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CORE CAPABILITY FRAMEWORK / REACH / CHILD SAFETY
SAMPLE INTERVIEW & REFERENCE CHECK QUESTIONS
Contents
This guide contains sample interview and reference check questions which can be used to support recruitment and selection to Council of team members and team leaders (anyone with at least one direct report). The questions are based on Council’s Core Capability framework and REACH Characteristics, and include child safety interview and reference check questions, given that the Council is a child safe organisation.

There are separate capabilities for Managers and Executives. Interview and reference questions for this level of position are not given in this guide recognising these positions are generally recruited using a different process. OD can provide assistance in these recruitment processes.

Council’s organisational capabilities define the behaviours, skills and knowledge our people need to succeed, and the personal qualities and professional abilities we all need to do our jobs well. In effect, capabilities are the ‘how’ we perform our tasks. 

The capability framework supports the building of our people’s capabilities and complements our REACH values, position specific skills and our desired workplace culture.  It is intended that organisational capabilities and REACH are considered inherent requirements of every position that is recruited for.  These characteristics and capabilities are at least as important as the position specific skills for which you are considering.  

Application
You should ask all candidates questions about Council’s capabilities framework and REACH values during your recruitment and selection activities. These questions are equally as important as position specific skills such as technical knowledge or position specific skills.   

You are free to modify these questions or develop your own behavioural questions as necessary, Behavioural interview  and reference questions ask for particular examples to demonstrate how the person has acted in the past with a view to predict how they are likely to act in the future.  
Please contact OD for guidance or support on how to conduct behavioural interviewing.

Child Safety

Keeping children safe is everyone’s responsibility, regardless of the position held within Council.  

You should carefully assess the application before progressing to the interview stage. Look out for any red flags that you will need to ask about in the interview. These could include unexplained gaps in work history, inconsistencies in the information provided, or things that do not sound quite right. Try to get a sense of the values of an applicant to help assess their suitability (values-based interviewing). 

Important areas to ask about include: 
• why they want to work or volunteer with children
• their understanding of children’s physical and emotional needs 
• past misconduct or offences 
• their understanding of professional boundaries between adults and children 
• attitudes to children’s rights and how they can be upheld 
• understanding of, or willingness to learn about, the importance of cultural safety for Aboriginal children 
• understanding of, or willingness to learn about the diverse needs of children 
• whether their values and past behaviour align with a commitment to child safety and zero tolerance of child abuse and harm.

Including a young person on the panel can help you get a different perspective and can provide a real opportunity for children to actively participate and have a say about decisions that impact them.  Of course, this would require appropriate parental consent and ensuring all Working with Children Check requirements are met.

Conduct a second interview if you are not sure which person you want to appoint or have some doubts about a candidate. You may want to have a more informal discussion in the second interview encouraging more free-flowing conversation and exchange of ideas so you can better get to know people.

Failing to properly check references can compromise child safety. Checking references allows you to confirm the applicant’s information and explore any concerns you might have about their responses. You should request that one referee is the applicant’s current supervisor and has observed their interactions with children. A current assessment of their performance is invaluable.
Council does not accept written references. If you are provided with a written reference, contact the referee to verify. 

You should ask the referee direct questions that assess the applicant’s suitability to work with children. How the referee answers these questions can lead to further discussion to flesh out anything that needs more explanation.  
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	Relationship management

	[bookmark: _Hlk113434082]Description
	Capability requirements at this level
	Sample interview questions

	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.
	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
	Please tell us about a time when you have actively supported diversity within a team that you were a member of.
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?
Describe a time when you were able to establish rapport with a person that others might consider ‘difficult’.
Think about a time you had to adapt to a wide variety of people by accepting/understanding their perspective. What was the outcome? What did you learn?
Describe a situation where you needed to persuade someone to see things your way. What steps did you take? What were the results?
Give us a specific example of a time when you had to address an angry customer.  What was the situation? What was the outcome? What was the specific action(s) you took to diffuse the situation?
Think about a time when you had to adapt to a wide variety of people by accepting/understanding their perspective. What was the outcome? What did you learn?
Tell us about a recent time you had to take someone’s cultural perspective into account when interacting with them. How did you know what their expectations would be? How did you behave differently to meet these expectations? What was the outcome?




	Planning and organising

	[bookmark: _Hlk113434299]Description
	Capability requirements at this level
	Sample interview questions

	Thinks from a wholistic perspective and sees the patterns in the complex relationships that exist between the different parts of the organisation.  Uses these insights to ensure that the organisation’s human, physical and financial resources are effectively used in the achievement of the organisation’s, team’s or the role’s agreed priorities.
	Is able to explain the relationship between own work activities and the goals and objectives of the team
Prioritises work based on the needs of the team
Shares relevant information as and when appropriate
Consistently does her/his share of the work
	Please describe to us what steps you have taken to ensure you understand how the work you are carrying out relates to the goals and activities of the team you work in. 
Tell us about a time when, without prompting from someone else, you have adjusted your own work priorities to ensure the team goals or objectives were met.
Tell us about a time when you had to adjust your working style to that of a colleague’s in order to successfully complete a project or achieve your objectives.
Give us an example of when you took personal responsibility for learning what others in your team were responsible for to ensure that your work fit in with the goals and objectives of your broader team?
Share with us an example that demonstrates what strategies, actions or tools you use to make sure your organisation and planning is effective.
Describe a time when you have been assigned work on top of an already full workload? What was the situation? What did you do manage the situation? Were you able to complete all of the assigned work successfully?
Tell us about a deadline that you have failed to meet. What lead to the missed deadline? What did you fail to do? Were there any repercussions? What did you learn?
What is an example that demonstrates to us that you are someone who consistently supports and assists others in the team by doing your share of the work to be done?
Briefly describe several situations where you shared your technical or specialised knowledge or skill with others? What prompted you to share? How did you share it? What were the results?
This role needs you to plan your tasks each day in order to meet deadlines. Give us an example of when you have been responsible for planning your own time to get work done by a set timeframe? How did you do this? How did you manage situations where you were unable to meet a deadline or commitment?




	People development

	Description
	Capability requirements at this level
	Sample interview questions

	Demonstrates a deep commitment to ongoing learning and development as fundamental to the organisation’s sustained success and to the realisation of the potential of its people.
	Is active in identifying opportunities for ongoing growth and development
Seeks feedback with a view to personal and professional development
Looks for opportunities to grow skills and knowledge
Is proactive in managing own career development
	Describe an example of showing someone how to do a new task. What did you specifically do to ensure they understood what was required?
Tell us about some times when you have taken personal responsibility and taken steps to improve your personal capability at work.
Talk through three things that you have learned about yourself in the last year that are relevant to the way you work. How did you go about learning this information? Describe a time when you used or applied this new information.
Tell us about one ‘stretch’ goal that you have set for yourself and that you successfully achieved.  What was the goal? What steps did you personally take to help you achieve the goal? Who else did you involve in helping you grow your skills and knowledge?
Give us a specific example that will demonstrate to us that you are someone who takes personal responsibility for seeking feedback about your personal and professional development.
Please briefly describe the steps you have taken to manage your own career development to the point that you now have the knowledge and skills appropriate for this role. 
Tell us about a time you received some feedback that really hit home to you and resulted in a positive change. What was the feedback? Who gave you the feedback? What was your reaction? What did you do as a result?
Tell us about a time when you were made aware of, or discovered for yourself, a problem in your work performance. What was your course of action? What was the situation? What do you believe caused the problem?

	Future focused orientation

	Description
	Capability requirements at this level
	Sample interview questions

	Is keenly aware of the social, political, economic and technological trends that impact the global and local environments and ensures these are factored into the work of individuals, teams or the organisation to deliver on the needs and expectations of the Council and the community it serves
	Incorporates key issues impacting the broader environment into the way they undertake their work
Responds flexibly to change
Shows resilience in times of change
Seeks support during times of uncertainty
	· What aspects of your work have contributed to the strategic direction of the organisation in which you were working? How did you make the links between your achievements and strategy?
· Tell us about a time when you were working on an important task or project and the parameters (scope, timeframe, specifications) changed significantly and suddenly. What did you do? What was the result?
· Tell us with an example, what you do to remain aware of internal and external factors that might impact the way you do your work? 
· Please share with us what you personally do to keep your job knowledge current with the ongoing changes in the organisation or industry
· Tell us about a situation in which you have had to adjust to changes over which you had no control. How did you react? How did you handle it?
· Describe a time when you altered your own behaviour to fit in with a work situation
· Describe a situation where you became aware of an external trend (social, political, economic or technological) and based on your own research, used your knowledge to benefit the organisation or improve your role.
· Tell us about a time when you were working on an important task/project and the parameters (scope, timeframe, specifications) changed significantly and suddenly. What did you do? What were the results 
· Tell us about a time when you needed to maintain your efforts and support others during a period of change. Why was it important? What did you do to maintain your efforts? What specific actions did you take to support others?
· Give us an example that demonstrates how you respond to change in the workplace. Please share what the change was, what your initial reaction was, what your role was during the change and what the eventual outcome was for you

	Outcome orientation

	Description
	Capability requirements at this level
	Sample interview questions

	Demonstrates a strong commitment to a high-performance culture by constantly striving for high quality customer service outcomes and accepting responsibility for outcomes within their control
	Demonstrates a willingness to take informed risks in solving client issues
Ensures tasks are consistently completed to the required standard
Responds promptly and appropriately to requests for service
Consistently follows established practices and procedures
	· Give us an example of when you have been responsible for meeting a tight deadline but also ensuring the detail / quality of a task was 100% right. What was the task/project? How did you make sure the result met the required standards? How did you manage the competing priorities (e.g deadline vs quality)?
· Give us an example of when you have had to compromise on the quality or the detail of a task in order to meet a deadline. What was the situation and what did you do? What was the outcome?
· Describe a time your suggestion led to an improvement of the work of your team
· What is the riskiest decision you have taken in your work life? What was the decision? Why was it risky? What was the outcome?
· Give an example of a time that you felt it necessary to work outside of an established practice or procedure. Why did you feel you couldn’t follow procedure? What was the situation? Who did you advise?
· Give us an example of when you took a risk to achieve a goal. What was the situation? What was the level of risk involved? What was the outcome?
· Tell us about the most challenging or difficult client/customer program you have faced. How did you resolve it in order to keep the client happy?
· Tell us about a time you did not respond to a request for service as you should have. Why were you unable to do so? What was the outcome? Who was affected?
· Tell us about a situation where you did not complete a task to the required standard. Why were you unable to do so? What was the outcome? Who was affected?
· Give us an example of when you have broken out of the routine, standardised way of doing things in order to successfully complete a task. 

	Service focus

	Description
	Capability requirements at this level
	Sample interview questions

	Ensures there is a focus on delivering work priorities to agreed quality and timeliness standards
	Is friendly and responsive to clients/customers
Strives to deliver quality client/customer outcomes
Deals with client/customer issues with concern and a sense of importance
	· Briefly describe several situations in which you shared your technical knowledge or skill with others. What prompted you to share? How did you share it, and what were the results?
· Describe a situation in which you had to arrive at a compromise or help others to compromise to deliver a work priority. What was your role? What steps did you take? What was the result?
· Give an example of how you worked effectively with people to accomplish an important result within a tight timeframe.
· Tell us how you keep track of work so that it gets done on time and at a quality standard?
· Please describe the process you use to set and deliver on goals.
· Describe, using an actual example, how you keep others in your team or who are relying on you to keep informed about what you expect or need from them.  
· What performance standards do you have for yourself or your team? How have you communicated them?
· Describe a time when you delivered a successful outcome when you did not have the full background or facts available to hand.  

	Self-management

	Description
	Capability requirements at this level
	Sample interview questions

	Demonstrates self-awareness through understanding own responses to a range of situations as well as understanding the impact their behaviour has on others
	Accepts personal responsibility for outcomes within their control
Demonstrates the ability to regulate and adapt behaviour according to the circumstances and the audience
Seeks out feedback with the purpose of reflecting on work performance with a view to self-improvement
Models Greater Dandenong’s ethical and organisational standards
Acts decisively during times of ambiguity and pressure
	· Tell us about a time that you have received some surprising or negative feedback. What was the situation? How did you respond at the time? What did you do as a result of the feedback?
· Give us an example of when you have demonstrated one of your employer’s values at work.  What were/are the values? What value did you demonstrate?
· Describe how you have contributed to the culture of previous teams or group, please describe the culture 
· Discuss a time when your integrity was challenged. How did you handle it? 
· Talk us through the three most important things you have learned about yourself in the last year that are relevant to the way you work. How did you learn this information? Describe a time when you have successfully applied this learning to your work.
· Tell us about the most recent time you sought feedback to enable you to reflect on your work performance. In your answer, please tell us what improvements you saw as a result.
· Tell us about a time when you had to adjust to a colleague’s working style in order to complete a project or achieve your objectives
· Describe a situation in which you were able to effectively “read” another person and guide your actions by your understanding of their needs and values.
· Tell us about a time when you had difficulty convincing others to accept your ideas. What was your approach? Did it work?
· Tell us about a recent job or experience that you would describe as a real learning experience? What did you learn from the job or experience?
· Tell us about a time when your supervisor gave you negative feedback about your work performance or conduct. How did you respond?
· Tell us about a demanding situation where you managed to remain calm and composed and a successful outcome was achieved. What was the situation? Who else was involved? What was the outcome?
· When you have been made aware of, or have discovered for yourself, a problem in your work performance, what was your course of action? Can you give an example?

	Safety, health, and wellbeing

	Description
	Capability requirements at this level
	Sample interview questions

	Ensures that the safety, health and wellbeing of employees, contractors, service users and councillors is at the heart of the organisation’s culture and the way work is organised and services delivered
	Actively participates in discussions and activities aimed at improving safety, health and wellbeing
Takes responsibility for the personal safety, health and wellbeing of self and immediate others
Supports and encourages colleagues to actively participate in safety, health and wellbeing initiatives
	· Give us an example of a time when you have taken personal responsibility to ensure yours or others health and wellbeing in a work situation? What was the situation? What action did you take? What was the outcome?
· Please tell us who is responsible to ensure you and others remain healthy and safe at work.
· Giving an example, tell us about a situation where you noticed a health, safety or wellbeing issue in the workplace? How did you handle that situation?
· Describe a time that you have felt unsafe at work. What steps did you take in response? 
· What is one thing you have done that will demonstrate you are an active participant in improving health and wellbeing in the workplace.
· Can you please describe anything you have done as part of your role to contribute to the safety of children?
· Tell us about a time you interacted with children as part of your work? In what ways did you consider and demonstrate commitment to the health, safety and wellbeing of the child as part of these interactions?

	Child Safety

	Description
	Capability requirements at this level
	Sample interview questions

	Demonstrates an alignment with a commitment to child safety and wellbeing and the prevention of child abuse and harm. 
	· Understands professional boundaries between adults and children 
· Understands or is willing to learn about the importance of cultural safety and the diversity of needs
· Demonstrates that their values and past behaviour align with a commitment to child safety and zero tolerance of child abuse and harm 

	· Council has a commitment to child safety. How do you see your role supporting that commitment?
· Have you ever worked in an organisation with a child safety policy or child safe code of conduct? How did you uphold those expectations in your role?
· How would you respond if you saw or heard a colleague making inappropriate comments or behaving unprofessionally around children, even if it seemed like a joke?
· What would you do if a child or young person in a Council facility appeared distressed, and you weren’t sure what was going on?
· If a colleague disclosed a child safety concern to you informally, what would your next steps be?
· Can you please describe anything you have done as part of your role to contribute to the safety of children? 
· Tell us about a time you interacted with children as part of your work? In what ways did you consider and demonstrate commitment to the health, safety and wellbeing of the child as part of these interactions?
· Please list your experiences (if any) working with children and young people, or with organisations that work with children and young people. This can be in your professional and personal life (including volunteer roles such as sporting roles). 
· Please give examples of what you would consider to be appropriate and inappropriate conduct between an adult and a child or young person.
· What would you do if you thought a colleague was acting inappropriately with a child?
· How would you describe your approach to engaging with children and young people? 
· Can you tell us about a time you had concerns for the safety of a child. What did you do to address this? 
· What do you find rewarding and what do you find challenging working with children/young people? 
· A colleague, who is great with children, has told you that they take pictures of them while at the centre and send them to their parents using their phone. How would you respond?
· Your co-worker has just strongly disciplined a child for what you believe to be a minor matter. How do you deal with it?




Team Member - Reference Check Questions

	[bookmark: _Hlk113862370]Relationship management

	Sample questions

	· At what level would you say XX was operating at in terms of their support of, and commitment to, managing relationships in the workplace? Advanced, fully proficient, developing, starting out. Why?
· What are XX’s strengths in relationship management and what areas could be improved?
· What does XX do to seek and understand and accept others’ perspectives in order to maintain effective work relationships?
· What ways have you witnessed XX readily accept and then commit to team decisions regardless of their personal opinion of the decision?  
· Please comment on how XX works with others to achieve an outcome/deliverable? How does XX influence such outcomes?
· 

	[bookmark: _Hlk113863228]Planning and organising

	Sample questions

	· Would you say XX is ‘advanced’, ‘fully proficient’, ‘developing’ or ‘starting out’ in terms of their proficiency at planning and organising their work? Advanced, fully proficient, developing, starting out? Why?
· What are XX’s strengths in planning and organising? What opportunities exist for improvement? 
· How would you characterise XX in terms of setting priorities, and follow through?
· Is XX typically more effective when they are able to concentrate on fewer tasks or when they are juggling many projects at once?
· Please comment on XX’s approach to meeting specific timelines for high priority deliverables.

	People development

	Sample questions

	· Would you say XX was ‘advanced’, ‘fully proficient’, ‘developing’ or ‘starting out’ in terms of their proficiency at planning and organising their work? Advanced, fully proficient, developing, starting out?
· What evidence can you share that demonstrates XX’s commitment to self-development and taking accountability for own growth?
· Can you talk to how XX has gone about developing themselves over the past 6 months?
· Please detail/comment on how XX has grown in the time you have worked with them. Specifically, what contributed to this growth?
· Please detail how XX broadens their outlook beyond current knowledge and experience?

	Future focused orientation

	Sample questions

	· Can you detail examples of where XX has had to make recommendations based on their own research? I’m particularly interested in the process they undertook.
· Please comment on XX’s decision making, specifically how they go about making decisions and taking action on their decisions
· Can you comment on XX’s contributions to process improvements in the workplace. Specifically, examples that might demonstrate XX seeks improvement opportunities and acts to implement improvement
· Please describe how XX typically reacts to change in the workplace.

	Outcome orientation

	Sample questions

	· Would you say XX was ‘advanced’, ‘fully proficient’, ‘developing’ or ‘starting out’ in terms of their proficiency at planning and organising their work? Advanced, fully proficient, developing, starting out?
· Please describe XX’s approach to finding solutions to problems. Can you give a specific example?
· Would you say that XX takes personal responsibility for their own actions and outcomes and why do you hold that view?

	Service focus

	Sample questions

	· Would you say XX was ‘advanced’, ‘fully proficient’, ‘developing’ or ‘starting out’ in terms of their proficiency at planning and organising their work? Advanced, fully proficient, developing, starting out?
· What is your experience of XX in terms of honouring personal commitment to promises and obligations? Please provide examples.
· How would you describe XX in working with people with different views and perspectives?
· How would you describe XX’s commitment to providing a quality service?

	Self-management

	Sample questions

	· Would you say XX was ‘advanced’, ‘fully proficient’, ‘developing’ or ‘starting out’ in terms of their proficiency at planning and organising their work? Advanced, fully proficient, developing, starting out?
· How have you observed XX holding themselves and others accountable?
· How does XX approach team/group interactions where there is disagreement on issues within the team?
· When XX expresses ideas and opinions on something they believe in quite strongly, how would you characterise their approach?
· Based on your understanding of XX, what environment do you believe XX would excel in. Please outline your reasoning
· Describe how XX faces and responds to setbacks and challenges

	Safety, health and wellbeing

	Sample questions

	· Would you say XX was ‘advanced’, ‘fully proficient’, ‘developing’ or ‘starting out’ in terms of supporting health and safety efforts at work? Advanced, fully proficient, developing, starting out?
· What would best characterise XX’s understanding of risk in relation to their work?
· Please describe your observations about XX’s attitude towards workplace health and safety?
· In your experience, was XX someone who complied with health and safety procedures and practices around health and safety in the workplace and why? 
· Have you observed XX interacting with children? Can you describe the types of relationships and interactions X has had with children? 
· Would you have any concerns about XX working directly with children? Why/Why not?
· What evidence can you share with us to demonstrate that XX is someone who you were comfortable to work alone with children?  
· Can you give us an example of a time when you observed the applicant responding to a child’s challenging behaviour?
· In your experience supervising XX, were there any disciplinary matters relating to XX’s adherence to the organisation’s Code of Conduct? What was the situation?

	Child Safety 

	Sample questions

	· What level of contact has XX had with children in their role? 
· Have you observed XX interacting with children and/or managing the behaviour of children? Can you describe the types of relationships and interactions X has had with children? 
· Do you have any concerns about XX working directly with children? Why/Why not?
· Can you share with me any concerns you have about xx working with or around children?
· Can you give us an example of a time when you observed the applicant responding to a child’s challenging behaviour?
· On a scale of 1 to 10, are you comfortable knowing XX might sometimes be working alone with children? Why did you give the rating you did?
· Did you have any disciplinary matters relating to the applicant or concerns about their adherence with the organisation’s Code of Conduct? Please describe them.
· Would you employ them again? Why/Why not?
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	Relationship management

	Description
	Capability requirements at this level
	Sample interview questions

	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.
	Ensures a wide range of views and opinions are encouraged and valued
Builds strong and trusting relationships with team members and across the directorate
Seeks to achieve outcomes that are beneficial to all stakeholders
Demonstrates high levels of integrity and teamwork in all relationships
	Tell us about a time when you went above and beyond to help others achieve their goals. What did you personally do and what was the result?
What can you share with us to demonstrate how you go about seeking and valuing a wide range of views and opinions?
Give us an example of a time when you have not been able to build a successful relationship with a person critical to your success as a leader.  What was that person’s relationship to you? What did you try to  improve the relationship? Why did your efforts fail?
Tell us about a time when you have had to ensure people maintain ethical standards and integrity within the team.
Share an example with us of when you have had to deal with a breach of organisational values. How did you manage it? What was the outcome?
Describe a situation where you had conflict between team members or an employee and a customer. What did you do to help resolve the conflict and what was the outcome?
Tell us about a work relationship of yours that started off poorly but ultimately became a strong and enduring one. What are the steps you personally took to build and nurture the relationship?
Please describe a situation where you had to personally intervene to improve a poor workplace relationship. Why did you need to become involved? What was the process you took? What was the outcome?
Tell us a time when you have called out inappropriate behaviour in a workplace setting. What was the situation? What was the result?
Please give us an example that demonstrates how you have personally encouraged and fostered diversity within a team or group.
Think about a time you had to adapt to a wide variety of people by accepting/understanding their perspective. What was the outcome? What did you learn?
Describe a situation where you needed to persuade someone to see things your way. What steps did you take? What were the results?
Think about a time when you had to adapt to a wide variety of people by accepting/understanding their individual differences or background. What was the outcome? What did you learn?
Tell us about a recent time you had to take someone’s cultural perspective into account when interacting with them. How did you know what their expectations would be? How did you behave differently to meet these expectations? What was the outcome?
Tell us about a time you had to bring in a new team member who was different to the others (or form a new team with members from diverse backgrounds). What did you do to ensure successful integration and continued success of the team? What challenges did you face?
Give an example of a time that you felt it necessary to work outside of an established practice or procedure. Why did you feel you couldn’t follow procedure? What was the situation? Who did you advise?

	Planning and organising

	Description
	Capability requirements at this level
	Sample interview questions

	Thinks from a wholistic perspective and sees the patterns in the complex relationships that exist between the different parts of the organisation.  Uses these insights to ensure that the organisation’s human, physical and financial resources are effectively used in the achievement of the organisation’s, team’s or the role’s agreed priorities.
	Ensures that team members are able to see the connections between the work of the team and the broader organisational context
Actively engages team members in the development of realistic plans to deliver work unit priorities
Allocates work unit resources to achieve desired results
Takes corrective action as required when concerns have been identified
	Please share with us a specific example of when you have completed something against the odds and the process you took to get it done.
Tell us about a time when you delegated an important task/project to the wrong person. What happened? Why did it happen? What did you learn?
What kind of tasks/projects do you delegate? How do you monitor progress and manage the accountability for the outcome?
What example can you share with us that demonstrates your ability to successfully deliver important team outcomes when faced with conflicting needs and priorities within your team.
What methodology do you use to track and measure your own work performance against targets and measures?
What methodology do you use to track and measure the performance of team members against team goals and strategy?
Give an example of when you were responsible for leading a team, or group of people, to reach consensus on an action plan or work strategy. What techniques did you use to reach agreement or consensus? How did you get all team members involved in the planning process?
Using an example, tell us how you determine what is a reasonable amount of time for a task? What methodology, if any, do you use? 
Please describe to us what steps you have taken to ensure you understand how the work you are carrying out relates to the goals and activities of the team you work in. 
Tell us about a time when, without prompting from someone else, you have adjusted your own work priorities to ensure the team goals or objectives were met.
Tell us about a time when you had to adjust your working style to that of a colleague’s in order to successfully complete a project or achieve your objectives.
Tell us about a time when you were working on an important task or project and the parameters (scope, timeframe, specifications) changed significantly and suddenly. What did you do? What was the result?
Describe a time when you have not only been responsible for leading a team of people but for also doing the same job as your team members? How did you juggle/balance your time? What challenges did this present and how did you overcome these? If you were in the same situation, what would you now do differently?
Describe a time when you have been assigned work on top of an already full workload? What was the situation? What did you do manage the situation? Were you able to complete all of the assigned work successfully?
Tell us about a deadline that you have failed to meet. What lead to the missed deadline? What did you fail to do? Were there any repercussions? What did you learn?
Talk us through the process you undertook to delegate and assign tasks and actions to others.
What is an example that demonstrates to us that you are someone who consistently supports and assists others in the team by doing your share of the work to be done?
Briefly describe several situations where you shared your technical or specialised knowledge or skill with others? What prompted you to share? How did you share it? What were the results?




	People development

	Description
	Capability requirements at this level
	Sample interview questions

	Demonstrates a deep commitment to ongoing learning and development as fundamental to the organisation’s sustained success and to the realisation of the potential of its people.
	Encourages people to undertake ongoing professional and personal development
Uses reflection as a key tool for ongoing development and organisational improvement
Uses transformational leadership practices to engage and grow the capabilities of team members
Regularly gives and receives constructive feedback
Communicates with staff in a positive and proactive manner
	Briefly describe several situations in which you shared your technical knowledge or skill with others. What prompted you to share? How did you share it, and what were the results?
Tell us about a time when a direct report or colleague became more successful as a result of your assistance/coaching.
How do you identify development needs in the team you lead? What do you do to ensure those needs are addressed?
Tell us about some times you have taken personal responsibility and taken steps to improve your personal capability at work.
Talk us through a time when you identified potential in another person and actively sought to build that person’s capability and confidence? What was the outcome?
Talk through three things that you have learned about yourself in the last year that are relevant to the way you work and this leadership role. How did you go about learning this information? Describe a time when you used or applied this new information.
Tell us about one ‘stretch’ goal that you have set for yourself or team member(s) and that were successfully achieved.  What was the goal? What steps did you personally take to help achievement of the goal? Who else did you involve in helping you grow your skills and knowledge?
Give us a specific example to demonstrate to us that you are someone who takes personal responsibility for your personal and professional development.
Please briefly describe the steps you have taken to manage your own career development to the point that you now have the knowledge and skills appropriate for this role. 
Tell us about a time you received some feedback that really hit home to you and resulted in a positive change. What was the feedback? Who gave you the feedback? What was your reaction? What did you do as a result?
Tell us about a time when you were made aware of, or discovered for yourself, a problem in your work performance. What was your course of action? What was the situation? What do you believe caused the problem?
What is the most difficult or unpopular decision you had to make because of its impact on the team? How did you manage the fall-out/resistance and what was the result?
Tell us when you have initiated and led a team building and development process.

	Future focused orientation

	Description
	Capability requirements at this level
	Sample interview questions

	Is keenly aware of the social, political, economic and technological trends that impact the global and local environments and ensures these are factored into the work of individuals, teams or the organisation to deliver on the needs and expectations of the Council and the community it serves
	Monitors the broader environment to understand the impact of emerging trends on the work of the team
Identifies changes to systems and processes that will lead to the effective implementation of organisational change initiatives
Encourages others to recognise and value the inevitability of change in organisations
Assists the team to adapt to a constantly changing environment by communicating change information honestly, empathetically and in a time manner
	· What systems have you put in place to manage and monitor the work of your team? Describe a time where the systems identified a problem and how you handled the situation.
· How do you translate organisational goals into goals and objectives for your team? Give me a specific example and describe the process you used.
· Give us an example when you persisted with a course of action despite facing resistance or obstacles. What were the obstacles and how did you overcome them? Why was it important that you persisted?
· Tell us with an example, what you do to remain aware of internal and external factors that might impact the way you do your work? 
· Please share with us what you personally do to keep your job knowledge current with the ongoing changes in the organisation or industry
· Tell us about an important change you initiated and lead. What challenges did you face? How did you overcome these? What did you learn about yourself?
· Tell us about a time you saw an opportunity to improve team efficiencies and performance and actively pursued that opportunity. What change management process did you employ?
· What is an example of an unpopular change you were responsible for implementing? How did you management the process? How did you communicate the change to your team?
· Tell us about a situation in which you have had to adjust to changes over which you had no control. How did you react? How did you handle it?
· Describe a time when you altered your own behaviour to fit in with a work situation
· Describe a situation where you became aware of an external trend (social, political, economic or technological) and based on your own research, used your knowledge to benefit the organisation or improve your role.
· Tell us about a time when you needed to maintain your efforts and support others during a period of change. Why was it important? What did you do to maintain your efforts? What specific actions did you take to support others?
· Give us an example that demonstrates how you respond to change in the workplace. Please share what the change was, what your initial reaction was, what your role was during the change and what the eventual outcome was for you

	Outcome orientation

	Description
	Capability requirements at this level
	Sample interview questions

	Demonstrates a strong commitment to a high-performance culture by constantly striving for high quality customer service outcomes and accepting responsibility for outcomes within their control
	Creates opportunities for people to come together to creatively address issues facing the team and the clients they serve
Sets short-term goals with the team for the team to achieve agreed objectives
Tracks progress against job expectations and makes adjustments as required
Sets challenging goals that will deliver superior results
	· What example can you share with us that demonstrates your ability to support your team to successfully deliver important team outcomes when faced with conflicting needs and priorities?
· How do you manage risk in your team? Give an example when you had to step in to manage the risk of the work of one of your team members. What was it an issue and what was the result?
· Describe your process of setting long and short-term goals for your team.
· Describe a situation where you have had to translate a broad or general directive from senior management into individual performance expectations. How did you do this and what were the results?
· Tell us about a time when you had to lead a project or move something forward and you didn’t have all the information or everything you needed to move it forward.
· What is an example that demonstrates how you bring people together to creatively address issues.
· Give us an example of when you have had to compromise on the quality or the detail of a task in order to meet a deadline. What was the situation and what did you do? What was the outcome?
· What methodology do you use to track your team’s progress against expectations or key result areas? What is an example of a time that you needed to adjust the program because progress wasn’t proceeding as planned?
· Tell us the most challenging, yet ultimately successful, goal you have set for a team. What was the goal? Why was it needed? What was the outcome?
· Tell us about the most challenging or difficult deliverable you were responsible for meeting? Did you manage to successfully deliver it? Why/Why not?
· Tell us about a situation where you did not complete a task to the required standard. Why were you unable to do so? What was the outcome? Who was affected?

	Service focus

	Description
	Capability requirements at this level
	Sample interview questions

	Ensures there is a focus on delivering work priorities to agreed quality and timeliness standards
	Demonstrates commitment to quality client/customer service
Maintains regular customer communication to ensure mutual expectations are clear
Responds appropriately to client/customer requests and/or complaints
	Tell us about a time you did not respond to a request for service as you should have. Why were you unable to do so? What was the outcome? Who was affected?
Describe a situation in which you had to arrive at a compromise or help others to compromise to deliver a work priority. What was your role? What steps did you take? What was the result?
Give us an example of how you had to negotiate for resources for your team to enable customer expectations were met. How did you go about the negotiation and how you determined whether it was successful?
Describe a situation where you had to question the generally accepted status quo within a team to improve the delivery of service to customers. How did you challenge that? How did the team respond? What was the outcome?
Give us an example of a time when a client/customer had unrealistic expectations of you and your team. What did you do to resolve the issues?  

	Self-management

	Description
	Capability requirements at this level
	Sample interview questions

	Demonstrates self-awareness through understanding own responses to a range of situations as well as understanding the impact their behaviour has on others
	Accepts personal responsibility for outcomes within their control
Demonstrates the ability to regulate and adapt behaviour according to the circumstances and the audience
Seeks out feedback with the purpose of reflecting on work performance with a view to self-improvement
Models Greater Dandenong’s ethical and organisational standards
Acts decisively during times of ambiguity and pressure
	· Tell us about a time that you have received some surprising or negative feedback. What was the situation? How did you respond at the time? What did you do as a result of the feedback?
· Give us an example of when you have demonstrated one of your employer’s values at work.  What were/are the values? What value did you demonstrate and how?
· Describe how you have contributed to the culture of a previous team or group. Please describe the culture and your contribution.
· Discuss a time when you accepted personal responsibility for a team or individual outcome within your control. 
· Describe a time when you altered your behaviour to fit a particular situation
· Talk us through the three most important things you have learned about yourself in the last year that are relevant to the way you work. How did you learn this information? Describe a time when you have successfully applied this learning to your work.
· Tell us about the most recent time you sought feedback to enable you to reflect on your work performance. In your answer, please tell us what improvements you saw as a result.
· Tell us about a time when you had to adjust to a colleague’s working style in order to complete a project or achieve your objectives
· Describe a situation in which you were able to effectively “read” another person and guide your actions by your understanding of their needs and values.
· Tell us about a time when you had difficulty convincing others to accept your ideas. What was your approach? Did it work?
· Tell us about a recent job or experience that you would describe as a real learning experience? What did you learn from the job or experience?
· Tell us about a time when your supervisor gave you negative feedback about your work performance or conduct. How did you respond?
· Tell us about a demanding situation where you managed to remain calm and composed and a successful outcome was achieved. What was the situation? Who else was involved? What was the outcome?
· When you have been made aware of, or have discovered for yourself, a problem in your work performance, what was your course of action? Can you give an example?
· Tell us the most useful criticism you have received in your work life? Why was it useful?
· Tell us about your greatest professional achievement. What challenges did you face in achieving it?

	Safety, health, and wellbeing

	Description
	Capability requirements at this level
	Sample interview questions

	Ensures that the safety, health and wellbeing of employees, contractors, service users and councillors is at the heart of the organisation’s culture and the way work is organised and services delivered
	Aligns team/unit work plans with Council’s vision and objectives for employee safety, health and wellbeing
Allocates adequate resources to achieve safety, health and wellbeing initiatives and objectives
Monitors departmental performance indicators for the continuous improvement of safety, health and wellbeing practices and culture
	· How do you translate your organisation’s health, safety and wellbeing strategy into goals and objectives for your team? Give us a specific example and describe the process you used. 
· Describe how you determine the allocation of resources across the team to achieve safety, health and wellbeing within your team.
· What responsibilities do you have as a team leader in relation to health, safety and wellbeing?
· Give us an example of a time when you have taken personal responsibility to ensure yours or others health and wellbeing in a work situation? What was the situation? What action did you take? What was the outcome?
· Giving an example, tell us about a situation where you noticed a health, safety or wellbeing issue in the workplace? How did you handle that situation?
· Describe a time that you have felt unsafe at work. What steps did you take in response? 
· What is one thing you have done that will demonstrate you are an active participant in improving health and wellbeing in the workplace.

	Child Safety

	Description
	Capability requirements at this level
	Sample interview questions

	Demonstrates an alignment with a commitment to child safety and wellbeing and the prevention of child abuse and harm.
	· Leads a child-safe culture by embedding child safety in team practices, ensuring compliance with Child Safe Standards, and modelling safe, inclusive behaviour.
· Supports and supervises team members to meet child safety obligations, including reporting obligations
· Engages children and families by promoting children’s rights, cultural safety, and accessible complaints processes, while continuously improving child safety practices.

	· Council is a child-safe organisation. What do you think that means? 
· Can you tell me what you understand about Child Safe policies? What do you think of them?
· What steps would you take to assess and manage child safety risks in a new program or event involving children?
· Can you give an example of a time you embedded child safety in your team’s day-to-day operations or service planning? 
· How would you involve children’s participation and voice in our programs?
· How do you ensure that children feel comfortable speaking up about their concerns?
· How would you ensure that all team members understand and adhere to child safety policies and procedures?
· How do you promote open communication and a culture of safety within the team?
· How do you ensure your team creates a culturally safe and inclusive environment for all children, especially Aboriginal children, children with disability, or from diverse backgrounds?
· Your team member, who is great with children, has told you that they take pictures of them while at the centre and send them to their parents using their phone. How would you respond?
· A team member has reported that their co-worker has just strongly disciplined a child for what they believe to be a minor matter. How do you deal with it?
· Tell us about a time you managed a child safety concern or disclosure. What actions did you take and what was the outcome?



Team Leader - Sample Reference Check Questions

	Relationship management

	Sample questions

	· How would you characterise XX in terms of building and nurturing relationships within and across teams?
· At what level would you say XX was operating at in terms of their support of, and commitment to, managing relationships in the workplace? Advanced, fully proficient, developing, starting out. Why?
· What are XX’s strengths in relationship management and what areas could be improved?
· What does XX do to seek and understand and accept others’ perspectives in order to maintain effective work relationships?
· What ways have you witnessed XX readily accept and then commit to team decisions regardless of their personal opinion?  
· 

	Planning and organising

	Sample questions

	· Please comment on XX’s approach to ensuring specific timelines for high priority deliverables are met by themselves and others?
· Please comment whether XX was able to set realistic performance standards and expectations for the team and the success of the team to achieve these standards.
· What was one accomplishment that X’s team achieved that you believe would not have been possible without X’s leadership? What leads you to this view?
· How would you characterise XX in terms of setting priorities, and follow through?
· Is XX typically more effective when they are able to concentrate on fewer tasks or when they are juggling many projects at once?

	People development

	Sample questions

	· What best describes XX’s impact/contribution to helping others become more effective?
· How would you characterise XX’s views on lifelong learning and development?
· What role did you observe XX play in enhancing the team’s awareness about each individual’s contribution to team success? Do you have any examples you can share?
· Describe your experience of how X supports others facing challenges and setbacks
· How does XX approach team/group interactions where there is disagreement on issues within the team?
· Please tell me how XX broadens their outlook beyond current knowledge and experience
· What role did you observe XX play in developing those reporting to them? Would you describe XX as being an effective people leader and why?
· Please describe XX’s abilities as a coach / mentor to those reporting to him/her. 
· What evidence can you share that demonstrates XX’s commitment to self-development and taking accountability for own growth?

	Future focused orientation

	Sample questions

	· How would you describe XX’s understanding of how their work and that of the people they lead contributes to the broader strategy?
· Please detail how XX broadens their outlook beyond current knowledge and experience?
· What have you observed XX proactively do to ensure they remain informed and abreast of emerging trends, issues or matters?
· Thinking of XX in the capacity of problem solver, would you say XX is a person who looks for underlying causes, or typically decides a course of action without obtaining all necessary facts and considering impacts of the decision?

	Outcome orientation

	Sample questions

	· Please comment on how XX works with others to achieve an outcome/deliverable? How does XX influence such outcomes?
· Can you comment about XX’s willingness to openly share their knowledge and information with others?
· Can you comment on XX’s skill in implementing change in the knowledge that the change is unlikely to be received favourably? Do you have a specific example you can share?

	Service focus

	Sample questions

	· Can you comment on how XX provides difficult feedback or criticism to others/ Do you have any examples to share?
· What behaviours or traits does  XX demonstrate that assure you of their commitment to serving their clients/customers? Dyou have any examples?

	Self-management

	Sample questions

	· How have you observed XX holding themselves and others accountable?
· Describe how XX faces and responds to setbacks and challenges
· Would you describe XX as a respectful, empathetic and ethical leader and why?

	Safety, health and wellbeing

	Sample questions

	· How would you characterise XX’s ability to handle conflict with or amongst others?
· Please comment on XX’s approach to risk in the work environment and whether you have observed them develop effective risk mitigation strategies.
· Please describe your observations about XX’s attitudes towards workplace health and safety? Why do you hold this view?
· In your experience, was XX someone who facilitated compliance with health and safety procedures and practices around health and safety in the workplace and why? 
· Have you observed XX interacting with children? Can you describe the types of relationships and interactions X has had with children? 
· Would you have any concerns about XX working directly with children? Why/Why not?
· What evidence can you share with us to demonstrate that XX is someone who you were comfortable to work alone with children?  
· Can you give us an example of a time when you observed the applicant responding to a child’s challenging behaviour?
· In your experience supervising XX, were there any disciplinary matters relating to XX’s adherence to the organisation’s Code of Conduct? What was the situation?

	Child Safety

	Sample questions

	· How would you characterise XX’s ability to handle conflict with or amongst others?
· What level of contact has XX  had with children in their role? 
· Have you observed XX interacting with children and/or managing the behaviour of children? Can you describe the types of relationships and interactions X has had with children? 
· Do you have any concerns about XX working directly with children? Why/Why not?
· Can you share with me any concerns you have about xx working with or around children?
· Can you give us an example of a time when you observed the applicant responding to a child’s challenging behaviour?
· On a scale of 1 to 10, are you comfortable knowing XX might sometimes be working alone with children? Why did you give the rating you did?
· Did you have any disciplinary matters relating to the applicant or concerns about their adherence with the organisation’s Code of Conduct? Please describe them.
· Would you employ them again? Why/Why not?
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	Sample interview questions for REACH characteristics

	Respectful
Engaged
Accountable
Creative
Honest
	· Tell us about a time you faced an ethical dilemma at work. What was the dilemma? How did you handle it? Who else was involved? What was the outcome?
· Tell us about a time your integrity was questioned. What were the circumstances? Who raised the issue? What happened?
· Using a recent example, tell us about a time you demonstrated one of Council’s REACH characteristics at work.
· Give us an example of a time when you have truly listened to understand someone else’s point of view and by doing so, reached a better outcome than if you had not done so
· Tell us about a recent time you made an error at work.  What happened? What caused the problem? What would you do differently if faced with a similar situation? 
· Tell us when you have challenged the status quo at work.  What was the situation? What did you do? What was the reaction to the challenge?
· Without using the term ‘treat others how you want to be treated’, tell us what ‘respect’ means to you. Give an example of when you have been respectful to a work colleague.
· Describe a time when you were working on something as part of a team, it didn’t go to plan and there were negative consequences. What was the situation? How did you contribute to the situation? 
· Tell us about a time you made a poor decision and had to live with the consequences
· Describe a situation where you had to exercise a significant amount of self-control
· Tell us about a time you have been asked, or have been tempted, to take a short cut to get a job done. How did this work out for you?
· Describe a decision you made that involved you working outside of established practices or procedures. What was the decision? Why did you think it was necessary? Who did you tell?
· Describe what you do to aim for excellence in your work. Provide a specific example of when those methods last helped you in your role.



	Sample reference check questions for REACH characteristics

	Respectful
Engaged
Accountable
Creative
Honest
	· How would you best describe the impact on XX in relation to mistakes they make?
· How would you characterise XX’s contribution to the team beyond their own work? Please provide specific examples
· Would you describe XX as someone who demonstrated respect for organisational values and expectations and what examples are you able to give to support your response?
· Can you describe the work environment that XX typically thrived in?  What aspects of a work environment caused XX to become frustrated or dis-engaged?
· How would you best describe XX approach to workplace conflict? Is there an example you can share with me?
· Are you able to share an example that would sum up XX’s interest in looking for better ways of doing things?
· What term would best describe XX’s relationships with their colleagues?
· Can you tell us about a time when XX’s ethics were challenged in the workplace and how they responded to the challenge?
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