Information for Referees





Thank you for agreeing to act as a referee for the officer giving you this notice.  The officer is to be interviewed by a selection panel for a position in the NSW Attorney General’s Department in the near future.





The role of the selection committee is to decide which applicant’s abilities, qualifications, standard of work performance and personal qualities best match those required in the job.  The decision is based on the information the applicant provides to the committee through the written application, during the interview, by way of  practical tests and on your comments as the applicant’s referee.





The committee will be asking you to comment on the applicant’s work performance, abilities and personal qualities against the selection criteria for the position.  The committee may also ask you to confirm or comment on any claims made by the applicant in their application and or at interview.  The applicant has been advised to provide you with a copy of the selection criteria for the position.





The committee will record your comments in writing.  Those comments will form part of the recruitment file and will be discussed with the applicant as part of  post-selection feedback. For this reason it is important that you discuss your proposed comments with the applicant prior to the interview. The committee will seek comments on the applicants strengths and development needs and other issues may have arisen through the application and interview process. 





The selection committee will be contacting you soon after the applicant’s interview. The applicant should provide you with the date and time of the interview. The committee will contact you by phone and the discussion should take approximately 15-20 minutes. The committee will consider your comments when making an overall assessment of the applicant. 





If circumstances change and you find you cannot act as the applicant’s referee, please advise the applicant at the earliest possible opportunity. The Department thanks you for taking the time to undertake this important role in the selection process. 





If you require any further information please contact 


the Recruitment Unit on 9228 7526





