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HUMAN RESOURCES RECRUITING FOR ACADEMIC POSITIONS HELPFUL HINTS

The Position

	Determine the nature of the position in terms of the specific teaching and research interests required, the needs of post-graduate students and any other school requirements. It is useful to consult with all members of staff in making this decision. Recruitment of a new staff member, particularly to a tenurable position, may have long-term implications and should be made in the context of the school's longer-term strategic goals and objectives.

	Increasingly it is recognised that it is desirable that the University's staff reflect more accurately the diversity in the cultural background and gender of the broader student community. If there is an imbalance, for example,
in the ratio of male to female staff, in tenurable positions or at the higher promotional levels, then special
efforts may be required in the search process.

	In drafting selection criteria for the position refer to Section 1 of the  Selection for Appointment Policy. This is a critical task as the selection committee will assess applicants against these criteria. In order to encourage diversity in the school's staffing, it is useful to identify specific selection criteria such as meeting the needs of female post-graduate students or working with a culturally diverse student population.

	The level of the position advertised will help define the likely range of applicants. Job-share opportunities or fractional appointments may particularly attract women applicants.



Attracting Applicants

The University provides a number of benefits to employees.  Ensuring that prospective applicants are aware of these may assist in attracting a larger candidate pool. These benefits include:

	Tenurable appointments.
	Encouragement to seek promotion.
	Employer of choice for women.
	Flexible working arrangements.
	Attractive Superannuation scheme.
	Assistance with relocation.
	A range of Salary Packaging options.
	4 weeks recreation leave per year.
	Opportunity for fully paid Sabbatical leave and generous travel grants.
	Work / life balance initiatives.
	Working  in  an  internationally  competitive,  research  intensive  institution  with  high  quality  undergraduate students and a significant proportion of post-graduate students.
	National success with research grant applications.
	The Western Australian lifestyle, weather and public amenities.
	Employer of Choice for Women
	An organizational culture where staff can reach their full potential in an environment of dignity and respect based on UWA's core values of openness, honesty, tolerance, fairness and responsibility.



Information About Perth and UWA

The following website links will provide candidates with information about working at UWA and life in Perth and
Australia.

	Working at UWA - http://www.hr.uwa.edu.au/hr/jobs/working@uwa

	UWA Staff - http://www.staff.uwa.edu.au/

	Welcome	to	Western	Australia	–	Tourism	Western	Australia	website	- http://www.westernaustralia.com/au/Pages/Welcome_to_Western_Australia.aspx

	Government of Western Australia website - http://wa.gov.au/

	Living in Australia – Department of Immigration and Citizenship website -http://www.immi.gov.au/living-in- australia/



Managing the Selection Process and Keeping Applicants Interested

High calibre candidates may have a number of job opportunities available to them, therefore it is important to do everything possible to make their experience of UWA a positive one.  The following points can assist you to ensure that candidates remain involved and interested in working at UWA.

Plan
	Progress the selection process as quickly as possible. Nominate a timeline and carefully plan each stage of the selection process prior to advertising. For example:
o	Ensure that the selection panel is established prior to advertising.
o	Organise venues, dates and times (if possible) for the shortlisting meetings, interviews and seminar
presentations.
o	Prepare interview questions.

Communicate
	It is important to keep shortlisted candidates informed about the progress of the selection process.   They should be contacted as soon as possible to arrange interviews so that they have suitable time to prepare.

	Interviewees  should  be  given  clear  details  about  where  they  need  to  go  for  the  interview,  especially candidates who are not familiar with the UWA campus.

	Unsuccessful applicants must be given written advice of their failure to be shortlisted as soon as possible.

	It is good practice for the Chair of the Selection panel to give feedback personally to internal applicants about why they were not shortlisted or selected after interview.

Welcome
	Ensure that interviewees from interstate or overseas who are being brought to Perth for interview receive assistance with their travel and accommodation arrangements.

	It is advisable that a member of staff meets each candidate on arrival at the University and escorts them to meetings around the campus.  The escort can also answer any questions the candidate may have and point out some of the features of the campus.

	It  may  be  appropriate  to  arrange  additional  outings  or  tours  to  show  candidates  more  of  Perth  or,  if appropriate, meet with other staff within the School and other relevant stakeholders.

	Ultimately, candidates should leave the selection process with a positive impression of the University and an enhanced interest in the position.

