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1. WHAT DO I DO IF I HAVE A VACANCY? 

a. HOW DO I CREATE A NEW POSITION? 

If you do not have any existing suitable vacancies on your establishment you will need to create a 
new position.  
 
To create a new position you will neeŘ ǘƻ ŎƻƳǇƭŜǘŜ ŀ άRequest to Create a Position Formέ form.  This 
form has been designed with drop down menus and links to all the information you may need.  
 
For all general staff positions you will need to complete a duty statement for the position. Refer 
to1.d. below. 

b. WHERE DO I FIND THE DETAILS RELATING TO A POSITION? 

Existing positions each have a unique position (establishment) number which you will need before 
undertaking any recruitment action. These position numbers and details relating to the position (eg 
level of position, full or part time, length of contract etc) can be found by accessing web kiosk via the 
Team Management folder selecting Team List. This list will provide you with the current incumbents 
name and position number. 
 
To find out further information relating to one of your positions please contact the HR Service Centre 
email: hr@csu.edu.au  or x84884.   

c. HOW DO I CHANGE DETAILS OF AN EXISTING POSITION? 

To change any details relating to a position including changes to the duty statement (for general 
positions) ȅƻǳ ǿƛƭƭ ƴŜŜŘ ǘƻ ŎƻƳǇƭŜǘŜ ŀ άwŜǉǳŜǎǘ ǘƻ ŎƘŀƴƎŜ ŀ Ǉƻǎƛǘƛƻƴέ form.  This form has drop 
down menus and links to all the information you may need. It is available electronically and located 
at Request to Change a Position Form  

d. HOW DO I CHANGE DETAILS ON A DUTY STATEMENT? 

To change any details relating to a position including the duty statement you will need to complete a 
άwŜǉǳŜǎǘ ǘƻ ŎƘŀƴƎŜ ŀ Ǉƻǎƛǘƛƻƴέ form.  This form has drop down menus and links to all the information 
you may need.  It is available electronically and located at Request to Change a Position Form  
 
When making changes to a duty statement please ensure that any changes are consistent with the 
relevant position level descriptor. Remember to consider the following when drafting a duty 
statement: 

 Criteria 

 Pre employment screening 

 Desirable vs. Essential 

 Hours etc all need to be considered when completing a duty statement 
 

The descriptors and the duty statement template are available at the following links:  
Duty Statement Template 
Position Descriptors  
 
 
 

http://www.csu.edu.au/division/hr/hr-forms/docs/request-to-create.pdf
http://www.csu.edu.au/division/hr/hr-forms/docs/request-to-change.pdf
http://www.csu.edu.au/division/hr/hr-forms/docs/request-to-change.pdf
http://www.csu.edu.au/division/hr/bringing-staff-onboard/recruitment/docs/template-duty-statement-template.doc
http://www.csu.edu.au/division/hr/working-life/employment-conditions/position-descriptors.html
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The Division of Human Resources have resources to assist line managers with job analysis and design. 
Please visit the following link to find out more information: 
Job Analysis and Design  

2. HOW DO I FILL VACANCY? 

You can fill a vacancy in a number of different ways as appropriate and relevant; either by: 

 !ŘǾŜǊǘƛǎƛƴƎ ȅƻǳǊ ǾŀŎŀƴŎȅ ōȅ ŎƻƳǇƭŜǘƛƴƎ ŀ άwŜǉǳŜǎǘ ǘƻ wŜŎǊǳƛǘέ; or 

 Directly !ǇǇƻƛƴǘƛƴƎ ŀ ǇŜǊǎƻƴ ōȅ ŎƻƳǇƭŜǘƛƴƎ ŀ άwŜǉǳŜǎǘ ǘƻ 5ƛǊŜŎǘƭȅ !ǇǇƻƛƴǘέ; or 

 Appointing a casual; or  

 Paying a Higher duties allowance 
 
Please note that if your vacant position is for less than one session (for academic staff) or less than 6 
months (for general staff) you will need to fill the position either by paying a Higher Duties Allowance 
or by employing a casual (see below). 

a. CAN I FILL THIS VACANCY WITH A CASUAL? 

You can fill a position with a casual if you have a temporary vacancy that is for no longer than six (6) 
months.  For any forms relating to the appointment of a casual please visit the following link:  Casuals  
 
Casual positions can also be advertised on the CSU website.  If you wish to advertise a casual position 
on the Jobs@CSU webpage please contact the HR Service Centre on hr@csu.edu.au or x 84884 . 
 
Human Resources advertise on the jobs@CSU website for expressions of interest for casual clerical 
and administrative positions. These applications are retained for a period of 6 months. If you wish to 
view any applications for these positions please contact the HR Service Centre who will help you with 
this process.  

b. CAN I FILL THIS VACANCY BY PAYING A HIGHER DUTIES ALLOWANCE TO AN EXISTING STAFF 
MEMBER? 

It is appropriate to pay a higher duties allowance when a staff member is: 
 

 undertaking a project with responsibilities at a more senior level but not related to a particular     
position;   

 working in a more senior position for a short period of time (up to 12 months);  

 performing part but not all of the duties of a more senior position.  In these circumstances, a 
staff member may be paid a % of the relevant salary or be paid at a level above their substantive 
position. They may not be paid the full salary for the position they're replacing because they're 
not undertaking all of the duties.  

 
A Higher Duties Allowance is payable for a minimum of 5 consecutive working days and a maximum 
of 12 months.  For more information relating to Higher Duties Allowances please visit the following 
link: Higher Duties Allowance  

c. CAN I FILL THIS VACANCY USING THE UNIVERSITYS ELIGIBILITY LIST? 

A vacant position need not be advertised where it is intended to fill the vacancy from an eligibility list. 
Such a list may be used to fill a vacant position at the same level of appointment and with similar 
duties. Please note that an eligibility list is only valid for a period of twelve (12) months from the date 

http://www.csu.edu.au/division/hr/bringing-staff-onboard/recruitment/docs/workdesign-jobanalysis-managers.ppt
http://www.csu.edu.au/division/hr/bringing-staff-onboard/casual_staff/employing-casuals.htm
http://www.csu.edu.au/division/hr/working-life/employment-conditions/acting-appointments-hda.htm
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ƻŦ ǘƘŜ ǎŜƭŜŎǘƛƻƴ ŎƻƳƳƛǘǘŜŜΩǎ ǊŜŎƻƳƳŜƴŘŀǘƛƻƴΦ  Eligibility lists are available from the HR Service 
Centre , if you wish to view particular resumes from these lists that relate to a specific position you 
are trying to fill, please contact the HR Service Centre  who will help you with this process. 
Please refer to the Recruitment and Selection Procedure at: Recruitment and Selection Procedure  

d. CAN I DIRECTLY APPOINT TO THIS POSITION? 

A vacant position need not be advertised and subsequently a direct fixed term appointment can be 
made where it is intended to employ a person; 

 to a research funded position for a period not greater that two (2) years; or 

 where the person is named directly in the research grant; or 

 where a replacement employee is needed to cover a period of approved leave of absence up to a 
maximum of two (2) years, provided that the Executive Director, Human Resources is satisfied 
that it is reasonable under the circumstances not to advertise; or 

 On a continuing basis who, immediately prior to appointment has held the same or similar 
position on a fixed term basis for at least three (3) years, provided that the original appointment 
was made through a competitive selection process; or 

 For a period of less than 12 months (for Academic appointments) and for a period of no more 
than 6 months (for General staff appointments). 

 
If your appointment meets the above criteria and you wish to directly appoint a person into a 
Ǉƻǎƛǘƛƻƴ ȅƻǳ ŀǊŜ ǊŜǉǳƛǊŜŘ ǘƻ ŎƻƳǇƭŜǘŜ ŀ άRequest to Directly Appointέ form.  Accompanying this form 
should be ǘƘŜ ŀǇǇƭƛŎŀƴǘΩǎ resume, completed referee checks and if a general position, the relevant 
duty statement. The referee check form can be obtained from the HR Service Centre and a Duty 
Statement template can be located Duty Statement Template . 

e. CAN THIS VACANCY BE CONSIDERED AS A SECONDMENT? 

Please refer to the Internal and Project Services Centre Secondment Policy at the following link: 
Secondment Policy  
 
Internal secondments are only for fixed term appointments to fill temporary vacancies for more than 
six (6) months and not greater than two (2) years. 
 
There are eligibility criteria for applicants wishing to apply for an internal secondment. Please refer to 
clause 3 in the Secondment Policy. 
 
There are a number of benefits in choosing to advertise a position as an internal secondment; 

 improvement of employee skills, knowledge and abilities for career development purposes and 
the benefit of CSU; 

 the gaining of valuable experience in another Section or School of CSU, and enhancement of 
ƛƴŘƛǾƛŘǳŀƭ Ƨƻō ǇŜǊŦƻǊƳŀƴŎŜ ǳǇƻƴ ǊŜǘǳǊƴ ǘƻ ǘƘŜ ŜƳǇƭƻȅŜŜΩǎ ǎǳōǎǘŀƴǘƛǾŜ ǇƻǎƛǘƛƻƴΤ 

 the opportunity to contribute to projects of University-wide significance being undertaken by the 
Project Service Centre; 

 the development of effective networks and promotion of effective communication between 
Sections or Schools of CSU; 

 an alternate employment strategy for Managers/Heads of School to fill positions for six (6) months 
to two (2) years; 

 attainment of cost and efficiency benefits for CSU through maximum use of internal staff expertise 
rather than the contracting of external consultants; and 

http://www.csu.edu.au/adminman/hum/RecruitProc.doc
http://www.csu.edu.au/division/hr/hr-forms/docs/request-directly-appoint.pdf
http://www.csu.edu.au/division/hr/bringing-staff-onboard/recruitment/docs/template-duty-statement-template.doc
http://www.csu.edu.au/adminman/hum/SecondmentPolicy.doc
http://www.csu.edu.au/adminman/hum/SecondmentPolicy.doc
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 ŜƴƘŀƴŎŜƳŜƴǘ ƻŦ /{¦Ωǎ ŎŀǇŀŎƛǘȅ ǘƻ ǊŜǎƻǳǊŎŜ ǳǊƎŜƴǘ ŀƴŘκƻǊ ǎǇŜŎƛŀƭ ƴŜŜŘǎ ŀƴŘ ǘƻ ŜȄŜŎǳǘŜ ǇǊƻƧŜŎǘǎΦ 

f. CAN THIS VACANCY BE ADVERTISED EXTERNALLY? 

Except for those vacant positions that are exempt in clause five (5) of the Recruitment and Selection 
Procedure and those situations already mentioned, all vacant positions should be advertised 
externally to enable CSU to attract a wide applicant pool and to select the most suitable applicant for 
the position. For further information please refer to the advertising strategy - Advertising Strategy .  

3. WHAT DO I DO TO EXTEND A FIXED TERM CONTRACT? 

¢ƻ ŜȄǘŜƴŘ ŀ ŦƛȄŜŘ ǘŜǊƳ ŎƻƴǘǊŀŎǘ ȅƻǳ ƴŜŜŘ ǘƻ ŎƻƳǇƭŜǘŜ ŀ άwŜǉǳŜǎǘ ŦƻǊ ǊŜƴŜǿŀƭ ƻŦ ŀ ŦƛȄŜŘ term 
ŀǇǇƻƛƴǘƳŜƴǘέ form which is located at the following link: Request for Renewal of Fixed Term 
Appointment  
 
Please note that where an employee has been directly appointed into a position (see 2d above) and 
the maximum term allowable for the direct appointment has expired, if the position is to be 
extended it will need to be advertised to allow for a competitive selection process. 

4. BULK RECRUITMENT EXERCISE OR RESTRUCTURE. 

If you have a bulk recruitment exercise / campaign or are wishing to discuss a restructure please 
contact  your Liaison Team whom will assist you with the best course of action.

5. WHAT HAPPENS AFTER ADVERTISING? 

Once advertisements are placed, there is usually a minimum application period of two weeks for 
general staff appointments and four weeks for academic positions before the closing date.   

a. COMMITTEE CONSITUTION 

The selection committee nominated on the Request to Recruit form is reviewed by HR for 
constitution and approved. If it cannot be constituted as per the guidelines Formation of Selection 

Committees the relevant Liaison Officer will liaise with the contact person who will then need to 
coordinate the selection committee so it can be constituted.  
 
It is preferable that no more than three people (including the HR Representative) make up the 
selection committee for general positions up to level 10. 

b. SETTING INTERVIEW VENUES, DATES & TIMES 

The HR Service Centre will send an email to the constituted selection committee requesting their 
availability for interview. The suggested interview dates will allow sufficient time for the committee 
to shortlist and for applicants to be given at least one weeks notice of interview. In cases where the 
¦ƴƛǾŜǊǎƛǘȅΩǎ {ŜƴƛƻǊ 9ȄŜŎǳǘƛǾŜ are members of the committee their availability will be sought first. The 
HR ServicŜ /ŜƴǘǊŜ ǿƛƭƭ ŎƻƭƭŀǘŜ ǘƘŜ ƳŜƳōŜǊΩǎ ŀǾŀƛƭŀōƛƭƛǘȅ to nominate an interview date and a calendar 
request through Outlook will be sent to all committee members to confirm the interview date. 

c. SHORTLISTING 

Once the position has closed to applications, the HR Service Centre will email all committee members 
with a list of applicants and advise the committee how to view the applications via the WebKiosk. The 

http://www.csu.edu.au/adminman/hum/RecruitProc.doc
http://www.csu.edu.au/adminman/hum/RecruitProc.doc
http://www.csu.edu.au/adminman/hum/RecruitProc.doc
http://www.csu.edu.au/division/hr/bringing-staff-onboard/recruitment/docs/strategy-advertising.pdf
http://www.csu.edu.au/division/hr/working-life/employment-conditions/fixed-term-appointments.html
http://www.csu.edu.au/division/hr/working-life/employment-conditions/fixed-term-appointments.html
http://www.csu.edu.au/adminman/hum/RecruitProc.doc#Selection_Committee
http://www.csu.edu.au/adminman/hum/RecruitProc.doc#Selection_Committee
http://www.csu.edu.au/adminman/hum/RecruitProc.doc#Selection_Committee
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shortlisting process should take no longer than 2-3 days.  Committee members may shortlist 
individually or meet as a committee and shortlist together. 
 
The longer this process takes, the more delays can occur which may effect the scheduled interview 
date.  Each committee member needs to understand the requirements of the position and base their 
decisions on this information.  Where a committee member has a possible conflict of interest with an 
applicant, the member shall inform the Presiding Officer, who will determine if it is appropriate for 
this person to remain on the selection committee. Please refer to guidelines:  Formation of Selection 

Committees 
 
Each committee member then returns their shortlisting results to the HR Service Centre who will 
collate the results and email the contact person with the top rated candidates as suggestions for 
interview.  The contact person will email the HR Service Centre or their Liaison Officer in return 
advising;  

 Who they would like to invite to interview 

 How they would like to interview 

 How long to schedule the interview 

 Whether to interview the candidates in person or via telephone or video conference 
 

d. UNSUCCESSFUL APPLICATIONS 

All applicants who were not selected for interview will receive an email from the HR Service Centre 
advising them of this.  These emails should be sent out within 2-3 days of confirmation of the 
shortlist. In addition, internal applicants will receive a phone call, where possible. 
 

e. INVITING APPLICANTS TO INTERVIEW 

Once the interview date is confirmed, and the shortlist set, candidates are notified that they have 
been successful in gaining an interview at least one week prior to the interview date. 
 
Candidates are invited to interview, usually via telephone by the HR Service Centre along with a 
confirmation email. It will depend on the location of applicants and the advice of the contact person 
as to whether applicants will attend interviews in person or via telephone.  If candidates are 
unavailable at the nominated times, the HR Service Centre will liaise with the contact person to 
discuss alternatives. 
 
When candidates are invited to interview they are advised of the following: date and time of their 
interview; where the interview will be held; instructions and links to campus maps; information 
about reimbursement of travel costs (if applicable); who the members of the selection committee 
will be and the positions they hold within the University.  
 
If candidates require a campus tour, this is coordinated by the School or Section.  If candidates need 
to be on campus for lengthy timeframes due to flights or delays, the School or Section will need to 
coordinate to ensure they are cared for during this time.

http://www.csu.edu.au/adminman/hum/RecruitProc.doc#Selection_Committee
http://www.csu.edu.au/adminman/hum/RecruitProc.doc#Selection_Committee
http://www.csu.edu.au/adminman/hum/RecruitProc.doc#Selection_Committee
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6. INTERVIEWS 

a. SELECTION COMMITTEE 

Each member of the selection committee should have experience and be skilled in conducting 
competency (behavioural) based interviews.   
 
Where a member of a selection committee has a possible conflict of interest with an applicant, the 
member shall inform the Presiding Officer.  This should be done prior to the short listing.  If a 
committee member does have a possible conflict of interest, they should not coach, advise or act as 
referee for the applicant in question. 
 
All selection committee members are bound by confidentiality. The deliberations of the selection 
committee are not to be disclosed to any person outside the recruitment process and must remain 
confidential. This principle applies to applications, referee names and reports or comments, short 
listing, interviews, discussions and deliberations. This applies equally during the recruitment process 
and after it is completed. 

b. PREPERATION FOR INTERVIEWS (writing interview questions) 

The committee may like to coordinate a date and time prior to the interview date to allow ample 
preparation time.  Usually the committee meets in the interview room 30 minutes prior to interview 
(this time is accounted for when  the HR Service Centre sends the calendar request) to discuss the 
position and the position requirements, the attributes of person the committee is seeking, the 
selection criteria they need to meet, and the questions each committee member will ask.  Questions 
should be open-ended and competency based. 
 
It is a good idea to arrive at these meetings prepared with questions for discussion.  The HR 
Representative will be available to provide support and advice on this process and assist you to 
format competency based questions to elicit the information the committee seeks to enable them to 
make a decision to offer the position to the most suitable person for the role. 

7. HOW AND WHEN DO I RECEIVE DOCUMENTS FOR INTERVIEW?  

As soon as candidates have confirmed their attendance at the interviews, a schedule will be sent via 
email to the selection committee members together with other forms and information required for 
interview. 
 
Committee members are requested to print the relevant candidate applications from the Webkiosk 
in preparation for interviews. Please refer to Webkiosk . Where this is not possible committee 
members should contact the HR Service Centre to make alternative arrangements. 

8. RECOMMENDATION FOR APPOINTMENT AND REFERENCE CHECKS 

Immediately after the interviews have been held the selection committee discusses the interview 
process and each of the applicants.  The committee should agree to nominate a preferred candidate 
and list in order of preference (if any) candidates that could also be offered the position in the event 
the preferred candidate declines, does not stay long in the position or to establish an eligibility list for 
future vacancies. 

http://www.csu.edu.au/division/hr/online/web-kiosk/web-kiosk.htm
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¢ƘŜ ΨwŜŎƻƳƳŜƴŘŀǘƛƻƴ ŦƻǊ !ǇǇƻƛƴǘƳŜƴǘΩ ŦƻǊƳ ƛǎ ŎƻƳǇƭŜǘŜŘ ǿƛǘƘ ŀƭƭ ƛƴŦƻǊƳŀǘƛƻƴ ŀƴŘ is signed by each 
of the selection committee members.  
 
A committee member is assigned to complete the reference checks. 
 
Once all signatures have been received and the reference checks have been completed and received 
by the Liaison Officer, the Liaison Officer will seek approval from the Delegated Officer to make an 
offer of employment. Once this approval has been granted they will telephone the preferred 
candidate and advise them that they are the preferred candidate and advise they will receive an offer 
shortly for their consideration. 

a. UNSUCCESSFUL CANDIDATES 

Candidates who have been interviewed and have not been successful are contacted where possible 
by telephone.  They will also receive a follow up email of notification. 
 

b. INTERNAL UNSUCCESSFUL CANDIDATES 

At the time of completing the Recommendation for Appointment form, the committee should 
nominate a member who will be available to provide feedback to internal unsuccessful candidates, 
where requested.  This feedback is an important developmental tool to encourage and further 
develop applicants and should be based on how the applicant was assessed against the selection 
criteria.  

9. PRE-EMPLOYMENT SCREENING 

There are a number of different pre-employment screenings that may be a requirement of specific 
positions. Some of these include; 

 Functional Screening Assessment 

 Professional Suitability (Police positions only) 

 Working with Children 

 New South Wales Health Screening 
 
If you are unsure whether your vacant position requires any pre-employment screening, please 
discuss this with your Liaison team. 

10. OFFER OF EMPLOYMENT 

An offer of employment is drafted once the Liaison Officer has received all the required paperwork 
and authorisations pertaining to the appointment. 
 
The recommended applicant is contacted by the Liaison Officer and is advised that the selection 
committee considers them to be the best candidate for the position and that the University has an 
intention to make them an offer of employment and that it will be made in writing and sent to them 
shortly for their consideration.  The offer is usually emailed to the preferred candidate (and copied to 
the relevant managers) with the originals and associated documentation sent in the mail. 
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It is then up to the preferred candidate in regard to further negotiation, acceptance or decline.  The 
Liaison Officer will liaise with the contact person throughout any of these processes. 

a. TIMELINES FOR ACCEPTANCE 

The letter of offer states when the preferred candidate needs to make a decision regarding the offer.  
This is usually seven (7) days for an internal candidate, fourteen (14) days for a local (NSW or Vic) or 
twenty-one (21) days for an interstate or overseas appointment. 

b. RECEIVING AN ACCEPTANCE 

Once the recommended applicant accepts their offer of employment in writing, the HR Service 
Centre will send the line manager an email confirming their acceptance.  

c. RECEIVING A DECLINED OFFER 

If the recommended candidate declines the position the Liaison team will be in touch with the 
contact person to determine the process. If there is an eligibility list for the position this may be 
utilised. However if there are no further suitable applicants the Liaison team will determine, in 
conjunction with the contact person, other recruitment options.   

d. RETURN OF PAPERWORK / IT ACCESS/ STAFF NUMBER 

There are a number of documents accompanying the letter of offer which the successful applicant 
must complete prior to their commencement. The return of this paperwork is stressed in the letter of 
offer and when the acceptance advice is sent to the line manager, it also lists any paperwork which is 
outstanding which the manager needs to follow up on. 
 
All information must be received and data entered by the HR Service Centre  before a new employee 
can receive their staff number and IT access.  This usually takes 24 hours after all paperwork has been 
entered.  If there is paperwork missing, the person will not receive access and also not be on the 
payroll system, so this is vitally important. 

11. HOW DO I CARE FOR MY NEW EMPLOYEE 

Once the successful applicant accepts their offer of employment, the HR Service Centre will send you 
an email confirming their acceptance. 
 
Some of the things that you must consider when preparing for your new starter are; 

a. INDUCTION 

There are resources available for line managers to assist in the induction of new staff at CSU, please 
visit the links below to ensure that you have all of the relevant information to conduct an induction 
with your new staff member.  
 
The link to the on-line Induction which should be commenced by all new employees on their first day 
is - Online Induction 
 
New starters will be notified in their Offer of Employment of the date and time of their HR Induction 
Session. It is important that all new staff attend one of these sessions.  
 
 

http://www.csu.edu.au/division/hr/bringing-staff-onboard/induction/induction.htm
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Induction Checklists Full word version of the checklists 
 

Pre-employment 

 Plan for physical needs  

 Arrange Initial Career Mentor  

 Individual Development Plan  

Specific Checklists : 
Academic staff 

 School Information Handbook  

 Case Study: SIS - Adapting the Program 
to Academic Staff  

 Senior Staff  

 Heads of School  

 Practicum/Field Work Admin Staff 

Day 1  Welcome activities  

Week 1 
 Expectations/ Orientation meeting 

 HR Induction  

Week 6  Objective setting discussion  

 
Induction and Development Resources 
 
Financial Responsibilities -  if the duties of the position include financials, contact the Division of 
Finance on ext 32914 to arrange a suitable time for training. 
Arranging IT Access and IT Induction 
Guidelines - CSU Induction and Development Program  

 

b. MENTORING @ CSU 

Mentoring @ CSU aims to provide support and encouragement to staff in their new roles to enable 
them to develop role skills, effective working relationships and to adapt and feel welcome in the CSU 
community.  It is for new staff, staff moving into other positions and staff returning from extended 
leave. To find out more click on - Mentoring 
 

c. PROBATION 

There are different probation terms depending on the type of appointment and this information is 
ǇǊƻǾƛŘŜŘ ƛƴ ǘƘŜ ŜƳǇƭƻȅŜŜΩǎ ƭŜǘǘŜǊ ƻŦ ƻŦŦŜǊΦ 
 

d. PERFORMANCE MANAGEMENT 

For further Information relating to the performance management scheme please visit the following 
link: Performance Management Scheme    

http://www.csu.edu.au/division/hr/bringing-staff-onboard/induction/new-staff.htm
http://www.csu.edu.au/division/humres/online/induction/docs/Checklist%204.doc
http://www.csu.edu.au/division/humres/online/induction/docs/Checklist%205.doc
http://www.csu.edu.au/division/humres/online/induction/docs/Checklist%206.doc
http://www.csu.edu.au/adminman/hum/Induction-IT.doc
http://www.csu.edu.au/adminman/hum/InductDevptProg.doc
http://www.csu.edu.au/division/hr/developing-and-supporting/leadership-devl/mentoring.htm
http://www.csu.edu.au/division/hr/developing-and-supporting/performance-management/performance-management.html
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12. RECRUITMENT PROCESS FLOW 

Receipt of request to recruit 

Ҩ 

Committee is constituted 

Ҩ 

Position is advertised 

Ҩ 

Interview date is set 

Ҩ 

Position closes for applications 

Ҩ 

Short listing advice sent to selection committee 

Ҩ 

Short listing is completed and returned to the HR Service Centre 

Ҩ 

With consultation with the contact person a decision will be made on who to invite to interview 

Ҩ 

Candidates will be invited to interview/unsuccessful candidates will be notified 

Ҩ 

Interview 

Ҩ 

A Recommendation for Appointment is made 

Ҩ 

Referee checks and any applicable assessments conducted 

Ҩ 

Offer is made verbally and is sent out 

Ҩ 

All unsuccessful interviewed candidates are notified 

Ҩ 

Offer accepted 

Ҩ 

Acceptance advice sent to line manager by the HR Service Centre 

Ҩ 

Line manager contacts new employee to organise their first day 

Ҩ 

HR induction 
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13. CREATING / EDITING A DIGITAL SIGNATURE IN ADOBE READER 8 

a. Part One - Creating 

 Open a pdf file that has a signature field on it and has been saved with reader rights 

 Click the signature field 

 In the Add Digital ID dialog box, click Create a self-signed Digital ID for use with Acrobat click 
Next 

 Choose which signature you want, I chose Windows Certificate Store 

 Fill in all the details in this dialog box 

 You can look at the details by clicking on Digital identification 

b. Part Two - Editing 

To change the appearance of your signature 
You can have a picture with your signature if you want or a scanned in image of your real signature.  
Heres how we do that. 
 

 Save a copy of the image you want to put in your signature and make it a pdf 

 Choose edit > preferences and select Security 

 Click New and type a title 

 Select imported graphic. Click file and select your graphic 

 Specify options as desired. 

14. RECRUITMENT CONTACTS  

 

Position Name Campus Number 

Director, Organisational 
and People Capability 

Jenny Bell Wagga Wagga 02 6933 4385 

Recruitment Manager Felicity Barton  Wagga Wagga 02 6933 2231 

Liaison Manager , 
Academic 

Annette Figgis  Wagga Wagga  02 69 33 4106 

Liaison Officer, Academic Kate Organ Bathurst 02 6338 4627 

Liaison Officer, Academic Jillian Head Wagga Wagga 02 6933 4224 

Liaison Manager, 
Administration  

Graeme Earl Wagga Wagga 02 6933 2530 

Liaison Officer, 
Administration  

Michelle Jones  Wagga Wagga 02 6933 4292 

Liaison  Officer, 
Administration  

Marissa Cooper Wagga Wagga 02 6933 2261 

Liaison Manager , 
Executive  

Vacant Bathurst  02 6338 4610 

Liaison Officer, Executive Annette Combs WaggaWagga 02 6933 4153 

HR Service Centre hr@csu.edu.au Bathurst  hr@csu.edu.au 

 

mailto:jenbell@csu.edu.au
mailto:fbarton@csu.edu.au
mailto:afiggis@csu.edu.au
mailto:korgan@csu.edu.au
mailto:jhead@csu.edu.au
mailto:gearl@csu.edu.au
mailto:mijones@csu.edu.au
mailto:mcooper@csu.edu.au
mailto:acombs@csu.edu.au
mailto:hr@csu.edu.au

