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These templates are provided in Word format allowing clubs to customise them as desired.

[bookmark: _Toc128157474]TEMPLATE 1 - Recruitment & Selection Procedure

	RECRUITMENT AND SELECTION PROCEDURE

	STEPS
	ACTION
	RESPONSIBILITY
	BY DATE

	1
	Approve recruitment action and determine ideal start date
	Club Manager

	

	2
	Complete job specification and/or position description. Confirm salary, benefits.  Agree on assessment criteria
	Manager
	

	3
	Determine advertising strategy.  Prepare and post job advertisements (and position descriptions)
	Admin
	

	4
	Respond to all applications received within five working days
	Admin
	

	5
	Shortlist and conduct screening interviews
	Manager 
	

	6
	Notify screened applicants who will not be further shortlisted
	Admin
	

	7
	Prepare for interviews of final shortlisted candidates  
	Admin
	

	8
	Conduct interview/s
	Interviewing Manager/s
	

	9
	Managers discuss shortlisted candidates using selection rating/assessment for and decide on successful applicant.
	Interviewing Managers
	

	10
	Conduct reference and other required employment checks (i.e. qualifications, visa, working with children, police check)
	Admin or outsource
	

	11
	Verbal offer to preferred candidate
	Manager

	

	12
	Written Letter of Offer to preferred candidate
	Manager or Admin

	

	13
	Notify unsuccessful applicants interviewed thanking them for their interest and interview
	Admin
	

	14
	Securely file interview notes, CV, employment checks, letter of offer
	Admin
	

	15
	Commence induction process with new hire
	Manager and Admin
	

	16
	Delete unsuccessful candidate personal information files unless written permission to retain information obtained from candidate 
	Admin
	



[bookmark: _Toc128157475]TEMPLATE 1 – Job Analysis & Design
	1. What is the main purpose of THIS ROLE?

	e.g. Coach gymnastics classes

	2. How many people report to this position? ROLE titles?

	

	3. Where is the work performed?

	

	4. Most ROLES have between four and eight accountability areas. What are the main activities for this ROLE? (e.g. Coaching, Member Services, Safety, Admin, Manual Handling)

	What is done? 
(Main Accountability)
	Time spent %
	Why I do it?

	Coaching
	
	

	Gymnast, parent liaison
	
	

	Lesson planning
	
	

	Moving equipment
	
	

	Equipment safety checks
	
	

	Attending training
	
	

	
	
	

	5. What are the main tasks performed under each of the accountabilities above?  (Some of these may be performed daily or weekly, others less frequently. For example, budgets or forecasts done quarterly)

	Main Tasks (Accountability 1) 
(e.g. Coaching kindergym)

	Main Tasks (Accountability 2)
(e.g. Team and parent communications)

	Main Tasks (Accountability 3)
(e.g. Lesson planning)

	Main Tasks  (Accountability 4)
(e.g. Workplace safety, equipment checks, first aid, eliminating hazards)

	Main Tasks (Accountability 5)
(e.g. Admin, rostering, mentoring junior staff)

	Main Tasks (Accountability 6)
(e.g. Personal training, skills development)

	6. What are the critical success factors or standards required in THIS ROLE? (E.g. gymnasts satisfaction/retention, gymnast progression, punctuality, no injuries, no complaints)

	No OHS injuries
Gymnast progression
High parent & gymnast satisfaction
% gymnast retention
Scheduled equipment safety checks completed

	7. Who are the main stakeholders relevant to this role? (Stakeholders are people interested in or impacted by the role). 

	Key Stakeholders
(Internal or External)
	What they expect from this role?
	Risks if role is not performed well?

	e.g. Parents, gymnasts
	Class enjoyment, high level of gymnast safety, progression to the next level
	Gymnast is inured or/and unhappy.  Gymnast leaves, or asks to transfer to another class

	e.g. Head coach
	Satisfied gymnast and parent, safe training practices that adhere to lesson plans, punctuality and reliability.
	Coach is performance managed, moved to another class or terminated.

	
	
	

	8. What critical decisions does this role make?

	

	9. What level of education or qualification/s are required for this role? (e.g. Qualifications, level)

	


	11. WhaT are the skills and aptitudes required to perform this role? (e.g. coaching, verbal communication, conflict resolution, basic computing.)

	


	12. Does this role come under an award with entitlements or conditions that require compliance? (e.g. Fitness Industry Award.)

	

	13. What types of written communication and numeracy skills are required in the role (e.g. presentations, lesson plans, emails,  presentations,)  or Any other role specific essential skills? (e.g. spatial awareness, colour discrimination, spotting,)

	

	14. What are the major challenges of this role? (e.g. behavioural challenges with gymnasts, team conflict, unpredictable rosters)

	


	15. What legislation is relevant to the successful performance of this role? (e.g. Safety, complaints, anti-discrimination, rostering, budgets)

	


	16. What is the cultural environment of the workplace (e.g. diverse, fast paced, team based, creative, fun, competitive)

	


NB: Check the accuracy of the information obtained from different sources. 
[bookmark: _Toc128157476]TEMPLATE 3 - Job Competencies	
Below is a list of common job competencies used in selection and the development of position descriptions.
	JOB COMPETENCIES - EXAMPLES
	Essential  ü
	Desirable  ü

	STRATEGY AND LEADERSHIP

	Develop strategy
	
	

	Communicate vision
	
	

	Implement business strategy
	
	

	Develop organisational values, culture, ethical standards, corporate responsibility
	
	

	Manage change
	
	

	Manage growth
	
	

	Manage operational efficiency and effectiveness
	
	

	Builds and maintains strategic business relationships
	
	

	Influence others
	
	

	Restructure business unit
	
	

	business development

	Establish business networks
	
	

	Develop business opportunities
	
	

	Convert business opportunities into sales
	
	

	Negotiate contracts/agreements
	
	

	Develop sales strategy and targets 
	
	

	Develop marketing/sales plans
	
	

	Implement marketing/sales plans
	
	

	Develop member and stakeholder relationships
	
	

	Liaise with members
	
	

	Negotiate with members
	
	

	Identify new member opportunities
	
	

	Develop member benefits
	
	

	Resolve member issues/complaints
	
	

	Build member loyalty
	
	

	TEAM LEADERSHIP AND MANAGEMENT	

	Stakeholder management
	
	

	Implement operational plans
	
	

	Project management skills
	
	

	Organise rosters and work schedules
	
	

	Build a high performance team
	
	

	Aligns team to common goals and standards
	
	

	Collaborate with others towards common goals
	
	

	Effectively manages resources
	
	

	Translates vision and strategy into deployable activities
	
	

	Coach team members
	
	

	Train and develop team members
	
	

	Recruit and select team members
	
	

	Champion business improvements 
	
	

	Manage performance improvement through counselling
	
	

	Resolve conflict
	
	

	Set team goals with team members and give performance feedback 
	
	

	Facilitate team meetings
	
	

	Reinforce and/or reward best performance/behaviours
	
	

	Works with team members to remove barriers to change
	
	

	Hold team members accountable for results
	
	

	Build a continuous improvement culture and standards
	  
	

	Manage safety in the workplace
	
	

	Develop policies and procedures
	  
	

	FINANCIAL AND RISK MANAGEMENT

	Manage finances (budgets and financial plans)
	
	

	Manage business risk and compliance areas
	
	

	Prepares management and stakeholder reports
	
	

	Manage cost reduction programs
	
	

	Secure assets and property
	
	

	Process debtors, creditors
	
	

	Manage payroll processes
	
	

	commuinication	

	Excellent/strong/sound verbal communication skills
	
	

	Excellent/strong/sound written communication skills
	
	

	Communicates well at all levels
	
	

	Manage stakeholders
	
	

	Delivers stakeholder presentations
	
	

	Delivers training
	
	

	Negotiation skills
	
	

	Interpersonal skills
	
	

	Collaborate with others
	
	

	Facilitates and resolves conflict
	
	

	Prepares internal reports and submissions
	
	

	Prepares external reports and submissions
	
	

	Writes lesson plans
	
	

	Manages social media, website
	
	

	Self-management - emotions
	
	

	Workplace Safety management
	
	

	ADMINISTRation	

	High attention to detail
	
	

	Computing: 
Email
Word Processing
Spreadsheet
Database
Presentations
Design
	
	

	Flexibility
	
	

	Self Development
	
	

	Quality orientation and work standards
	
	

	Technical expertise
	
	

	Attention to Detail
	
	

	Experience Level Required:
Technical
Teams
Operational
Financial
Other
	
	

	Punctuality, reliability
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TEMPLATE 4 - Position Description
The following example is an extract from the Club 10 Gymnastics On-Line portal which offers position description templates for several roles typically found in gymnastics clubs including Club Manager, Program Director (Head Coach), Program Manager, Coach, Business Manager, Marketing & Events Manager, Administration Officer. 
	POSITION TITLE
	Club Manager
ALTERNATIVE TITLES: Executive Director, Chief Executive Officer  INSERT DELETE AS REQUIRED

	REPORTS TO:
	Supervising Staff Members Position Title 
(e.g. Committee of Management, Board, Club Owner)

	DIRECT REPORTS
	WRITE IN NUMBER and or position title

	PD PREPARED BY:
	Position Title
	DATE:
	Insert



	ABOUT EXAMPLE GYMNASTICS CLUB

	Insert brief club description here. Examples can be found in the Information Sheet on the Club 10 portal. 
Club Vision: Insert Club Vision Here
Club Mission: Insert Club Mission Here



	

PRIMARY PURPOSE OF THE POSITION

	Reporting to the Committee of Management (CoM)/Board/Club Owner, the Club Manager is responsible for overseeing the efficient and effective management of Example Gymnastics Club in line with the Club’s vision, mission and strategic goals. 





	KEY RESPONSIBILITIES

	Culture & Leadership
Actively lead the vision, values, principles, and practices of the Club promoting a culture that offers safe, enjoyable, progressive high-quality programs in gymnastics sports
Build a culture of continuous improvement and best practices in sports management

	Governance
Ensure ongoing compliance with Gymnastics Australia’s Affiliation Standards
Inform and guide the Committee of Management /Board to ensure the effective and development of organisational strategies, plans and key initiatives

	Program Management
Build and maintain capacity to enable the Club to offer a range of quality, innovative and progressive gymnastics sports programs to suit all ages and ability levels
Ensure staff are aware of current sporting, gymnastics industry issues and trends
Ensure all staff are aware of, and adhere to current club and industry policies and practices and guidelines when planning, delivering and evaluating programs

	Resource Management
Build a financially secure and sustainable organisation
Ensure the effective and transparent management of Club resources
Secure and extend funding sources to meet organisational strategic objectives
Build an efficient, accountable, and motivated staffing team committed to meeting organisational and stakeholder needs
Ensure organisational buildings, property and assets are well maintained, secure and effective risk management practices are in place

	Staff Management
Build a competent, qualified, and motivated staffing team committed to meeting the needs of the organisation and its members

	Safety
Ensure policies and procedures are in place to promote a strong safety culture ensuring Club staff and members facilitate safe practices at all times




	KEY RESPONSIBILITIES

	Community & Industry Participation 
Ensure that the Club is widely recognised and positively presented to the community and stakeholders, through well planned and implemented strategic communications, including digital and social media, in-person representation and public relations
Ensure the Club is positively represented at external events, competitions, and forums

	Sustainable Organisation
Ensure strategic and business planning processes stretch organisational goals and objective
Develop internal capability and extend external relationships and partnerships to achieve the strategic and business planning goals of the organisation

	Other Duties
Other duties as directed.



	KEY RELATIONSHIPS

	Internal
Committee of Management/Owner
Direct reports
Club staff
Volunteers 
Gymnasts/members
Parents of members
	External
Community bodies i.e. Council, Schools
Contractors
Funding bodies
Industry governing bodies (i.e. Gymnastics Victoria/Australia)



	KEY PERFORMANCE INDICATORS

	Strategic and business planning targets set by Owner/Board/Committee of Management are achieved
GA Affiliation Standards are maintained
Safety systems are implemented effectively, including no serious gymnast injuries and no workers compensation claims
Board/Committee of Management is satisfied with quality of reporting and advice
Club workforce is sufficient, appropriate, and motivated to meet the organisation’s needs
Customer and stakeholder satisfaction targets are achieved
Strategic and business planning targets set by Owner/Board/Committee of Management are achieved
GA Affiliation Standards are maintained
Safety systems are implemented effectively, including no serious gymnast injuries and no workers compensation claims
Board/Committee of Management is satisfied with quality of reporting and advice
Club workforce is sufficient, appropriate and motivated to meet the organisation’s needs
Customer and stakeholder satisfaction targets are achieved



	RECRUITMENT AND SELECTION CRITERIA

	PERSONAL QUALITIES
	Self-motivated
Positive outlook
Self-confident
Strong commitment to the sporting and/or gymnastics industry

	SKILLS, KNOWLEDGE & EXPERIENCE
	These can be divided into mandatory and or desirable as follows:
Demonstrated ability to efficiently and effectively manage a successful organisation that meets strategic, operational and financial targets 
Sound knowledge of sports management practices in Australia
Demonstrated superior oral and written communication skills at all levels including influencing, networking, and negotiation skills
Demonstrates a commitment to best practice sports management practices
Demonstrated ability to effectively lead, manage and motivate a diverse team of staff
Working knowledge of business management legislation and industry regulations 
Proven experience in the effective management of a range of recreational and competitive gymnastics programs 
Proven experience in effective venue management
Working knowledge of the internet and Microsoft based software including Word and Excel 

	QUALIFICATIONS & REQUIREMENTS
	Diploma qualifications in sports or business management or equivalent
Hold and maintain a Working with Children 
Hold right to work in Australia 

	DESIRED QUALIFICATIONS
	Additional Qualifications that are not mandatory for employment but would be ‘nice to have’
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Gymnastics Club Manager
· Once in a lifetime, sea change opportunity
· Flexible hours
· 4-5 days per week

Looking for a sea change and your next career opportunity?  Carney gymnastics club, located on the Gippsland coast, only 3 hours from Melbourne, currently trains over 400 gymnasts in our modern purpose-built facility.
Reporting to the Committee of Management, we are currently seeking a full or part time Club Manager to join our enthusiastic team.  Key responsibilities include:
· Management of all gym sports coaching programs including kindergym, WAG, MAG recreational, inclusion, schools, and competitive programs.
· Overseeing club administrative support functions including customer service, accounts payroll, building & property.
· Representing the club with the regional council, community, and sponsored events
The ideal person for this role will be able to demonstrate:
1. Ability to efficiently and effectively manage a not-for-profit organisation or equivalent to, that meets strategic, operational, and financial targets. 
2. Strong oral and written communication skills.
3. A track record of successfully liaising with a range of stakeholders including a governance committee, parents, gymnasts, local and state government. 
4. Capability to effectively lead, manage and motivate an inclusive team of coaches and administrators.
5. Available to attend occasional evening and after-hours meetings, competitions or promotional events when required.
6. Previous gymnastics coaching experience an advantage.
7. Sports or recreational management background an advantage.
A competitive salary will be negotiated with the successful applicant. Relocation benefits, additional parental leave, flexible working hours and discounts on club training are also offered. 
Applicants must be eligible to work in Australia.
To apply for this position, please email your resume to president@carneygc.org.au.  For further information or a copy of the position description, please feel free to contact Anika Jausel, Club President on 0422 226 226.
[bookmark: _Toc128157479]TEMPLATE 6 - Interview Guide & Planned Questions
	Position Title:
	

	Candidate’s Name: 
	


	Position Applied for:
	


	Interviewed By:
	


	Date of Interview:      
	


	INTERVIEWER’S GUIDELINES

	1. Welcome candidate and explain the interview process.
	“We will review your background information from resume, and then ask you specific questions related to your past employment.  Time has been set aside for your questions about the position at the end.”

	2. Ask the planned questions. 
	Ask questions for competency areas. Note areas for follow up post-int.

	3. Answer the candidate’s questions. 
	Provide consistent information to all candidates. 

	4. Advise next steps in the process. 
	Explain timeframe to finalise position and when to expect further contact.  Thank the candidate.

	5. Complete notes and ratings.
	After the interview, complete notes/ratings for each competency area and complete any follow-up. 

	School/Institution, Year 
	Level, qualification
	Notes

	
	
	

	
	
	

	
	
	

	recent employers, dates
	role 
	Notes

	
	
	

	
	
	  

	
	
	




PLANNED QUESTIONS
Examples of interview questions
	[bookmark: _Toc282947773]Action/Task Focus
What is your preferred work environment? Do you perform best under tight deadlines, or do you prefer to work at a steady pace?
Give me an example of your ideal workday / week? When do you know that things are going well?
Sometimes we may not know the best way to get things done. Describe a situation where the stakes were high, and you were not sure how to get something done.  How did you manage this? What was the outcome?
What types of deadlines do you have to meet in your current role? How do you set priorities to ensure you met those deadlines? Could you provide a recent specific example for me?
What goals have you set for yourself recently? What level did you achieve?  Which goals were not achieved and why? Which goals were achieved and why?
Tell me about a recent situation where you did not have the confidence to complete a task? What was stopping you? What did you do to resolve this situation? What was the outcome?
When were you last frustrated due to others creating barriers to you finishing a task/project?  How did you feel about this? What did you do? Outcome?
Tell me about a recent success where you took action on a difficult issue? What did you do?  Most difficult part of action? Outcome?
We all procrastinate at different times. When was the last time you procrastinated at work and what was the situation? How long did you procrastinate?  What was the result?

	Attention to Detail
How do you keep track of important tasks that need attention? Please provide a specific example of your methods.
Sometimes we make errors in our work. When has this happened to you recently? What was the impact of this? Did you rectify this issue? Why/why not? What was the outcome?
How do you ensure that your tasks are completed accurately and without error at month end? Please provide an example of how you employed these methods. What was the result? 
Tell me about a recent task/situation requiring a high level of accuracy?  How did you ensure you covered all of the bases required? What was the result?
Please provide an example of where you picked up someone else’s error. How were you able to pick this up? What impact would this have had if you had not found this? What did you do about it? What was the result and the feedback?

	Building Trust
How do you build relationships with colleagues or gymnasts?  Could you give me an example of when you had to do this recently?  What steps did you take? What was the outcome? 
Tell me about a situation where your actions impacted a work colleague unfavourably?  How was it unfavourable? What did you do to rectify or resolve the situation?  How did that work out?

	Career Ambition
What are your career goals?
What have you done to reach your goals recently? Please provide an example. How far along the track are you?
What does your business card say in one /three / five years’ time? What are you doing to achieve this goal?
What do you consider to be most important in meeting your career goals? Please tell me how you are doing that? What outcomes have you achieved? Not achieved?
Give me an example of where and how your career stalled? What did you do about this? What was the result of that action? 
What has been the most difficult part of achieving success in your career so far? How have you managed this? Where are you now with this?
What is your passion? Where and how have you pursued this in your career? 
What do you believe it takes to get to the top in your field? (Explore levels of aspiration) What are you plans in this regard?
Who is your role model in a career sense? What appeals to you about this role model?
What were the improvement areas of your last performance review? What have you done to improve in this area? Results of this action?

	Conflict Resolution
· Describe a situation where you had to develop a co-operative relationship with an individual or group? What actions or behaviours did you employ? What was the outcome?
Tell me about a conflict you had to manage in the workplace but remain unresolved?  What was the cause of the conflict? How did you manage it?  What was impact of the unresolved conflict?
Describe a situation where trust had broken down and caused disharmony? How were you and others affected?  What did you do to improve the situation? What happened as a result?
Sometimes people use unacceptable behaviours or tactics to get what they want at others expense.  Please give an example of when this happened to you. The impact on you? How did you deal with this? Outcome? 
What methods or principles do you use to resolve conflict with gymnasts? Please give an example of a recent situation. What is the current relationship?

	Improving Performance
Describe a situation where a direct report performed poorly and it was impacting your team?  How did you manage this situation? What was the outcome?
What was the most difficult situation you had to manage with a direct report who behaved poorly? What action did you take? What was the outcome?
How do you confront continued poor performance or behaviour? Please provide a specific example and your handling of this matter.
How do you communicate standards to your team members? Describe a situation where these standards were continually ignored / not adhered to? How did you manage this? Level of compliance now?

	Written Communication
What type of written communication is required in your current job?
What are your areas of strength - written communication?  Less skilled?
Describe the best proposal / report / presentation you have put together recently? How did you go about it? What was the impact/ feedback? 
Describe a complex written communication you have prepared recently (for example, a report, proposal or procedure)? Why was it complex?  Who was the audience? How did you approach the task? What feedback did you receive?
Describe your strengths in written communication? How are these utilised in your current role? 
Describe any limitations you have in preparing written communications? How do you ensure that standards are achieved when you are submitting work if it’s not your strong suit? Please give me a recent example and the outcome?

	Customer Focus
How do you meet the expectations of your external gymnasts? Please provide a recent example of this.
 Describe a recent example where gymnast expectations were not met?  What action did you take? Was it rectified and what was the result of this action?
Please provide a specific example of how you improved a service or product offering to a client? What was the improved offering? How did you know it was successful?
How do you maintain effective relationships with internal/external gymnasts? Please provide a recent example. How would you rate that relationship?
 Describe a recent difficult situation that required you to take action to improve an ailing gymnast relationship? What steps did you take? How successful were your actions?
Describe your most successful gymnast relationship?  How did you achieve this success?
What steps do you employ with ‘difficult’ gymnasts? Give me a recent example of how you managed the relationship and the result of your actions?
How do you find out what your gymnasts need? Please provide a specific example of this?
How do you build rapport with new gymnasts?  Describe a recent situation and what you did?  How would you describe the relationship with this gymnast?  Do you use this method or behaviour with all gymnasts?  (Explore)
Describe a situation where you were in damage control with a major gymnast that was not your fault? What caused this situation? What did you do or say? What was the end result? 
Describe a situation where you changed an existing procedure to keep a gymnast happy? What was the impact? Where there any consequences and if so, what were they? 

	Decision Making
What types of decisions do you have to make in your current job?
Tell me about a difficult decision you had to make recently?  What made it difficult? How did you go about making this and what was the outcome?
How do you ensure that you have complete information before making important decisions in your job? Give me an example of this?
What biases or strong beliefs do you have that you need to be mindful of when making decisions at work? How do you manage these? What are some recent examples and outcomes?
Sometimes we need to enlist the expertise of other people to ensure we make good decisions. When did you do this recently? Please provide a specific example.  How did you feel about this and what was the outcome?
Tell me about a recent decision that in hindsight was not the best one? What was the impact of the decision?  What did you learn from this situation?
Please provide an example of a decision that you had to make which impacted some people in a negative way. What process did you use and the result?  




	Team Leadership
What are your key principles when leading teams? Describe a situation where you employed these principles to improve performance or relationships?  What was the reaction of team members and the outcome?
Describe the most difficult team you have led? Why was it a difficult team? What did you do to manage this?  What outcomes did you achieve? What outcomes were not achieved?
In your view, what is the measure of a successful team? How or when have you achieved this? Please provide a specific example.
Sometimes it is difficult to lead a team that is unhappy or de-motivated. Describe a time when this happened.  What action did you take and what level of success did you achieve? In hindsight, what would you do differently? 

	Negotiation Skills
What types of negotiations do you perform as part of your job? Are these routine or infrequent? Straightforward or complex?  (Explore types)
Tell me about your most successful negotiation?  What was the most difficult part of the negotiation and describe how did you manage this?  
Tell me about the most disappointing negotiation you were a part of? Why were you disappointed? What could you have done differently to achieve a better outcome? What impact did it have on your unit or the organisation?
What methods or tactics to you employ when negotiating? Give me an example of how you employed these in a recent negotiation? How did you rate the success of the negotiation? Do you always employ these methods?  (Explore)
Have you changed your negotiation style over time?  If so, why and how has it changed? Please provide some examples of using two different styles and the situations you were in. (explore styles used?
How do you ensure your negotiations will run successfully? Describe a recent negotiation and how you prepared for it?  How do you rate its success?

	Team Relationships
Tell me about a situation where you had to develop relationships quickly to perform your job? How did you go about this and what resulted?
 How would you rate the quality of your relationships with others in your team? What do you put this down to?   (Explore)
Tell me about a difficult peer relationship at work? What goals did you have for changing the relationship? How did you go about this and what was the result?
What types of people are the most difficult to get along with at work? Why difficult?
When was the last time you supported one of your work colleagues? What was the situation? What did you do and what was the outcome?
Describe the most enjoyable team you have worked in?  What made it enjoyable?   Describe the most dissatisfying team you have worked in.  Why did you find it dissatisfying?  (Explore) 

	Planning & Prioritising
What type of planning are you required to do in your job?  (Explore)
Sometimes the best laid plans are not implemented. When has this happened to you recently and what was the impact? How did you manage this? 
Tell me about a difficult task you had to complete recently where there were other competing priorities.   What action did you take to manage the situation? What was the outcome?
What were you goals last week? What specific tools or methods did you employ? In hindsight could you have done anything differently to improve the outcome?
Tell me about a recent task that required you to juggle a number of work demands? How did you manage this and what was the result?

	Presentation Skills
What presentations do you make as part of your role? How often do you make these?
Could you tell me about the most recent presentation you have made? Who was the audience and how did you prepare? How would you rate its success?
Tell me about your best presentation? Who was the audience and how did you prepare? What made the presentation successful? What feedback did you receive?
Tell me about your most ineffective presentation? Who was the audience? Why was it difficult? What feedback did you receive? What did you learn from this?
What style of presentation do you prefer?  Could you take me through a recent presentation and how you approached it? What was the result?
Do you enjoy making presentations? (Explore) What was the most satisfying presentation you have made in your career?  How did you measure success?

	Problem Solving
What types of problems do you have to solve in your job? Could you provide an example of a complex problem you had to solve and the outcome?
What methods do you use for solving problems in your job? Give me an example of a recent, difficult problem you solved successfully? Why was it difficult? How did you go about solving it and what was the result?  
Often people don’t ask for assistance when solving problems. Have you been in a situation where you didn’t ask for help? What was the result? What did you learn from this situation?
How do you define what the real problem is? Give me an example of where the real problem was disguised and it was difficult for you to find the right solution.  What did you do? What was the outcome?
Tell me about a recent problem you solved successfully. What methods did you employ? 
Tell me about a recent problem you could not solve. Why was it difficult to solve? What were the consequences? What would you have done in hindsight?


[bookmark: _Toc128157480]TEMPLATE 7 - Reference Check
Applicant Name:
Position Applied for:
Reference Checked by:
Date:
 
Referee Name:
Relationship to Applicant:
Company:
Contact details (Phone):			(Email):
Confirm Employment
For example….
Did the applicant work for your company?
Over what period (dates) was the applicant employed?
How long did you supervise the applicant?
What was the applicants job title?
Was the applicant promoted while with your company?
Did the applicant have any direct reports?
Do you recall the applicant’s base or packaged salary while employed with your organisation?
What was the applicants main job responsibilities?
Confirm position specific questions relevant to the selection criteria for the current role. 
For example
(Teamwork) – “Did you feel the applicant worked well and effectively with their team?”
(Attention to detail) – “Did you feel the applicant’s attention to detail was good in their, therefore making few mistakes?”
(People management) – “Was the applicant a strong people manager” or “How effective was the applicant in managing interpersonal conflict in their team?” or “Was the applicant well regarded by reporting staff?”
(Time management) – “Was the applicant able to prioritise tasks well?” or “Was the applicant able to meet critical work deadlines?”
(Customer service) – “How strong was the applicant’s customer service skills?” or “How well did the applicant handle customer complaints.  Was this required in their role?”
(Financial skills) – “Did the applicant demonstrate a good grasp of financial management skills required in their role? What level of knowledge did their role require?”
(Safety) – “Did the applicant demonstrate a strong personal commitment to safety?” or “Did the applicant actively take steps to ensure the safety of customers”.
(Overall job performance) – “What do you feel were the applicant's strengths when they worked in this role? …. weaknesses?” or “How would you rate the applicant's performance in their role compared to others?” or “Was the applicant under a performance improvement plan?” or “Were any complaints lodged against the applicant during their employment?”
(Punctuality) – “Did the applicant have any punctuality or attendance issues?”
Close Interview
For example
Would you rehire the applicant if the same role became available again in your organisation?
If I describe the position we are hiring for to you, could you describe how good a fit you think the applicant would be for this position? Is there anything that would concern you?
Is there anything I haven't asked that you would like to share with me?
We appreciate your frankness in assisting with this reference check.  Thank you for your time.

[bookmark: _Toc128157481]
TEMPLATE 8 – Candidate Summary Against Assessment Criteria

	CANDIDATE – CHAVVI BAGRI
	

	Position Requirements – Senior CoacH
	 comments

	Advanced coach qual
	Yes, stated in CV, checked

	Years’ experience 
	5+ years FT coaching experience stated in CV. Referees confirm.

	Judge qual
	Yes, verbally confirmed, checked

	Technical membership
	Yes, stated in CV, checked

	Work with children
	Yes, stated in CV, checked. 12 months remaining

	Other quals
	First aid, child safety, supervisor stated in CV, checked

	Written communication
	CV reads well.  Email contact shows basic written communication skills.  Meets position requirements.

	Verbal communication
	Spoke well on phone and during interview. Has an accent but meets position requirements.

	Computing skills - email
	Prompt email response. Suitable for position.

	Salary expectations in range
	$60,000 pa – in range.  Looking for an increase from current role which pays $58,000

	Hours available
	Flexible – Monday to Saturday.  Meets requirements. 

	Work permit
	Has a current visa with 18 months left, not bridging.  Checked.

	Lesson plans
	2 years’ experience, referee confirmed good standard.

	Competitions - availability
	Yes, available.  Referee confirmed willingness to attend comps, good with squads.

	Own vehicle
	Yes, has own vehicle and current license. Drove to interview, confirmed by referee.

	Coaching quality/excellence
	Sound skills demonstrated in interview and confirmed by referee in WG and Recreational programs.  Limited MG skills.

	Team player
	Demonstrated team support examples in interview.  Referee confirmed works well with team.

	Flexibility
	Cannot work on Saturdays and has commitments on Tuesday and Thursday evening.  Referee confirmed not always available to do cover shifts.

	Punctuality/reliability
	


[bookmark: _Toc128157482]TEMPLATE 9 – Final Candidate Ranking
	
SENIOR COACH


	Essential Requirements Assessment 
	John D
	Chavvhi B
	Natasha R
	Chong P
	Comments

	Advanced qual
	1
	1
	1
	1
	

	Work permit
	1
	1
	2
	1
	Natasha - bridging visa exp. end Oct

	Driver’s license
	1
	1
	1
	2
	Chong - going for licence on 30 July

	Judge
	3
	1
	1
	1
	John – no judging qual

	Key Skill Areas 

	Coaching
	1
	1
	1
	1
	

	Verbal comm
	1
	1
	2
	1
	Natasha - Sometimes hard to understand

	Written comm
	1
	1
	2
	2
	ESL - Natasha & Chong 

	Team player
	2
	1
	2
	1
	John, Natasha – referees say both are less social, don’t engage socially with others and prefer coaching alone

	Lesson planning
	1
	1
	1
	3
	Chong – no experience

	Competitions
	2
	1
	1
	1
	

	Flexibility
	1
	2
	2
	1
	Chavvhi & Natasha have less rostering flexibility, including shifts to cover absence

	Punctuality/reliability
	1
	2
	1
	2
	Chavvhi & Chong had been late sometimes – referee report

	Testing and Checks
	Score
	Score
	Score
	Score
	

	Technical membership
	1
	1
	3
	1
	Natasha has not yet applied 

	Work with children
	1
	1
	2
	1
	Natasha - Application submitted last week

	Police check
	N/A
	N/A
	N/A
	N/A
	

	
TOTAL SCORE

	18
	16
	22
	18
	

	
Preferred Candidate
	
Chavvhi B

	Comments
	Chavvi B has lowest score of all shortlisted candidates.  John and Chong could also be considered as their scores are close.  Natasha is the least suitable candidate and if selected, would require closer monitoring and perhaps a development plan.



Rating Scale
1 – Meets or exceeds job requirements
2 - Meets some job requirements
3 - Does not meet criteria/unsuitable
N/A - Need more information, or, unable to be assessed
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