Queensland Government Digital Graduate Program
Recruitment and selection checklist

Document title


	Stage 1 – Plan and prepare
	Stage 2 – Access to recruitment platform 
	Stage 3 – Select a candidate

	1. Assess the need for a Digital graduate role
☐ Identified a vacant permanent or temporary A03 role on the agency’s establishment.

☐ Identify the Digital graduate role type and the number of graduates required – refer to Digital Graduate Program website for more information regarding the 23 Digital role types and summary available.

	Cyber Security
☐ Cyber Security
☐ Security administration

Data
☐ Data Analyst
☐ Database administrator
☐ Information management


Design
☐ Human-centred design
☐ User experience
☐ Graphic designer

Outcome management
☐ Business analyst
☐ Digital Integrator
☐ Mobile platform application developer
	Operations and support 
☐ Project support
☐ Research
☐ Website developer

Technology 
☐ Help desk operator
☐ Software developer
☐ Technology (ICT) generalist 
☐ Network support
☐ Cloud integration officer
☐ Enterprise officer

Emerging roles
☐ Artificial intelligence
☐ Machine Learning



[bookmark: _Hlk172885440]☐ Review the Agency Participation Guide.
☐ Is there a supportive supervisor allocated to each Digital Graduate role.
*It is crucial for a graduate to have a supportive supervisor to provide guidance, fosters professional growth, and helps navigate the challenges of transitioning from university to a new career in Queensland Government. 
☐ Note there is a small one-off fee of $6,000 +GST to take on for each Digital Graduate.*
     *The program fees cover expenses such as promoting and attracting candidates, learning and development, recruitment platform, initial screening and checking of candidates, etc.
☐ Complete the Digital Graduate Program nomination form and email to: ictgradprog@qld.gov.au
☐  Download the recruitment timelines
2. Refer to the PSC recruitment and selection summary guide and the Recruitment and Selection Directive 07/23. 

3. Plan the recruitment process
☐ Establish the selection panel ensuring that:
☐ there are at least two panel members (including the panel chair)
☐ at least one member has a thorough understanding of the role
☐ at least one member is familiar with the selection process
☐ the composition of the panel is appropriate to the role profile, and
☐ diversity of the panel is considered, with appropriate gender balance, cultural competency, and addressing the panels unconscious bias and affinity bias. 
☐ Appoint the panel chair and contact person to answer queries about the role and selection process (may also be the panel chair)
☐ Convene a meeting with the panel members to discuss:
☐ the application requirements
☐ the selection techniques
☐ the recruitment and selection timeframe (i.e. tentative dates for shortlisting and interview) *Please note the process must be finalised by 31 October 2024. Access to GradSift will be revoked from 1 November 2024.
☐ roles and responsibilities of all panel members 
☐ any actual, potential, or reasonably perceived conflicts of interest of panel members, and
☐ how everyone involved in the selection process will ensure accessibility, inclusion, and cultural safety. 

	Please note: The Digital Graduate team will promote and attract applicants for the Digital Graduate Program via various platforms. 
1. Access to the recruitment platform 
☐ Coordinators will receive a login from GradSift with a username and password details to access the GradSift Extra recruitment platform.
*Please note the Digital Graduate team are informed via the nomination form and will be automatically given access when the platform is open to hosting agencies). 
☐ If you don’t receive your login details, please check your junk mail. 
☐ If you still haven’t received your login details, please contact support@gradsift.com
☐ If supervisors/hiring managers have not received an email regarding login details, please reach out to your agency coordinator.
☐ Coordinators to provide the chairperson ‘delegate access’ to GradSift.
*Please note to limit to one per selection process. Each person provided access is on-costed to the Digital Graduate Program.
☐ Refer to guide for Agency coordinators – how to provide delegate access. This can be found in the ‘How to access and navigate the GradSift Extra recruitment platform’. 

☐ Coordinators to refer to the GradSift document guide ‘How to access and navigate the GradSift Extra recruitment platform’ to assist hiring managers in navigating the platform.  

2. GradSift Overview

☐ Refer to the Hiring Manager Guide to GradSift Overview. 

3. GradSift guide

☐ Refer to the quick 5 minute step-by-step video how to navigate GradSift, and/or
☐ Refer to the GradSift document guide. ‘How to access and navigate the GradSift Extra recruitment platform’

4. GradSift support
☐ Click on help button [image: ]      within the recruitment platform
☐ support@gradsift.com

5. Discuss, disclose and manage any Conflicts of interest
☐ Any actual, potential, or reasonably perceived conflicts of interest with applicants for the role must be disclosed by all panel members and decision-makers and managed in accordance with the Conflict of interest policy. A declaration will also need to be made by all panel members and decision-makers in the Selection report.
☐ Complete the PSC Conflict of interests in recruitment and selection form


	1. Short-list the applicants
☐ Refer to the forgov shortlist applicants guide
☐ The panel to develop an agreed shortlisting process
☐ Log into GradSift Extra and start reviewing applicants’ information. 
☐ Chairperson to create their own unique shortlist/s within GradSift Extra. 
☐ Chairperson to delegate access to their unique shortlist/s to their panel members to review.
☐ Complete the Shortlisting matrix template to document the shortlisting process 
☐ Contact shortlisted candidates to arrange interview/s and/or participate in other selection   techniques.
☐ Contact shortlisted candidates to arrange interview/s and/or participate in other selection   techniques.
☐ Call the candidate. If unsuccessful in reaching candidate via phone, try sending an SMS and email.
☐ Send a follow-up email to the interviewee/s and provide further information such as Queensland Government agency name and link, chair person name and contact number, panel member names, the Digital role type you are interviewing for (for example, Project Support Officer), if any perusal time is provided, if it is face to face or virtual interview etc.
Please note: The whole-of-government Digital Graduate Program is a platform for all participating agencies access to the recruitment platform. Therefore, the candidate can be called upon by more than one Queensland Government agency. 
☐ Provide all shortlisted candidates an opportunity to request for reasonable adjustments.
2. Design the selection process
☐ Examine assumptions and perceptions to address any unconscious biases.
☐ Conduct interview and/or other assessment techniques.
☐ During the interview paint a picture of what it will be like to work at your agency. Make them feel like they would be part of something bigger.
☐ Provide a role overview and short to medium term goals.
3. Identify recommended applicant/s 
☐ Identify the best suited applicant to be recommended for appointment.
☐ Complete the PSC Selection Report
☐ Identify suitable applicants. 
☐ If no suitable applicants, refer to Step 7 to close a recruitment process.
4. Conduct pre-employment checks on the recommended applicant/s as per agency HR protocols
☐ Conduct a referee check (all recommended applicants)
☐ For more information regarding conducting referee checks on ForGov 
☐ Criminal history check (if applicable)
☐ Serious discipline history check (all recommended applicants)
☐ Working with children (Blue card) (if applicable)
☐ Proof of eligibility for appointment (all recommended applicants)
☐ Vevo checks (if applicable)
☐ Certified copy of academic transcript (if applicable).
☐ Proof that mandatory requirements have been met (if applicable)
☐ Liaise with HR if any adverse information is obtained, the applicant has the right of reply if adverse information may affect their appointment.
5. Recommend the best suited applicant/s
☐ Determine whether a probationary period will apply. 
☐ Seek approval from the relevant delegate if a higher pay-point on appointment is being recommended. 
☐ Prepare and submit the Selection report with all necessary supporting documentation and Conflicts of interest declarations of panel members and decision-makers.
☐ Seek endorsement (if required) and delegate approval for the decision.
☐ Panel chair offers role to the recommended applicant/s.
☐ Panel chair advises all other interviewed applicants of outcome and they may request feedback from the selection panel.
☐ Panel chair offers constructive feedback to applicants who request feedback.
☐ Panel chair negotiates commencement date and any other conditions as applicable. Please note: that the agency is able to onboard the graduate sooner on full-time basis if business needs require. 
6. Appoint the recommended applicant 
☐ Raise an appointment form for the successful applicant in Springboard.
☐ Appoint on A03 – Smart Jobs Reference Number: QLD/548618/24 
☐ IMPORTANT: complete the graduate’s contact template including supervisor and mentor details and the official start date for each successful candidate and submit to the Digital Graduate team via ictgradprog@qld.gov.au
This will provide us information to update GradSift for the applicant no longer available, we have a record of the successful candidate, supervisors and mentors. 
☐ Complete graduate’s contact template including mentor’s and supervisor’s information. 
☐ If no appointment is to be made, please advise the Digital Graduate Program via email ictgradprog@qld.gov.au 
☐ Commence the onboarding process for the successful applicant following your agency’s process and protocols.
7. Provide post-selection feedback
☐ Panel chair to provide feedback to successful and unsuccessful candidates (as requested) once the recommended applicant has accepted the role offer. 
8. Retain documentation
☐ Ensure all documentation is retained by the panel chair for three years as per the General retention and disposal schedule for administrative records.
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