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Overview
The Senior Executive Service provides APS-wide strategic leadership of the highest quality that contributes to an effective and cohesive APS. An ethical and high performing public service requires that the best and brightest individuals from diverse backgrounds are recruited, including those who may bring with them valuable private sector experience. The APS needs a strong talent pool of employees who exemplify leadership behaviours as set out in the APS Values and the Secretaries Charter of Leadership Behaviours and with broad and readily transferable skills in the leadership group in order to deploy staff flexibly in response to government priorities. The Senior Executive Services recruitment﷟ webpage sets out requirements relating to SES staffing including recruitment.
Commissioner’s role
The Commissioner’s role in SES recruitment is to ensure that the process:
· is consistent with the requirements of the Public Service Act 1999 and the Australian Public Service Commissioner’s Directions 2022, ensuring employment decisions are consistent with merit
· takes into account the wider skills and capabilities expected of SES employees across the whole of the APS including those that will be needed by the APS in the future
· are aligned to the SES Performance Leadership Framework that requires behaviours to be considered equally with outcomes, and
· genuinely considers diverse candidates.
Where the Commissioner is unavailable, they will be represented by a Commissioner’s Representative. The Commissioner’s Representative undertakes these duties on behalf of the Commissioner.
What is merit?
Merit is a fundamental principle of APS employment. The PS Act sets out the APS Employment Principles that establish that the APS is a career-based public service which makes decisions relating to engagements or promotions based on merit. Section 10A of the PS Act provides that an employment decision relating to an engagement or promotion is based on merit if:
· all eligible members of the community are given a reasonable opportunity to apply to perform the relevant duties
· an assessment is made of the relative suitability of the candidates to perform the relevant duties, using a competitive selection process
· the assessment is based on the relationship between the candidates’ work-related qualities and the work-related qualities genuinely required to perform the relevant duties 
· the assessment focuses on the relative capacity of the candidates to achieve outcomes related to the relevant duties, and
· the assessment is the primary consideration in making the employment decision.
Section 24 of the Directions provides that a selection process is merit-based if all of the following apply:
· the aim and purpose of the selection process is determined in advance
· information about the selection process is readily available to candidates
· the selection process is applied fairly in relation to each eligible candidate, and
· the selection process is appropriately documented.
SES Performance Leadership Framework
The SES Performance Leadership Framework is an overarching Framework that all APS agencies must adopt. A key principle of the Framework is that behaviours are equally as important as outcomes and both must be assessed as part of an SES leader’s performance.
The role of the Commissioner’s Representative is to ensure that behaviours are considered as a part of the recruitment process. The Framework requires that referee checks must include consideration of how candidates demonstrate the behaviours of the Secretaries Charter of Leadership behaviour and APS values in addition to achieving outcomes.
Further information on the SES Performance Leadership Framework is available on the Commission’s SES Performance webpage.
Shortlisting
As the Commissioner's Representative, you must participate in the shortlisting and selection of candidates. Section 26 of the Directions requires that the Commissioner is a full participant in the selection process which includes shortlisting and selection of candidates. 
Executive search firms
Where an executive search firm is used to assist with shortlisting, the selection committee, including the Commissioner’s Representative, must consciously and carefully endorse the shortlisting. The reasons why candidates were not part of the shortlist must be recorded in the selection report.
Assessments
In determining the assessment method, the selection committee should consider how they can best assess the candidates’ skills and experience based on the requirements of the role.  Assessments (including referee checks) must consider not only the candidates' qualifications, skills and experience, but also their demonstrated ability to create safe, high performing teams where performance and/or behavioural issues are effectively addressed. It is customary, but not compulsory, to hold interviews as part of the assessment process. Prior to assessing applications, the selection committee, including the Commissioner’s Representative, may decide that interviews are not required. Where interviews are held, only the shortlisted candidates need to be assessed. Interview questions should be framed around the requirements of the role and candidates given a fair opportunity to state their claims.
Conflict of interest 
Prior to commencing the recruitment process, the Commissioner’s Representative must complete a Conflict of Interest declaration to ensure that any potential, perceived or real conflict of interest are identified and where possible mitigated. If the conflict of interest can’t be appropriately mitigated, an alternative Commissioner’s Representative should be found. Additionally, the Commissioner’s Representative must confirm that all members of the committee have completed a conflict of interest declaration and where a conflict is identified, ensure it is brought to the attention of the Chair and other committee members. The recruitment delegate is responsible for determining how to mitigate or eliminate the conflict, which may include deciding whether the selection committee member should be excluded from the process. 
Referee checks 
Referee checks enable the selection committee to validate claims put forward by the candidate. Referee checks can also allow the selection committee to verify or gather insights about a candidate from their application, interview and other assessments that have been conducted. This information can be used to inform the final decision on a candidate’s suitability for the vacancy by all assessors. 
Referee check should focus whether the candidate possesses the work-related qualities needed to perform the duties of the job, including questions which focus on the candidate’s people leadership attributes and qualities. The SES Performance Leadership Framework sets out that behaviours are as important as outcomes and therefore both must be considered as a part of referee reports. Excellence in delivering outcomes cannot be used to offset or minimise behavioural concerns. 
The selection committee should also familiarise themselves with the Secretaries Charter of Leadership Behaviours, which sets out the behaviours Secretaries expect of themselves and SES, and want to see in leaders at all levels of the APS. The Charter focuses on behaviours that support modern systems of leadership within the construct of the APS Values and Code of Conduct. These behaviours build on the Integrated Leadership System and APS Leadership Capability Framework.
Referee reports do not need to be standardised. They can be tailored for each candidate, and can explore areas specific to the candidate which may have been identified through the assessment process. This should include verifying the accuracy of information presented by the candidate in their application and/or at interview. Referee reports should be obtained for all potentially suitable candidates.
The selection committee should undertake at least two referee checks including from a candidate’s current supervisor (or most recent if the candidate is not currently employed). Supervisors, key stakeholders or other people who have observed the candidate’s recent work performance in a relevant context can be suitable referees.


Merit lists or pools
Prior to advertising, the selection committee should decide whether they intend to create a merit list or pool and the rating system they intend on using for the recruitment process:
· a merit list is a list of candidates who have been assessed and ranked by relative suitability to fill the vacancy or a similar vacancy. Candidates can only be selected to fill a vacancy in the order they are ranked on the merit list or
· a merit pool is a group of candidates for a vacancy who have been assessed as being equally suitable. As these candidates are not ranked, any candidate can be selected to fill the vacancy or a similar vacancy.
· a ranked merit pool is used to differentiate groups of candidates from other groups of candidates, for example, highly suitable and suitable. Candidates must be drawn from the highest ranked group first prior to lower groups.
Agreeing and signing the selection report
The selection report should be kept concise while substantiating the selection committee's recommendations. It should include:
· outcomes of the shortlisting processes
· individual assessments of all candidates shortlisted and assessed—these need not be lengthy
· a comparative assessment of suitable candidates and
· if relevant, the establishment of a merit pool or list that clearly defines the relative suitability of candidates.
Timing
It is also important for the Commissioner’s Representative to help the selection committee to make decisions in a timely manner. Talented individuals can be lost to other job offers if the selection process is unnecessarily delayed.
Concluding the selection process
At the conclusion of the selection process, the Commissioner’s Representative must certify that the process complied with the requirements of the PS Act and the Directions before the delegate can approve the selection report. The Commissioner’s Representative certificate is available for download from the Commission’s website. A copy of your completed and signed certificate and the Notification of Outcome Form should be included with the full selection report provided to the delegate.
If you have any concerns about the conduct of the selection process you should discuss these first with the selection committee and/or the delegate. You can also discuss any concerns with the Australian Public Service Commission at employmentpolicy@apsc.gov.au or on (02) 6202 3857.
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