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Principles for Recruitment into the Civil Service
1.
The Assembly Government is bound by the principles for recruitment set out in the Civil Service Commissioners' Recruitment Code, latest edition. The main principles are:
Individuals will be selected on merit on the basis of fair and open competition;
Prospective applicants will be given equal and reasonable access to adequate information about the job and it's requirements, and about the selection process; and
Applicants will be considered equally on merit at each stage of the selection process. That process will be based on consistent criteria relevant to the job applied consistently to all candidates. Selection methods will be reliable and guard against bias.
The application process
2.
The job description/advert will identify the core skills and behaviors; and essential job specific criteria and other relevant information, such as whether there is a requirement for the successful candidate to be willing to travel or work to a specific pattern or hours.  Account will however be taken of the duty to make reasonable adjustments in line with the Disability Discrimination Act.  It will include salary details including starting salary.    

Completing the application form
3.
Before you make your application you should carefully read the job description/ advert and assure yourself that you can provide sufficient evidence of the core skills and behaviors and job specific criteria for the post. It is worth noting that anyone who is deemed unable to do so by the panel will not progress to interview.  As such you will be wasting your own time if you know you have a weakness in a given area or cannot meet, for example, a specific qualification requirement.  Only candidates deemed competent against each of the essential criterion (which for the purposes of the Two Tick scheme is the minimum criteria for the post) may progress beyond the sift (shortlisting) and or assessment stage.  If you are applying for more than one post you will need to complete a separate application form for each one, tailored to reflect the core skills and behaviours and job specific criteria required for each.   

4.
Time to complete the form:
You should plan the completion of your application being mindful of the closing date as this is a fixed date that will not be negotiated (except where a reasonable adjustment is appropriate such as a disabled candidate’s needs). 
5.
Assistance in completing the Application Form: It is your responsibility to provide examples that best demonstrate the relevant core skills and behaviours and job specific criteria required and it is important to bear in mind it is your application and should therefore be your own work.  If you get an interview you will be tested in depth on what you have written.  You must not seek advice from anyone who will be involved in the recruitment process including members of the Appointment Panel. Assistance may however be provided for a disability-related reason including the help of an advocate to complete the form in appropriate circumstances.
6.
You are welcome to complete the application form in English, Welsh or both languages.  For posts where Welsh language skills are required, please check the job description/advert carefully for any instructions about the need to answer certain questions in Welsh in order to test those skills.
7.
How to complete the Application Form:
Before completing your application you should:  
· read the job description and core skills and behaviours framework carefully
· be honest about your knowledge, skills and experience
· complete the application as fully as you can, providing the appropriate amount of accurate up-to-date information and examples 
· as a general guide we would expect no more than 200 – 300 words per competency (i.e. skills/behaviours) - be succinct, specific and structured in the evidence you provide.  Bullet points are preferable to long sentences/paragraphs.
8.
Career history: You should provide details of the name of your previous employer, position held and reason for leaving. For posts in CSIW/HIW a complete career history is required in all applications regardless of mode of advert and any gaps in service must be explained fully.
9.
Achievements against the core skills and behaviours areas specific to the post: The application form requires you to provide a self-assessment against the core competence areas and specific behaviors identified in the Job description.  The panel will be looking for evidence that you are able to meet these at the appropriate skills and behaviours and that you have potential to grow in the role. You should consider the following Types of Achievement when formulating your answer:

· You can consider an everyday occurrence or special projects that you have undertaken personally
· You can focus on a specific one off incident OR on the results of sustained effort over a period of time
· The achievements should be ones in which you invested personal time and effort
· You can refer to them more than once if they cover more than one core skills and behaviours area.
· You can draw on evidence from any source, not just the workplace if you can demonstrate clearly that it satisfies the skills and behaviours required.
A good description of an achievement should:
· Be specific to the core skills and behaviours required
· Specify the nature of the task and what you wanted to accomplish
· Explain what you did and why and how you overcame any particular difficulties and or lessons learned
· State the outcomes and benefits
· Avoid Acronyms that may be unfamiliar to the panel
· Your examples should be specific, structured and succinct.
10.      Once you have decided which evidence you are going to cite you need to structure it to ensure that it flows in a clear or logical way.  You should ensure that it is evident what you did, the reasons for your action, what happened, what you took into account and the outcome.  Never assume that your evidence is obvious when it comes to meeting the criteria.  Avoid bland and hypothetical statements.  Don’t be frightened to sell yourself provided it is relevant and accurate.  Always use the first person – “I” not “We”.
What not to include:
· Generalisations (“I am always courteous to customers”)
· Job descriptions (“My job/role involves…..”)
· Processes (“First I input the customer details on to the computer”)
· Assertions (“It is very important to deal with Complaints promptly”)
· Theories (“I would deal with the complaint by first….”)
· Passive descriptions (“A meeting was called…”)
· Statements that lack personal ownership (“We decided to adopt option…”)
· Impersonal pen pictures (“She is a very loyal member of the team”)
· Paraphrases of the criteria (“I displayed tact and diplomacy”
· Non Specific evidence (“When I receive this I intend to…”
· Unnecessary technical detail (“Considered case suitable for OC to enable Decree and Inhabitation”
· Future examples – evidence should already have happened and therefore be described in the past tense.
11.
Job specific criteria:
As above you should identify how you meet any specific criteria listed in the job description by drawing on experience, knowledge and achievements.  Again, be succinct, specific and structured.

12.    Training and Development: Identify any training and development that you believe is relevant to the post and has been undertaken or any academic or professional qualifications.  This should include course or qualification title and place of study.   
What happens next?
13. The sift (shortlisting): The appointment panel will consider all applications received and sift out those who will not be interviewed.   If you apply under the Two-Tick disability symbol you are guaranteed an interview if you meet the minimum criteria.  Notification of the outcomes of sift will be issued to all candidates on the same day.  If you are not offered an interview you will receive feedback with the outcome letter/email, stating the reason for the panel's decision.  If you are offered an interview you will be given 5 working days notice of it taking place. You will receive confirmation of the arrangements for the interview, including the location, date and time. (The 5 days notice is considered a minimum period and will be extended where any disability related adjustments need a longer time-scale to be put in place.)
14    The interview process: The appointment panel will comprise of a maximum of four people: the Chair whose responsibilities include ensuring that the process complies with open and fair competition guidance, and two or three other panel members. 
15.
The interview will be conducted in your preferred language (you will be asked at the invitation to interview stage).  In some cases where panel members do not speak Welsh, simultaneous translation from Welsh to English will be provided for the benefit of those panel members.  In such cases, you will be informed of the arrangements prior to the interview.
16.
 The criteria you will be interviewed against will be the core skills and behaviours and job specific criteria identified in the job description for the post and outlined in more detail in the core competency skills and behaviour framework.  You need to be prepared to give answers demonstrating your understanding of them. You should therefore expect questions on your past experience that are relevant to the post for which you are applying. This allows the interview panel to confirm, probe or otherwise, the information given in your application. The work that you have already done in completing your application form will greatly assist you in preparing for the interview. You should ensure that you are familiar with your application form. You may also be asked questions to provide evidence of potential and/or which will indicate that you are likely to grow into the role.  Be prepared to use the interview to provide any extra evidence of your suitability, if appropriate.

17. You will be asked questions about situations that have actually happened and that are relevant to the post.  If the criteria identify a specific knowledge base required – you can be asked questions to test your level of understanding in that field.   Initial questions are normally broad, to establish a topic for questioning to follow. All candidates will normally be asked the same questions, although related supplementary questions or prompts may follow.  These will seek more detailed information. The panel will be trying to find out how you meet the behaviours and the reasons for your particular approach. Remember that the panel will be looking to see, from the evidence in your application form and interview, whether you are likely to be able to carry out the responsibilities of the specific post and/or potential.  The panel will not be allowed to ask you questions about your personal circumstances.
Preparing for interview
18.    The panel will hope to see you at your best at the interview and will do all they can to give you the opportunity to show that you can meet the criteria. They will not be trying to trick you. When they see you they will already have seen the qualities you have from your application form. The panel will want to complete the picture of what you can do by learning more about you in a face-to-face situation.  Interviews will generally follow the following structure:
· The Chair will introduce the other panel members and explain the format of the interview (including which panel member will ask questions on each criterion) and will outline the timing of the interview (which will be the same for all candidates). You will be given the opportunity to ask any questions about the format of the interview.  You will also be asked if there may be any extenuating circumstances which may affect your performance at interview i.e. a recent bereavement, car accident etc.  This is to ensure that there is nothing which may inhibit your performance.  You will also be asked to provide evidence of your identity as requested in your invitation to interview letter. 
· Any presentations will be limited to 5 or 10 minutes with no visual aids only the use of prompt cards.  If the post requires a more demanding presentation style which is to be of differing length or to include audio visual aids you will be notified in the interview invitation letter. The interviewing panel will ensure that reasonable adjustments are taken into account for any disabled candidate who has identified specific requirements on their application form either in relation to any aspect of the interview process.  It is important therefore that any specific requirements you may have are identified as soon as possible.
· Each member of the panel will then take it in turns to ask questions.  It is the Chair's job to ensure these are focused on testing the Core competence behaviours and job specific criteria for the post. 
At the end of the interview the Chair will give you the chance to add anything you believe is relevant to your application but which you think has not been covered at interview. You will also be able to ask any questions you have about the post.  

Confirming the result
19.   The panel chair will give you an indication at the end of the interview of when results will be issued.  All outcomes will be notified in writing. 

What you should do if you are unsuccessful in an application

20.    Take time to reflect. Look at your feedback form and the points made.  Remain positive and look at what you did achieve. You should be aware that, inevitably, you may receive different feedback from different panels for similar or even identical job applications.  You may also notice in feedback that panel members have originally allocated different and perhaps diverse ratings.  The overall agreed rating will nevertheless have been achieved by a consensus decision and following reconsideration of your evidence where differences of opinion initially occurred. 
Grievance and complaints
21.
Anyone who believes they have been treated unfairly, or has a grievance or complaint about how the process was conducted should write to the Head of Delivery, HR (People) Division, Cathays Park, Cardiff. If you are unhappy with the outcome of the complaint raised with the Welsh Government and feel that the principles of appointment on merit through fair and open competition have not been met you have the right to pursue your grievance with the Civil Service Commission at 3rd Floor, 35 Great Smith Street, London SW1P 3BQ.
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