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City of Greater Dandenong
INTERVIEW GUIDE
1

	Position:
	

	Applicant’s Name:
	

	Panel Member’s:
	

	Notes taken by:
	

	Date:
	


Ideally you will have a minimum of 1 question each exploring:
· Council’s REACH Values
· Council’s Capability Framework
· Child Safety
· Privacy Legislation & Surveillance - Optional question for relevant roles only
·  Position specific questions to be informed by the key selection criteria within the Position Descriptions

To assist you to build your interview guide, Click here to refer to the Sample Capability Framework/REACH/Child Safety Sample Questions or find them under “Selection Activities” in Recruitment Process in The Source
	Key Selection Criteria 1 (from Position Description)

	Insert KSC here


	Question(s):
	Insert behavioural question(s) to assess KSC here


	Expected Response:


	Insert expected response here and also include the required level of proficiency required as a minimum to successfully meet the critierion, e.g., advanced, fully proficient, developing or starting out)


	Interview notes from applicant response:
	

	Rating (please tick):

	Advanced - 4

Applies the KSC intuitively to deal with complex organisational issues

Is seen as a key resource in the organisation and coaches and mentors others in the application of the KSC
	Fully Proficient - 3
Can apply the KSC independently in a range of situations including in unpredictable and changing environments

Understands how some policies and procedures can be adapted so the KSC can be fully demonstrated
	Developing - 2
Can apply the KSC to own work with limited guidance and support and within standard working policies and procedures

Demonstrates an understanding of how the KSC can enhance their work and that of immediate team members
	Starting out -1
Demonstrates an understanding of the key principles on which this KSC is

based

Often requires assistance and support in applying the KSC to their own role even in stable and predictable situations
	Not yet 
demonstrated – 0


	Key Selection Criteria 2 (from Position Description)

	Insert KSC here


	Question(s):
	Insert behavioural questions to assess KSC here


	Expected Response:


	Insert expected response here and also include the required level of proficiency required as a minimum to successfully meet the critierion, e.g., advanced, fully proficient, developing or starting out)


	Interview notes from applicant response:
	

	Rating (please tick):

	Advanced - 4

Applies the KSC intuitively to deal with complex organisational issues

Is seen as a key resource in the organisation and coaches and mentors’ others in the application of the KSC
	Fully Proficient - 3

Can apply the KSC independently in a range of situations including in unpredictable and changing environments

Understands how some policies and procedures can be adapted so the KSC can be fully demonstrated
	Developing - 2

Can apply the KSC to own work with limited guidance and support and within standard working policies and procedures

Demonstrates an understanding of how the KSC can enhance their work and that of immediate team members
	Starting out -1

Demonstrates an understanding of the key principles on which this KSC is

based

Often requires assistance and support in applying the KSC to their own role even in stable and predictable situations
	Not yet 
demonstrated – 0


	Key Selection Criteria 3 (from Position Description)

	Insert KSC here


	Question(s):
	Insert behavioural questions to assess KSC here


	Expected Response:


	Insert expected response here and also include the required level of proficiency required as a minimum to successfully meet the critierion, e.g., advanced, fully proficient, developing or starting out)


	Interview notes from applicant response:
	

	Rating (please tick):

	Advanced - 4

Applies the KSC intuitively to deal with complex organisational issues

Is seen as a key resource in the organisation and coaches and mentors’ others in the application of the KSC
	Fully Proficient - 3

Can apply the KSC independently in a range of situations including in unpredictable and changing environments

Understands how some policies and procedures can be adapted so the KSC can be fully demonstrated
	Developing - 2

Can apply the KSC to own work with limited guidance and support and within standard working policies and procedures

Demonstrates an understanding of how the KSC can enhance their work and that of immediate team members
	Starting out -1

Demonstrates an understanding of the key principles on which this KSC is

based

Often requires assistance and support in applying the KSC to their own role even in stable and predictable situations
	Not yet 
demonstrated – 0


	Key Selection Criteria 4 (from Position Description)

	Insert KSC here


	Question(s):
	Insert behavioural questions to assess KSC here


	Expected Response:


	Insert expected response here and also include the required level of proficiency required as a minimum to successfully meet the critierion, e.g., advanced, fully proficient, developing or starting out)


	Interview notes from applicant response:
	

	Rating (please tick):

	Advanced - 4

Applies the KSC intuitively to deal with complex organisational issues

Is seen as a key resource in the organisation and coaches and mentors’ others in the application of the KSC
	Fully Proficient - 3

Can apply the KSC independently in a range of situations including in unpredictable and changing environments

Understands how some policies and procedures can be adapted so the KSC can be fully demonstrated
	Developing - 2

Can apply the KSC to own work with limited guidance and support and within standard working policies and procedures

Demonstrates an understanding of how the KSC can enhance their work and that of immediate team members
	Starting out -1

Demonstrates an understanding of the key principles on which this KSC is

based

Often requires assistance and support in applying the KSC to their own role even in stable and predictable situations
	Not yet 
demonstrated – 0


	Councils REACH Values

	Statement: Council is committed to working in ways which uphold our values.  These are known as the REACH Principles which is an acronym for:

Respectful

Engaged

Accountable

Creative

Honest

	Question(s):
	Click here to view REACH Sample interview questions


	Expected Response:


	Insert expected response here (including level of proficiency required e.g., advanced, fully proficient, developing or starting out)
NOTE: Seek examples from the candidate that demonstrates how they have displayed one or more of Council’s values in the workplace.

Ensure the example demonstrates the expected REACH behaviours as the behaviours are required to “show up” for this position.  Please reflect on “how” the applicant behaved rather than “what” they did.  For example – the applicant may have achieved great results in a project, but we want to understand ‘how’ they did so.  For example, was it achieved by treating others respectfully?  Were they honest and / or did they use creativity?

	Interview notes from applicant response:
	

	Rating (please tick):

	Advanced - 4

Applies the REACH values intuitively to deal with complex organisational issues

Is seen as a key resource in the organisation and coaches and mentors’ others in the application of the REACH values
	Fully Proficient - 3

Can apply the 
REACH values independently in a range of situations including in unpredictable and changing environments

Understands how some policies and procedures can be adapted so the REACH values can be fully demonstrated
	Developing - 2

Can apply the REACH values to own work with limited guidance and support and within standard working policies and procedures

Demonstrates an understanding of how the REACH values can enhance their work and that of immediate team members
	Starting out -1

Demonstrates an understanding of the key principles on which this REACH values is

based

Often requires assistance and support in applying the REACH values to their own role even in stable and predictable situations
	Not yet 
demonstrated – 0


	Councils Capability Framework (Refer to last page for example)

	Statement: Council has identified 8 core organisational capabilities (known as our Capability Framework) that help us all understand what behaviours, skills and knowledge is needed now and into the future to succeed in our current and to develop into future roles. 

For this role, there are a couple capabilities particularly relevant and the next question/s are/is designed to gather information about the capability.  
The capabilities are 
· NOTE: Select at least one or two of the core capabilities relevant to the advertised position.  Then insert capability – and select question appropriate to level.  ** see sample page below


	Question(s):
	Click here to view sample Capability Framework questions


	Expected Response:


	Insert capability requirement at this level e.g., Manager, team leader, team member (including level of proficiency required e.g., advanced, fully proficient, developing or starting out)


	Interview notes from applicant response:
	

	Rating (please tick):

	Advanced - 4

Applies the capability intuitively to deal with complex organisational issues

Is seen as a key resource in the organisation and coaches and mentors’ others in the application of the capability
	Fully Proficient - 3

Can apply the capability independently in a range of situations including in unpredictable and changing environments

Understands how some policies and procedures can be adapted so the capability can be fully demonstrated
	Developing - 2

Can apply the capability to own work with limited guidance and support and within standard working policies and procedures

Demonstrates an understanding of how the capability can enhance their work and that of immediate team members
	Starting out -1

Demonstrates an understanding of the key principles on which this capability is

based

Often requires assistance and support in applying the capability to their own role even in stable and predictable situations
	Not yet
demonstrated – 0


	Councils Capability Framework

	Statement: Council has identified 8 core organisational capabilities (known as our Capability Framework) that help us all understand what behaviours, skills and knowledge is needed now and into the future to succeed in our current and to develop into future roles. 

For this role, there are a couple capabilities particularly relevant and the next question/s are/is designed to gather information about the capability.  

The capabilities are 

· NOTE: Select at least one or two of the core capabilities relevant to the advertised position.  Then insert capability – and select question appropriate to level.  ** see sample page below


	Question(s):
	Click here to view sample Capability Framework questions


	Expected Response:


	Insert capability requirement at this level e.g., Manager, team leader, team member (including level of proficiency required e.g., advanced, fully proficient, developing or starting out)


	Interview notes from applicant response:
	

	Rating (please tick):

	Advanced - 4

Applies the capability intuitively to deal with complex organisational issues

Is seen as a key resource in the organisation and coaches and mentors’ others in the application of the capability
	Fully Proficient - 3

Can apply the capability independently in a range of situations including in unpredictable and changing environments

Understands how some policies and procedures can be adapted so the capability can be fully demonstrated
	Developing - 2

Can apply the capability to own work with limited guidance and support and within standard working policies and procedures

Demonstrates an understanding of how the capability can enhance their work and that of immediate team members
	Starting out -1

Demonstrates an understanding of the key principles on which this capability is

based

Often requires assistance and support in applying the capability to their own role even in stable and predictable situations
	Not yet
demonstrated – 0


	Child Safety  - Mandatory Question for all roles within Council

	Statement - Greater Dandenong City Council has zero tolerance for child abuse and is committed to creating and maintaining a child safe organisation where protecting children and preventing and responding to child abuse is embedded in the everyday thinking and practice of all employees, contractors and volunteers.  Keeping children safe is everyone's responsibility. 



	Question(s):
	Click here to view sample Child Safety questions


	Expected Response:


	Demonstrates understanding of Councils Child Safe obligations, including action required to meet this commitment within scope of their role. (Note: include level of proficiency required e.g., advanced, fully proficient, developing or starting out)


	Interview notes from applicant response:
	

	Rating (please tick):

	Advanced - 4

Applies the capability intuitively to deal with complex organisational issues

Is seen as a key resource in the organisation and coaches and mentors’ others in the application of the capability
	Fully Proficient - 3

Can apply the capability independently in a range of situations including in unpredictable and changing environments

Understands how some policies and procedures can be adapted so the capability can be fully demonstrated
	Developing - 2

Can apply the capability to own work with limited guidance and support and within standard working policies and procedures

Demonstrates an understanding of how the capability can enhance their work and that of immediate team members
	Starting out -1

Demonstrates an understanding of the key principles on which this capability is

based

Often requires assistance and support in applying the capability to their own role even in stable and predictable situations
	Not yet 
demonstrated – 0


	Privacy Legislation & Surveillance - Optional question for relevant roles

	NOTE: At recruiters’ discretion, the following question may be required where the successful applicant will be required to use technology that has the capacity to track and/or surveil.  (Can include but is not limited to the use of hand held technology, GPS including vehicles or equipment which has GPS installed even if not turned on).  These requirements form part of Council’s compliance with Privacy Legislation and the Surveillance Devices Act.  If you have any questions regarding this, please contact Organisational Development on 8571 5136.
Statement: Council is focused on continuous improvement and workplace safety.  As such, from time to time, Council trials or implements existing and new technologies, for example automatic vehicle location through GPS, mobile computing/telephones, security cameras and swipe card access systems [delete any examples which are not relevant].  Council’s Code of Conduct and other policies set out many of the ways in which Council uses technology in the workplace. 


	Question(s):
	Include the appropriate question/s:
1. This role involves the use of vehicles, plant and equipment fitted with an operational tracking device.  [Expand to explain what equipment is used now and what may be used in the future]

Optional - You would be entitled to private use of the vehicle, plant or equipment and where practicable would be permitted to turn off the relevant tracking system before and after working hours]. Would you have any issues or concerns with this tracking technology?

2. The role involves the use of a hand-held device to [insert use], which also contains operational tracking technology. Would you have any issues or concerns with this tracking technology?
If relevant: Can you tell us more about your issues or concerns? 

There may be an opportunity to discuss the candidates concerns and reassure them to the point that they are prepared to accept Council’s use of the relevant technology.


	Expected Response:


	(Note: include level of proficiency required e.g., advanced, fully proficient, developing or starting out)


	Interview notes from applicant response:
	

	Rating (please tick):

	Advanced - 4

Applies the capability intuitively to deal with complex organisational issues

Is seen as a key resource in the organisation and coaches and mentors’ others in the application of the capability
	Fully Proficient - 3

Can apply the capability independently in a range of situations including in unpredictable and changing environments

Understands how some policies and procedures can be adapted so the capability can be fully demonstrated
	Developing - 2

Can apply the capability to own work with limited guidance and support and within standard working policies and procedures

Demonstrates an understanding of how the capability can enhance their work and that of immediate team members
	Starting out -1

Demonstrates an understanding of the key principles on which this capability is

based

Often requires assistance and support in applying the capability to their own role even in stable and predictable situations
	Not yet 
demonstrated – 0


Copy and paste additional questions using the above template if required 

Interview Close

1. Ask if the applicant has any questions – please record applicant questions below
	


2. Are Referee details provided? If not invite candidate to provide them.  Please also advise applicants that referees may be contacted
3. Advise the applicant that we will require proof of qualifications, WWC Check, Police Check, Drivers Licence, etc (if they weren’t brought to the interview)

4. Describe the next steps in the process, i.e., when a decision will be made, when the successful applicant is likely to commence, etc

Administration

Transfer the ratings of each Panelist to the Selection Grid. This completed guide must be attached to the Recruitment List and returned to Organisational Development.
	 

	Statement: Council has identified 8 core organisational capabilities (known as our Capability Framework) that help us all understand what behaviours, skills and knowledge is needed now and into the future to succeed in our current and to develop into future roles. For this role, a particularly relevant capability is ‘Relationship Management’. This next question/s is/are designed to gather information about the capability.  

“Relationship Management - Develops and maintains strong and enduring relationships with colleagues and/or external stakeholders which are built on mutual respect and commitment. Ensures that all people are treated with dignity and respect regardless of gender, ethnicity, religion, or sexual orientation.”

	Question(s):
	Give us an example of a time when you have not been able to build a successful relationship with a member of your team. What was that person’s relationship to you? What did you try to improve the relationship? Why did your efforts fail?



	Expected Response:


	“Demonstrates respect for the wide range of views and perspectives that are

· expressed in their teams

· Contributes effectively to team meetings

· Demonstrates commitment to team decisions

· Demonstrates respect for other team members”

Minimum requirement for this position – “developing”

	Interview notes from applicant response:
	

	Rating (please tick):

	Advanced - 4

Applies the capability intuitively to deal with complex organisational issues

Is seen as a key resource in the organisation and coaches and mentors’ others in the application of the capability
	Fully Proficient - 3

Can apply the capability independently in a range of situations including in unpredictable and changing environments

Understands how some policies and procedures can be adapted so the capability can be fully demonstrated
	Developing - 2

Can apply the capability to own work with limited guidance and support and within standard working policies and procedures

Demonstrates an understanding of how the capability can enhance their work and that of immediate team members
	Starting out -1

Demonstrates an understanding of the key principles on which this capability is

based

Often requires assistance and support in applying the capability to their own role even in stable and predictable situations
	Not yet 
demonstrated – 0
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