provides an opportunity to assess an applicant’s ability to prioritise.  In-tray exercises require applicants to perform tasks in a limited time period which simulate the real work to be undertaken.  The exercise generally requires applicants to respond to a number of requests for work which assess comprehension, decision-making, prioritisation, delegation and completion of work.

Role plays

Role plays are designed to mirror the interpersonal challenges of the work. Applicants may be involved in interactive scenarios which simulate, for example, chairing meetings, dealing with clients, managing staff or negotiating.  These role plays can be face to face, in a group dynamic or over the telephone.

Presentations

Presentations are a useful assessment method for roles requiring the delivery of training, formal briefings, stakeholder presentations, etc. They involve applicants delivering a prepared or spontaneous presentation which is relevant to the role. The applicant’s content knowledge and presentation/communication skills can be assessed via this method. 

Structured interviews

Structured interviews are a framework of key questions designed to assess the knowledge, skills and abilities of applicants in a consistent way against the basis for assessment. In structuring an interview it may be desirable to a range of questions that are designed to assess all the Key Attributes.

Attached is a fact sheet on how to frame questions.

Behavioural questions

Behavioural questions help you find out how an applicant might think and act in certain situations by asking how they handled a situation in the past. Because questions draw on real experiences, behavioural questions are particularly valuable for assessing areas requiring demonstrated skill or knowledge.

Example:
 “Please describe a recent circumstance in which you had to resolve a complex and volatile issue face to face”.
Situational/scenario questions

Situational/scenario questions employ hypothetical circumstances to test how applicants would handle a given situation. By presenting a situation to the applicant and asking what he or she would do you can assess both ability and potential.

Example:
 “Please outline the steps you would take if staff absences in your work area were affecting your ability to deliver a project which is due in a month’s time”.
Psychometric testing

Most private recruitment agencies can supervise and report on psychometric tests designed to assess whether an applicant has the necessary ability, behavioural style and/or personal traits required to perform a role, by measuring or determining one or more of the following:

· general intelligence; 

· behavioural measures;

· work preference measures; 

· emotional intelligence; and

· motivation.
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Psychometric testing can only be used if it is directly relevant to a Key Attribute and to the tasks involved in a position.  If you consider this option may be relevant please contact Human Resources and Governance before completing the Role Description. 

NOTE: Electrical Safety Office has a divisional policy on this issue. For other divisions, care should be exercised in using psychometric tests as they must be both fair and valid for the role, culturally appropriate and be conducted by a qualified person. 

Assessment centre

An Assessment Centre is an approach to the selection process that involves using a number of different exercises to assess applicant’s abilities to undertake a particular job.   These exercises focus on the required competencies and can include work scenarios, work sample tests, presentations, in-tray exercises, group discussions, case studies, and interview questions.

Assessment Centres are often considered a fairer assessment process because applicants are given a better opportunity to demonstrate their skill and ability relevant to the job.  They are especially useful if there will be a large volume of applicants.

Importantly, Assessment Centres enable development opportunities in applicants to be identified.

Attached is a fact sheet on Assessment Centres.  For assistance with designing and conducting assessment centres please contact Human Resources and Governance.

Schematics and diagrams

Requiring applicants to answer questions with reference to a diagram will demonstrate their knowledge and is useful to quickly screen out those who are unsuitable or uncompetitive. It can also be of assistance to assess technical expertise.
























