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1. What is recruitment? 
 

Recruitment is the identification of a role within an organisation that is vacant or newly 

created, and the process of attracting, identifying, then appointing the best candidate to fill 

that role. 

2. Why is it important to your business? 
 

Recruitment is crucial to ongoing success for your business, the people are usually the heart 

and soul of an organisation. You want to ensure new hires are a good fit for the role, but also 

for the company and the existing personnel. 

3. Key components of successful recruitment 
Outline your criteria and must haves for the role. This would include formal qualifications, past 

experience, personality, referrals, availability, etc. Create a check list and rank them in terms 

of importance for you and the role. Having a criteria checklist will make it easier to identify 

and filter potential recruits. 

There are several places to advertise from local newspapers, to Gumtree, to Seek, to Facebook. 

It is important that you format and place the advert to suit not only your organisation, but 

potential candidates. Understanding where those potential candidates might be searching for 

a job is vital to getting the best pool of potentials for the position. 

 There is a full contact list of social media platforms to advertise on as well as a list of 

Wheatbelt local newspapers 
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As you filter through job applications and resumes, keep 

reflecting upon the criteria you previously defined. It is important that you recognise the 

priorities for the role and keep them in mind throughout the selection process. Interviews can 

be informal, over the phone, or in person- do whatever is a good fit for your organisation. It is 

strongly recommended to check referees at this stage of the recruitment process. 

 Some Wheatbelt employers invite other local business leaders or respected members of 

the community / region to help sit in on interviews (they can be the independent voice) 

 Sometimes Wheatbelt employers ask applicants to arrive early so they can look at the 

interview questions prior 

 Interviews can be conducted using SKYPE, GoTo Meetings or by using your local 

Community Resource Centre for Video Conferencing facilities – to save travel 

After you have identified the correct candidate it is important to then go on to formulate and 

offer and go through the hiring process. A letter of offer followed by a contract is best 

practice.  

 Employment Contracts should include benefits you might be providing employees e.g. 

farmers should stipulate boarding costs, meals costs etc (particularly if they are being 

deducted from pays) 

4. Templates and Resources for Download 
i. Recruitment and Advertisement Checklist Criteria 
ii. Recruitment Checklist (example 2) 
iii. Wheatbelt local newspaper list 
iv. Digital Adverts 
v. Job Application Form 
vi. FairWork - Difference between permanent, casual, contract position (separate) 
vii. Sample interview questions 
viii. Interview rating 
ix. Interview record 
x. Reference Check 

 

 

The Wheatbelt Business Network has provided this guide as a guide only. The information published on the Wheatbelt Business 

Network webpage and in this guide is of a general nature only and does not consider your business or personal objectives, 

workforce situation or particular needs. The information published on this on the Wheatbelt Business Network webpage and in 

this guide should not be relied upon as a substitute for professional human resources advice. 
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RECRUITMENT AND ADVERTISEMENT CHECKLIST 

Use this checklist to help to ensure that you are well prepared to run an efficient process to 

advertise, select, recruit and appoint new employees.  

Stage Task Status Notes 

Define 

Criteria 

What type of employee do you need i.e. 

skill/knowledge/qualification /experience 

  

Develop a job description and selection criteria which 

clearly and concisely states what responsibilities and 

tasks the job entails, key qualifications of jobs i.e. basic 

competency or skills required and the personal 

attributes that underlie superior performance 

  

Prior to advertising consider your business’ competitive 

advantage, your reputation and branding. These are the 

aspects that you will want to highlight in your 

advertising materials 

  

Identify the need for an employee or contractor. Part 

time/Full time employment 

  

Consider if there is an opportunity to employ flexible 

working conditions for the role 

  

Define the expectations for applicants- do they need to 

complete an application? Submit a resume? Interview in 

person or on the phone? 

  

Is this position remote? Have you considered if you will 

include relocation expenses in the package? Are you able 

to assist to a new employee find accommodation and set 

up in a Wheatbelt town? 

  

Advertise 

Identify the most appropriate mechanisms for attracting 

suitable Applicants 

  

Use local resources to advertise the job- community 

notice boards, online classifieds, local Facebook pages 

  

Include helpful information on relocating to the 

Wheatbelt. Your CRC or Shire might have some resources 

to help you! 
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Be clear about the positions requirements to reside in 

the Wheatbelt 

  

Selection 

and 

Interviews 

Prepare for the selection process. For example, if 

conducting interviews assemble a panel of suitable 

people. 

  

Prepare a list of interview questions. Ensure the 

candidates have the opportunity to ask questions not 

only about the position, but also about living in your 

community. 

  

Undertake the selection process and record the 

outcomes. 

  

Select the most appropriate applicant.   

Check references.   

Notify all applicants whether or not they were 

successful. 

  

Discuss remuneration packages at the interview stage   

Hiring and 

Offers 

Produce and send the employee an appointment letter 

and contract of employment.  

  

Undertake other administrative tasks to formalise the 

appointment. 

 

  

Create an onboarding pack to give the employee on their 

first day 

  

If they are relocating to your community, give them 

resources and information to create a smooth transition 

  

Create a training plan for their first few weeks, or the 

duration of a probationary period. 
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RECRUITMENT CHECKLIST (Example 2) 

 

 Task COMPLETED 

1 What makes your business unique? What is your competitive advantage? Use 

this in your advertising spiel for a job 

 

 

2 Before you advertise for a new employee: 

 undertake a job analysis to work out exactly what you need; 

 speak to other senior managers or the Board / Committee; 

 review or write a job description and determine the selection criteria; 

 write or edit application forms 

 set the closing date and anticipated date of interviews 
 

 

3 Advertise the job (word of mouth, email network, Facebook, local 

newspaper, Seek, poster in business window or community notice board 

etc) 

 

 

4 Determine how you will select the most appropriate person? Interview 

panel, interview 1-1, phone call and trial etc 

 

 

5 Prepare for the selection process. For example, if conducting interviews 

assemble a panel of suitable people, determine your questions (using your 

job description as a guide), determine the venue (neutral ground or at the 

business?), will you give the interview questions prior or on the day etc 

 

 

6 Contact the applicants you want to interview / meet to let them know how 

the selection process is occurring 
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7 Undertake the selection process and record the outcomes.  

8 Select the most appropriate applicant – contact them to discuss the 

position, negotiations etc. If the position is accepted then contact the 

other applicants and let them know they were unsuccessful 

 

 

9 Notify all applicants whether or not they were successful – phone AND 

email / letter 

 

 

10 Produce and send the employee an appointment letter and contract of 

employment. Undertake other administrative tasks to formalise the 

appointment e.g. induction date etc 
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Wheatbelt Newspapers For Advertising 

Newspaper Email Newspaper Email 

Narembeen Fence Post fencepost@westnet.com.au Wandering Echo wandering@crc.net.au 

Dowerin Dispatch dowerin@crc.net.au Narrogin Observer news@narroginobserver.com.au 

Goomalling Endeavour goomalling@crc.net.au Dumbleyung Quack Chat admin@dumbleyungcrc.com 

Rock Review brucerock@crc.net.au Victoria Plains reception@victoriaplains.wa.gov.au 

Kellerberrin Pipeline pipeline@kecrc.org.au Avon Valley Advocate carla.hildebrandt@fairfaxmedia.com.au 

Nungarin News Nungarin.news@gmail.com Northern Valley News tamieka@nvnews.com.au 

Beacon Bulletin beaconbully@westnet.com.au Toodyay Herald editor@toodyayherald.com.au 

Bencubbin Gimlett thegimlet@westnet.com.au Wagin Woolpress news@wagincrc.net.au  

Wongan Hills Boomer wbboomer@westnet.com.au Quairading Banksia Bulletin quairading@crc.net.au 

Wylie News wyalkatchem@crc.net.au Newdegate Gate Post Newdegatecrc@westnet.com.au 

Lake Link lakegrace@crc.net.au Muka Matters mukamatters@outlook.com 

Beverley Blarney blarney@beverley.wa.gov.au Ninghan News Trayning ninghan@trayning.wa.gov.au 

Phoenix – Merredin and surrounds marketing@merredincrc.com Koorda Narkal Notes koordatc3@westnet.com.au 

York Community and Districts Matters yorkmatters@gmail.com Watershed News Wickepin watershed@wn.com.au 

Cunderdin Bandicoot Express bandicoot_tc@westnet.com.au Kondinin Calendar kondinin@crc.net.au 

The Westonian westonia@crc.net.au Farm Weekly farmweekly@ruralpress.com 

Southern Cross Crosswords crosswords@wn.com.au  Countryman ads@countryman.com.au 

Kulin kulin@crc.net.au   

Hyden Householder hyden@crc.net.au   

Corrigin Windmill thewindmill@westnet.com.au   

 

As at November 2017 

mailto:goomalling@crc.net.au
mailto:carla.hildebrandt@fairfaxmedia.com.au
mailto:editor@toodyayherald.com.au
mailto:Newdegatecrc@westnet.com.au
mailto:ads@countryman.com.au


  

9 
 

 

DIGITAL ADVERT SUGGESTIONS 

Name Website Email Suitable For Reach Mediums Cost 

Wheatbelt 
Business 
Network 

WBN website WBN admin 
Job vacancies of 

any level 
Wheatbelt/ 

Perth 
Website, Facebook, 

Twitter 
Free for members 

Heartlands Heartlands Heartlands email 
Job vacancies of 

any level 
Wheatbelt 

Website, Facebook, 
Twitter 

Free for members 

Gumtree Gumtree 
Create an account 
and upload a job 

Low to mid level 
Australia 

wide 
Website Basic- Free 

Seek Seek 
Create an account 
and upload a job 

High level 
Australia 

wide 
Website Basic- $275 +GST 

Facebook 

Your local 
buy and sell 

page / 
<town> job 

pages 

N/A Low to mid level 
Wheatbelt/ 

Local 

Local buy and sell pages, 
your business Facebook 

page 
Free 

Indeed Indeed 
Create an account 
and upload a job 

Job vacancies of 
any level 

Australia 
wide 

Website Basic-Free 

Jora Jora 
Create an account 
and upload a job 

Job vacancies of 
any level 

Australia 
wide 

Website Free 

NeedU NeedU 
Create a job and 

upload 
All jobs 

Australia 
wide 

Website Free and paid 

Pointer Pointer 
Create a job and 

upload 
All jobs 

Australia 
wide 

Website Pay per post 

 SkillsRoad SkillsRoad 
Create a job and 

upload 
All jobs 

Western 
Australia 

Website Free 

 

 
 

http://www.wheatbeltbusinessnetwork.com.au/
mailto:admin@wheatbeltbusinessnetwork.com.au
https://www.heartlandswa.com.au/
mailto:info@heartlandswa.com.au
https://www.gumtree.com.au/
https://talent.seek.com.au/
https://au.indeed.com/hire?hl=en&cc=AU
https://au.jora.com/
http://needu.com/
https://www.pointerremoteroles.com.au/
http://www.skillsroad.com.au/
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JOB APPLICATION FORM 

Thank you for applying for a position with (INSERT BUSINESS NAME). Please complete the 

following application, if any positions do become available we will consider you for the 

role. 

Date of Application:       

Surname:        Given names:       

Address:       

Telephone Number:       Telephone Number (Mobile):       

Email (optional):       

Are you willing to relocate to the Wheatbelt, if not already residing here?      Yes  No 

Are you legally permitted to work in Australia?  Yes  No 

Do you hold a current driver’s licence?  Yes  No   If yes, please 

list:________ 

Education and Qualifications: 

 

 

 

Employment History: (Please start with your present or most recent employment and work 

backwards). Attach additional sheet of paper if necessary 

Position 1. Please include dates, employer, and duties. 

 

 

Position 2. Please include dates, employer, and duties. 

 

 

Position 3. Please include dates, employer, and duties. 
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What are your strengths? 

What are your weaknesses? 

Please list any hobbies 

When could be available you commence employment with us?          

 

Additional Information. Is there anything you feel we should know that might be relevant to a 

position? 

 

 

Are you prepared and available to work: 

Afternoon shift:  Yes  No 

Night shift:   Yes  No    

Weekends:   Yes  No 

Public Holidays:  Yes  No    

If requested would you be able to work outside of normal hours? 

 Regularly  Occasionally  Rarely  No 

Referees: (Please provide the names, addresses and telephone numbers of three persons as 

work related referees from whom confidential reports may be obtained) 

1.       

2.       

3.       

Health 

Please provide details of any previous or current medical condition or restriction, physical or 

otherwise, which may affect your ability to perform the essential requirements of the job. 
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This must include any medical condition or restriction arising from a previous workers’ 

compensation claim. Failure to provide such information may jeopardise your rights to workers’ 

compensation if a  

pre-existing disability is aggravated at work (Section 79 of the Workers’ Compensation and Injury 

Management Act 1981). 

      

Disclosure of a medical condition or restriction does not necessarily exclude an applicant from 

employment. 

Declaration by Applicant: 

1. I understand that any misrepresentation of facts in this application could be cause for 
termination if employed. 

2. I understand that part of the application procedure may involve a medical examination by a 
medical officer nominated by the Company and I authorise disclosure of the results of this 
examination to the Company. 

3. I consent to any reference checks which may be necessary to support this application. I 
release all such persons from any potential liability and damages incurred as a result of 
providing this information. 

I,       hereby declare that the information contained in this application is to the best of my 

knowledge true and correct. 

Signature of Applicant:       Date:       

Privacy: Your application form contains personal information, which will be dealt with in 

accordance with our Privacy Policy. If you are successful in your application your form will 

become an employment record. If you are unsuccessful your application form will be 

destroyed/kept for xx months before being destroyed. 
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SAMPLE INTERVIEW QUESTIONS 

 

Applicant:  Date: 

Interviewer:   
 

<outline the role at the business> 

<there should be a set of questions aligned to the selection criteria in the job description> 

 

Could you please provide us with an overview of your current (or most recent) position? 

What do you like the most about your current (or most recent) position? 
 
What do you consider your strongest skill? How is it going to play into this role? 
 
What are your career ambitions? 
 
If successful in your application, how does this position fit in with those ambitions? 
 
Describe the most interesting project you have been involved with or undertaken.  What was your 
role?  If you had the opportunity again, what would you do differently? 
 
What do you see as the key challenges of working in a team?  How do you overcome these?  Please 
provide an example. 
 
How flexible are you in your working hours?  Would you be prepared to work outside your normal 
hours if required or attend out of hours functions? 
 
If you were having a quiet day at work what would you do? 

<questions about integrating into the community if new to town> 

<discussion about pay rates and conditions> 

<applicant questions> 
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INTERVIEW RECORD 

Applicant:  

 

Date: 

Interviewer:   

 

Characteristic 

 

Rating 

(1=low 5=high) 

 

Comments on rating 

Professional presentation 1   2   3   4   5  

Attitude 
1   2   3   4   5 

 

Education/qualifications/training 1   2   3   4   5  

Skills/knowledge 1   2   3   4   5  

General common sense 
1   2   3   4   5 

 

Experience 1   2   3   4   5  

Personality/general 

intelligence/attitude 1   2   3   4   5  

 

Recommendations and reasons 

 

 

References Checked  Yes  No 

Resume  Yes  No 

Medical Required  Yes  No 

Copies of Qualifications and Proof of 

Identity  Yes  No 

Create Letter of Offer  Yes  No 
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INTERVIEW RECORD 

 

Applicant’s Name: 

 ..........................................................................................................................................................................  

 

Date:                  /      / 

 

Time: ...........................  am / pm 

 

Position Title: 

 ..........................................................................................................................................................................  

Interviewers: 

 ..........................................................................................................................................................................  

Rating Scale 

 1                                                                              5                                                                                                      10 

 

 Poor Satisfactory Excellent 

 

 Preferred Selection Criteria Notes on Applicant’s Response Rating 

 

1. ………………………………………….. …………………………………………………………………………. …………………………….. 
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2. ………………………………………….. …………………………………………………………………………. …………………………….. 

3. ………………………………………….. …………………………………………………………………………. …………………………….. 

4. ………………………………………….. …………………………………………………………………………. …………………………….. 

 

 

Question(s) Asked by Applicant: 

 ..........................................................................................................................................................................  

 

Comments: 

 ..........................................................................................................................................................................  

 

1. Essential Criteria Total Rating   =   ………………………………………. 
2. Preferred Criteria Total Rating   =   ………………………………………. 

3. Suitable for Position:  Yes  No  
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REFERENCE CHECKLIST  

Applicant: 

 

Position: 

Referee 1 

Business: 

 

Name: 

 

Contact: 

 

Date: 

Referee 2 

Business: 

 

Name: 

 

Contact: 

 

Date: 

Referee 3 

Business: 

 

Name: 

 

Contact: 

 

Date: 

 

1. Identify yourself and the 
purpose of the call. Mention 
the applicant’s name and 
intended position. Confirm it 
is a good time to proceed and 
they are happy to act as a 
referee.  

 

2. Confirm the applicant’s 
length of employment. 
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3. Confirm position held and 
tasks performed. 

 

4. Describe the position applied 
for.  Ask opinion as to 
whether applicant would be 
suitable. 

 

5. Discuss strengths and 
weaknesses– try to cover 
skills, knowledge, attitude, 
time keeping and attendance. 

 

6. Determine reasons for 
leaving. 

 

7. Ask whether they would re-
employ. 

 

8. Thank them for their time and 
assistance. 

 

(additional points – ability to 

travel in region if needed, work 

autonomously etc) 


