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Recruitment Process Flowchart

Manager completes Position Authorisation Form,
has it approved by CEO with all relevant role
details and forwards to HR Manager

HR Manager to advertise internally with Council
and consider training and upskilling current
employees. Clarify if labour hire is required in the
interim during recruitment process

If no suitable applicants internally, then HR
Manager to advertise within the community via
local radio station, South Burnett Times newspaper
and community noticeboards

If no suitable applicants locally, then wider
advertisement to be considered and approved by
CEO. eg. Seek ads or newspapers from surrounding
areas

Shortlisting, interviewing and selection to be done
by appropriate Manager and HR Manager in
conjunction. HR Manager to complete Employment
Contract and commencement paperwork to
finalise onboarding of new employee




