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Recruitment & Selection – Interview Consensus

	POSITION:
	

	SECTION:
	

	VAC REF NO:
	
	DATE:  
	

	PANEL MEMBERS:
	

	

	

	


	INSTRUCTIONS:

	SECTION 1 & 2 - MUST BE COMPLETED ON ALL APPLICANTS INTERVIEWED

(Completion of Section 1 by providing a consensus rating of each applicant against the selection criteria may assist panels in formulating comments on each applicant required for Section 2)


	SECTION 1 - INTERVIEW CONSENSUS RATINGS

	All panel members to contribute to the justification of the rating between 1 - 5 based on thorough discussion of the merit of each applicant against the selection criteria.  A minority report may be lodged if consensus cannot be reached.  May be used to assist in consolidating panels' comments for Section 2.

*Please use WHOLE NUMBERS only in your final consensus ratings (ie. the use of + or –, or fractions [eg. 0.5] is not permitted)

	ESSENTIAL SELECTION CRITERIA

Skills, abilities, knowledge, experience, qualifications which are minimum requirements for effective job performance.
	INTERVIEWED APPLICANT RATINGS (by consensus)
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	DESIRABLE SELECTION CRITERIA

Skills etc which would improve job performance but are not essential for appointment
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	RANK ORDER OF APPLICANTS*
	
	
	
	
	
	
	


	SECTION 2 - CONSENSUS SUMMARY REPORT

	This section seeks a summary report on each applicant against the selection criteria.  Focus on each applicant's demonstrated capacity to meet the essential selection criteria for this position.  In some instances it may be appropriate to address desirable criteria also (where there is a close field).  Such comments will be used as part justification for a recommendation (together with information obtained in the application and referee reports), for feedback to unsuccessful applicants, immigration and other matters as required.

	APPLICANT NO 1
	Appointable
Yes / No
	Rank Position*  
	

	

	

	

	APPLICANT NO 2
	Appointable
Yes / No
	Rank Position*  
	

	

	

	

	APPLICANT NO 3
	Appointable
Yes / No
	Rank Position*  
	

	

	

	

	APPLICANT NO 4
	Appointable
Yes / No
	Rank Position*  
	

	

	

	

	APPLICANT NO 5
	Appointable
Yes / No
	Rank Position*  
	

	

	

	

	APPLICANT NO 6
	Appointable
Yes / No
	Rank Position*  
	

	

	

	

	APPLICANT NO 7
	Appointable
Yes / No
	Rank Position*  
	

	

	

	


* In determining rank order applicants who meet all (or a high proportion) of the essential criteria should be ranked higher than those who meet a proportionately higher number of 'desirable' criteria.

Comments:

	

	

	


	SECTION 1 and SECTION 2 VERIFICATION

PANEL MEMBERS' SIGNATURES:

______________________________________________________________________________________________________________________________________________________________________

DATE:  _____/_____/_____




Attach this report to Recommendation to Appoint and other documentation.

APPLICANT DETAILS:  (name)�
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