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Introduction

In February 2011, the Public Sector Commissioner released a Commissioner’s Instruction (Cl).
Commissioner’s Instruction: Filling a Public Sector Vacancy outlines how a vacancy may be filled
in the public sector. The CI provides flexibilities to the sector within a compliance framework.

Flexibilities articulated within the CI include the use of Suitability Lists and Shared Appointment
Pools.

Suitability Lists (Commissioner’s Instruction: Filling a Public Sector Vacancy; Part 5
Subsequent Appointments Following a Merit Process)

Suitability lists are the result of a single agency conducting a recruitment process that identifies
more than one suitable applicant and maintaining these applicants, provided they consent to
being on a Suitability List. The Suitability List can be accessed by other agencies to appoint to
position/s at the same level with identical or similar job requirements to the original vacancy.

Suitability Lists provide greater opportunities for applicants to gain positions within a range of
public sector agencies. Agencies accessing Suitability Lists can save time and costs associated
with conducting their own recruitment processes.

Shared Appointment Pools (Commissioner’s Instruction: Filling a Public Sector Vacancy;
Part 5 Subsequent Appointments Following a Merit Process)

Shared Appointment Pools occur when agencies combine to undertake a recruitment process. In
this process applicants found suitable are placed into a pool from which they can be appointed to
positions, at the same level, with identical or similar job requirements to the original vacancy.

Appointment Pools, including Shared Appointment Pools, are generally used where agencies
anticipate they will have a number of vacancies arising in the future.

Using Shared Appointment Pools provides the opportunity for agencies to combine resources to
recruit to the same or similar positions. Shared Appointment Pools can be useful for agencies
who undertake similar functions and have similar roles, are based in regional or remote locations
or who are recruiting from the same applicant field.

Advertising (Suitability Lists and Shared Appointment Pools)

Prior to advertising agencies should consider whether they wish to have a Suitability List or
combine with other agencies to undertake a recruitment process and form a Shared Agency
Pool.

Where agencies would like to have the option to appoint to similar vacancies the original
advertisement should specify the possibility of appointment to a similar vacancy, as required by
the Commissioner’s Instruction: Filling a Public Sector Vacancy.

Since the release of the CI, enhancements have been made in the Recruitment Advertising and
Management System (RAMS) to allow both Suitability Lists and Shared Appointment Pools to be
managed in a more consistent and effective manner, as well as allow accurate reporting to be
generated on the use of these new forms of recruitment.

Page 2 of 40 RAMS User Guide - Suitability Lists and Shared Appointment Pools


https://www.wa.gov.au/government/document-collections/commissioners-instructions

Note:

e Use of these new recruitment processes are not mandatory.

e Both these processes require that when advertising the position, agencies must provide clear
instructions in their vacancy advert that these methods of recruitment will be used for that
vacancy.

e Once advertised, a method of recruitment cannot be altered, therefore employers should take
care when considering what method of recruitment to use in each circumstance.

Purpose

The purpose of this document is to provide RAMS users with a series of step by step guides that
describe the new RAMS enhancements. This document is not intended to be an exhaustive
resource that covers all aspects of RAMS and it is assumed that the audience already has a
sound knowledge of RAMS.

The guidelines are broken down into four parts.

Part A — How to set up and manage a Suitability List

Part B - How to search Suitability Lists for suitable applicants

Part C — How to set up and manage a Shared Appointment Pool as the lead agency

Part D — How to set up and manage a Shared Appointment Pool as a collaborating agency

Should RAMS users require any assistance in navigating the system changes or to arrange a
demonstration, contact the RAMS Contract Manager via rams@psc.wa.gov.au.

Further information regarding the application of the Commissioner’s Instruction: Filling a Public
Sector Vacancy can be obtained by contacting the Public Sector Commission’s Workforce
Practice team via agencysupport@psc.wa.gov.au.

Benefits
As already stated, advertising a vacancy via a Suitability List or Shared Appointment Pool is

a completely optional decision. However, it is important to note that significant benefit can be
gained by both individual agencies and the public sector as a whole if these enhancements are
used, since they were created and approved so that HR costs, timelines and effort could be
reduced across agencies and the sector, particularly as more and more Suitability List and
Shared Appointment Pool vacancies are completed.

Suitable applicants also benefit as they will be able to apply for similar positions across different

agencies with little (if any) additional effort.

Use of CMS

Agencies are strongly advised to implement CMS for their RAMS instance, as these and many
other enhancements already in RAMS, work far more effectively with CMS enabled. These
enhancements will work without RAMS CMS enabled, but not to their full potential.
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Agencies can have CMS enabled in RAMS by emailing a request to rams@psc.wa.gov.au. CMS
is free for all agencies and a demonstration of the functions available in CMS can be arranged by
contacting the RAMS Contract Manager via rams@psc.wa.gov.au.

Suitability Lists and RAMS

Suitability Lists do not impose a financial cost to an agency’s recruitment process. The decision
to use a Suitability List is at the discretion of the agency.

Agencies may choose to identify in RAMS their intent to have a Suitability List. RAMS will assist
agencies to manage their Suitability Lists.

Applicants will be made aware of the vacancy being a Suitability List through content in the
advert advising potential applicants.

Please Note: An applicant’s consent to be on a Suitability List must be obtained. Generally this is
obtained at the application stage (see Part 5.9 of the Commissioner’s Instruction: Filling a Public
Sector Vacancy).

A Suitability List is active for a defined period, or if no date is specified, no more than six months
from the recruitment decision.

Shared Appointment Pools and RAMS

Shared Appointment Pools do not impose a financial cost to an agency’s recruitment process.
The decision to use or collaborate in a Shared Appointment Pool is at the discretion of the
agency.

Agencies may choose to identify in RAMS their intent to have a Shared Appointment Pool.
RAMS will assist agencies to manage their shared appointment pool.

Applicants will be made aware of the Shared Appointment Pool through a co-branded
advertisement and content in the advert advising potential applicants.

One agency must nominate as the lead agency for the recruitment process and be responsible
for the management and execution of the process in RAMS.

Collaborating agencies work with the lead agency in all aspects of the recruitment and selection
process, including participation in the selection panel. Collaborating agencies have the same
level of authority and decision making ability as the lead agency.
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The guidelines

This section is for agencies that want to advertise a position and

n Advertising intent to have a Suitability List
create a Suitability List to share with other agencies.

Accessing a Suitability List
B This section is for agencies who want to search existing Suitability
Lists to determine if suitable applicants are already available.

Advertising a Shared Appointment Pool

‘ This section is for agencies that want to advertise a Shared Pool.
The lead agency controls the process through RAMS. All agencies
work together to manage the process.

Appointing applicants from a Shared Appointment Pool

D This section is for collaborative agencies who are in a Shared
Appointment Pool that wish to appoint a successful Shared
Appointment Pool applicant to a position.
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A: Advertising as a Suitability List

Step Al
Create a new vacancy by clicking on New Vacancy under the ‘Vacancies’ tab in the main menu.
.~ Vacancies ~
My vacancies

Active vacancies

Recruitment Requests

Shared Opportunities
Search Vacancies

Mew Vacancy

MNew & evel
Praogram Reguest

Mew Registry Vacancy

Complete the first few questions about the agency and the position as normal.

Categorisation

-- Select from List -- '+
Yacancy Category [-- Select from List --

ExEressiun of Interest

Suitability List Count |Non-Advertised

Targeted
-- Select from LISt -- ?|

Yacancy Type

At the ‘Categorisation’ submenu, select General. This will generate a relevant selection list for
the next drop down list.

Select Suitability List.

Categorisation

General w
Vacancy Category | gelact from List -- v
-- Select from List --
o . MNon-Shared
Shselsthel HEEteise Shared Pool Recruitment

Yacancy Tyvpe

Complete creating the new vacancy as normal.
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Step A2

Proceed with the agencies recruitment and selection process as normal:
e Obtain redeployment clearance

¢ Advertise the vacancy

¢ Run the selection process

Step A3

Applicants will be assessed as suitable or successful when the result of the recruitment process
is known. If CMS is enabled, the status can be updated on RAMS for each applicant in this
process.

Appoint the successful applicant to the vacancy as normal.

Summary Details Questions Attachments Adwerts Confirmations Notes Referrals New Referral PGhERbRE] Sessions Contact History

A2 Search | [] Results 1

Applications

Applicant Rank Short List Status

929831 A A R E | | Suitable N\ v Application ]
929832 B.B [T ~|[sutable v Application ]

MNane Maone

929833 £ C RL ~| | suitable v o Application ]

Mone

929830 D.D [ ] [- N\~ [successiul / v Application [

]

Important note: When applicants apply online for a position that is advertised as a Suitability List, and
the vacancy is using CMS, an application question can be asked during the online application process
where applicants can indicate their preference to be shared for other positions.

@ Government of Western Australia iol W3 o
‘ V™ L Public Sector Commission e Wae

HOME | JOB BOARD SEARCH TIPS | APPLICATION INFORMATION | HELP | FEEDBACK

Application For Suitability List Demo 01 1234, Public Sector Commission - Admin

Job Search

View Latest Jobs

step 3 of 4
Help ]
Hints & Tips By submitting this application | am declaring all statements in the application to be true and correct. to the best of my knowledge. at the time it was submitted. | acknowledge that the information | am providing will be relied on in
2 assessing my application and that, if | am appointed to this position, any significant information that is found to be false or misleading may make me liable for disciplinary action including possible dismissal
Email me Jobs Applicants who subsequently become aware that information they have provided is false or misleading should immediately bring this to the attention of the Agency below.
Login By clicking accept, you acknowledge that you have applied for this position only once.
Public Sector Commission - Admin
338 © I have read. understood and accept this condition
Jobs
Advertised. | give my permission for my details and application to be shared with other Agencies for a similar position if | am assessed as suitable. but not offered a position from this advertised vacancy. | understand the sharing of my details

does not guarantee me an appointment
Please note:

1) No attachment has been included in this application.

2) Once you submit your application you will not be able to change it or edit/delete your attachments.

Submit Application
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When viewing the list of applicants in RAMS, those that have ticked that box will have a green
icon displayed in the Sharing Status column, indicating that they are willing to be shared via a
Suitability list to other agencies.

Summary Details Questions Attachments Adverts Confirmations Notes Referrals New Referral Elableifeitl Sessions Contact History Permissions Log

O Search ||[ ] Results l

Applications
1D Applicant Rank Short List Status Attachments Notes Sharing Status Scores

920831 A A [][- | | Suitable Application [

929832 BB |:| [- | | Suitable 0 Application [

929833 €. C [][- v| | suitable Application [

Viewing records: 1to 3 of 3

[ Sweep ][ Exclusive Allocate ] [ Contact Applicants ] [ Share l [Print] [ Forward ] [ Update Status ] [ Conwvert Applicants

Add Applicant

If the vacancy does not use CMS, or if the sharing status of an applicant needs to be changed at
any time, then a manual process is available.

Select the tick box corresponding to the relevant applicants and click on the Share button. A new
page will appear.

Summary Details Questions Attachments Adverts Confirmations Notes Referrals New Referral GBIGERLE] Sessions Contact History Permissions Log

pSearch D Results l

Applications
(1] Applicant Rank ShortlList Status Attachments Notes Sharing Status Scores

90831 A8 | | |- ] [Suiable v| Application

Mone Mone

929832 B.B |:| [- v| | suitable v = Application [
Maone Maone

929833 C.C B v| [ suitable v & Application  []

Viewing records: 1to 3 of 3

/N
[ Sweep ][ Exclusive Allocate ] [ Contact Applicants I [Pr\nt] [ Forward ] [ Update Status ] [ Conwvert Applicants
\_/

Add Applicant
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Select Grant or Withdraw in the ‘Applicants Approval to Share’ section as required. The page
will return to the Applicants tab, with the Sharing Status updated per the selection.

Applicant's Approval % Share

Grant ] [ Withdraw

4
PMplica nts

Fields labelled like * this are mandatory.

Expiry Date |18{01,«'2012 | @ (dd/mm/yyyy)

[ Publish | [ withdraw |

Grant Share to Users
Fields labelled like * this are mandatory.

Surname |

Depar‘tment|

Given Names | |

Position Title |

[Search H Reset H Clear ]

PN EY Sessions Contact History  Permissions Log

Summary Details Questions Attachments Adwverts Confirmations Notes Referrals New Referral |

O Search [] Results 1

Applications
D Applicant Rank Short List Status Attachments Notes Sharing Status Scores

920831 A A RE v| |Suitable ) Application

929832 B.B (][ ~| | Suitable 2 Application  [J

929833 C.C L] [ | | suitable Application [

Viewing records:- 1to 3 of 3

[ Sweep ][ Exclusive Allocate ] [ Contact Applicants ] [ Share ] [Print] [ Forward ] [ Update Status ] [ Convert Applicants

Add Applicant

Step A4
Create a Suitability List by publishing any remaining suitable applicants.
Select each applicant to be shared via the tick box, then click the Share button.
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Summary Details Questions Attachments Adwverts Confirmations Notes Referrals New Referral [JEW#=lilbscl Sessions Contact History Permissions Log

O Search l [ Results 1

Applications

1D Applicant Rank Short List Status Attachments Motes Sharing Status Scores

Mone Mone

929831 AA RE | |Suitable v & Application

Mone Mone

929832 B.B |:| [- ~| | suitable | 2 Application

IMone IMone

e cc [ ][ | [suitable v & Application

Viewing records: 1to 3 of 3

[ Sweep ][ Exclusive Allocate ] [ Contact Applicants “ [ Share ] rint [ Forward ] [ Update Status ] [ Conwvert Applicants

Add Applicant

A new page will appear. If required, amend the expiry to reflect the end date of the Suitability
List. A Suitability List is active for a defined period, or if no date is specified, no more than six
months from the recruitment decision. Click on Publish.

Applicant's Approval to Share
[ Grant l [ Withdraw ]

Publish Potential Applicants
Fields labelled like * this are mandatory.

Expiry Date |18/01/2012 | B (dd/mm/yQyy)

Publishﬂ Withdraw

S

Grant Share to Users
Fields labelled like * this are mandatory.

Surname |

Given Mames |

Depar‘tment|

Position Title |

[Search ][ Reset ][ Clear ]

A Suitability List has been created. A blue icon will indicate which applicants are ‘published’, i.e.,
able to be viewed by other agencies searching Suitability Lists.

Applications
1D Applicant Rank Short List Status Attachments Notes Sharing Status Scores -

929803 A_A ] [- v | | Suitable Application ]

929802 Luxton. Stewatt | | |- v | | Suitable Application [

Viewing records: 1to 2 of 2
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The recruitment process is now complete for the agency unless contacted by another agency
that has viewed the Suitability List.

The Suitability List will display in RAMS via the Shared Opportunities page in the Vacancies
section of RAMS for the period identified at the start of step A4. Once that period expires, the
Suitability List will automatically remove itself from view.

Vacancies P

My vacancies
Active vacancies

Recruitment Requasts

Shared Opportunities
Search Vacancies

Mew Vacancy

Mew Entry Lewel
Frogram Reguest

Mew Registry Vacancy

If you are contacted by another agency seeking a applicant from the Suitability List, proceed to
step A5.

Note: The lead agency is able to withdraw applicants from being ‘published’ at any time.

This will not change the applicants application status of ‘Suitable’ or their sharing status of
‘Shared’, but will ensure that their details are not able to be viewed by other agencies via the
Suitability List.
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In the ‘Applications’ tab, select the tick box corresponding to the user to withdraw then click on
Share. The blue icon will disappear from that applicant in the ‘Applications’ tab.

Summary Details Questions Attachments Adverts Confirmations Notes Referrals New Referral filalle={elgi Sessions Contact History Permissions Log
O Search [] Results 1

Applications

1D Applicant Rank Short List Status Attachments Notes Sharing Status Scores

920831 A A RE v| [Suitable Application [

929532 BB |:| [- | | Suitable Application [

929833 C.C B | [ suitable Application

Viewing records: 1to 3 of 3

[ Sweep ][ Exclusive Allocate ] [ Contact Applicants ] [ Share ] [Pr\nt] [ Forward I [ Update Status ] [ Conwert Applicants

Click on Withdraw in the ‘Publish Potential Applicants’ section.

Applicant's Approval to Share
[Grant ] [ Withdraw ]

Publish Potential Applicants
Fields labelled like * this are mandatory.

Expiry Date |18/01/2012 | | (dd/mm/yyyy)

Publish f Withdraw h

\/

Grant Share to Users
Fields labelled like * this are mandatory.

Surname |

Given Mames |

|
|
Depar‘tment| |
|

Position Title |

[Search ” Reset ” Clear ]

The blue icon is no longer displayed next to that applicant.

Summary Details Questions Attachments Adverts Confirmations Notes Referrals New Referral EVoEGGGEd Sessions Contact History Permissions Log

D search ||[]Results l

Applications
1D Applicant Rank Short List Status Attachments Notes Sharing Status Scores

920831 A A - v [Sutable Apslication

929832 BB - v |Suitable Application

o
929833 C C - v [Suitable Apglication

Viewing records: 1to 3 of 3
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Step A5

In the event that the agency is contacted by another agency, discuss and decide if the Suitability
List contains relevant applicants for their needs.

In RAMS, open the relevant vacancy and go to the ‘Applications’ tab.

e Select suitable applicants via the tick box.

¢ Click on the Share button. A new page will appear.

Summary Details Questions Attachments Adwerts Confirmations Notes Referrals New Referral [ENMDENRUE] Sessions  Contact History  Permissions  Log

4 Search | E Resultsl

Applications
1D Applicant Rank Short list Status Attachments Notes Sharing Status Scores
929631 A A L] | [suitabl o] e - Appl

A A - Uitalla izatinn
929332 B8 L] | | Suitabl v hl Applicati

B.B - uitable ication
920033 c.C | | [+ v [suitable ~ e s Application

Viewing records: 1to 3 of 3

[ Sweep ][ Exclusive Allocate ] [ Contact Applicants ] [ Share ] [Print] [ Forward ] [ Update Status ] [ Conwvert Applicants ]

[ )
In the ‘Grant Share to Users’ section, search for the RAMS user from the querying agency.
e Enter their name details and click on Search.
e Select the correct user and click on Confirm.

e A pop-up box appears confirming what action has occurred. Click OK.

Grant Share to Users
Fields labelled like * this are mandatory.

Surname | | Windows Internet Explorer |§|
Given Names |qutcn |
! E Shared 3 applications with user .
Depar‘tment| | z
Paosition Title | |

[Search ” Reset ” Clear ]

Position Title Surname Given Names Phone Agency Status

Stewart Luxton Demo 01 stewart luxton@psc.wa.gov.au 9219 6122 Public Sector Commission Active ]

Stewart Luxton Demo 02 stewart luxton@psc.wa.gov.au 9219 6122 Premier and Cabinet, Department of the Active

Canfirm H wWithdraw

Page 13 of 40 RAMS User Guide - Suitability Lists and Shared Appointment Pools



A ‘+’icon is now displayed next to the blue icon, indicating that the applicant is shared with
another agency. Applicants can be shared with many agencies at once. To withdraw the shared
status from an applicant, repeat the steps above from the start of Step A5, and select Withdraw.

Summary Details Questions Attachments Adverts Confirmations Notes Referrals New Referral [EbDEabuE] Sessions Contact History Permissions Log

2 Search | [ Results 1

Applications
1D Applicant Rank ShortList Status Attachments Notes Sharing Status Scores
M il

w0331 aa | | [- ¥ [Suitasle v] ¥y Application
929832 B.B HNE | [ Suitable v & &t Application

= Add
wggzz cc | | |- | [suitaske v & & Application

Viewing records: 1 to 3 of 3

[ Sweep ][ Exclusive Allocate ] [ Contact Applicants ] [ Share ] [Pr\nt] [ Forward ] [ Update Status ] [ Convert Applicants ]

There are no further actions to take for the initiating agency. Further explanation of how an
agency can view existing Suitability Lists can be found in Section B.

Note: Step A5 may be repeated by the lead agency as other agencies can view the Suitability List until
the expiry date of the Suitability List is reached.
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B: Using a Suitability List to seek applicants

Note: Before an agency begins this process, the agency must have a cleared vacancy in RAMS. This
will enable shared applicants to be ‘nhominated’ to that vacancy.

Step B1
Login to RAMS as normal and on the main menu page select Shared Opportunities.
Vacancies -
My vacancies

Active vacancies

Recruitment Requasts

Shared Opportunities

Search Vacancies

Mew Vacancy

MNew Entry Lewvel
Praogram Reguest

Mew Registry Vacancy

A new page will appear, allowing agencies to perform a search of all Suitability Lists that have
identical or similar job requirements to the agencies cleared vacancy. Enter the relevant search
parameters and click Search.

ID | | Job Title |

Pasition |
MNumber | Keywords
Accounting/Economics/Finance - Perth Metropolitan -
Administration/Support Service ip— Gascoyne Region =
Cccupation |Agriculture/Horticulture/Forestry DRC;g:EQ Goldfields-Esperance Region
Apprenticeship/Traineeship v Great Southern Region v
Fixed Term - Full Time » Level 1 -
Fixed Term - Part Time = Level 2 =
Work Type |Permanent - Full Time Level [Level 3
Permanent - Part Time ¥ Level 4 v

Agency 149 ~
Agent General =
Agency |Agriculture Protection Board

Agriculture and Food, Department of v

Z N
Goeeret) (reset (e ]

"
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Step B2

A list of relevant Suitability Lists will be generated. The following information is provided:

Date the Suitability List created

Agency that created and has control of the Suitability List
Job title

Position number

Classification

The number of ‘Potential’ suitable applicants that are available, and the number of ‘Actual’
suitable applicants that have been assigned to the agency.

Potential:

This is the number of suitable applicants that the initiating agency has shared and published
for other agencies to view.

Actual:

This is the number of applicants that have been shared by the lead agency to the querying
agency representative. If this is the first time an agency has viewed a Suitability List or no
contact has been made to the initiating agency, then there will be no number in the ‘Actual’
column.

More information about each Suitability List is available by selecting the Job Title. This will allow
you to see the original vacancy advertisement.

D search ||[T]Results |

< First < Prev.

2011-07-21 Public Sector Commission - Admin_S 4444 2 2
2011-07-21 Public Sector Commission - nin Suitability List Demo 0 1234 3

2011-07-26 Public Sector Commission - Admin User Manual - Shared Appointment Poal Pool Ref 9999 4

4=
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Step B2 continued

If the agency finds a Suitability List that meets its requirements, click on the Job Title. In addition
to the vacancy advert, the agency will find the following contact information:

e Vacancy ID

e Vacancy owner name

e Email and phone details for the vacancy owner.

VAcancy ID: 250210

ame: Stewart Luxton Demo 01

Email: stewart. luxtoni@psc.wa. gov.au

Phone Number: 9219 5122

Aubstantive Equality Statement
Suitalility List Demo 1

Permanent - Part Time Job Description
Suitability List Demo 01

Suitability List Demo 01 Selection Criteria
Suitakility List Demo 01
2011-08-10 5:00 PM

For Further Job Related Information
Enter default text here. If nat required, delete this section.

Suitability List Demo 01 Application Instructions
Enter default text here. If not required, delete this section.
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Step B3
Contact the nominated vacancy owner to discuss the available applicants.

If there are suitable applicants available, the lead agency will access RAMS (see Step A5)
and grant permission to the querying agency representative to view the suitable applicants.

Once permissions have been granted, search the Shared Opportunities page again. A number
will be seen in the ‘Actual’ column. This is the number of applicants the lead agency has
assigned to the querying agency representative.

P search ||[]Results |

< First = Prev.

Job Title Position Number Classification Potential Actual
2011-07-21 Public Sector Commission - Admin 5L Derro 01 4444 2 2
2011-07-21 Public Sector Commission - Admin Suitability List Demo 01 1234 3 3
2011-07-26 Public Sector Commission - Admin User Manual - Shared Appointment Poal Pool Ref 9999 - 4

If there are no suitable applicants available, agencies can view other Suitability Lists to find a
suitable applicant for their vacancy. If there are none to be found, then the agency should
commence a recruitment process as normal. Agencies should determine at this time if they
should advertise using a Suitability List (see Section A) or a Shared Appointment Pool process
(see Section C).
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Step B4

Click on the number in the ‘Actual’ column. This will display a list of the shared applicants.

Shared Applicant List

Surname First Names Email Phone

A A a ]
= E b L]
C C c ¥

MNominate ][ Cancel ]

These applicants must be nominated into the vacancy before their details will be able to be
viewed. Place a tick in the box against those applicants that will be nominated to the target

vacancy. Click Nominate.

Shared Applicant List

Surname First Names Email Phone

A A a

E E b

C C c
Cromnate
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A search page will open. Enter the relevant parameters to identify the relevant vacancy for these
that has been created. Click Search.

A Search H [ ] Results l

Search Form
[Search ]L Reset ” Clear ]

D I:I Job Title ‘target vacancy - suitability list

U s |—- Select from List -- V‘ u T ‘ Selact Lt |
acancy Category acancy Type | -- Select from List -- v
Wacanoy Yacaney
(FROM) (TO)
Term l:l months Cwener ‘—— Select from List -- V|
CInternal
keywords | In Redeployment Oexternal
O Neither
@ any

Fixed Term - Full Time A

Fixed Term - Part Time
Exemption | -- choose -- b Wiork Type |Permanent - Full Time

Permanent - Part Time ¥
Perth Metropolitan ~ Less than 520 000 ~
Gascoyne Region = $20 000 to 529 999
Location Region ||Goldfields-Esperance Region Salary Range ||$30 000 to $39 999
Great Southern Region b 540 000 to 549 999 =~
Accounting/Economics/Finance -~ Level 1 ~
Administration/Support Service = Level 2 =
Ocecupation Agriculture/Horticulture/Forestry Level |Level 3
Apprenticeship/Traineeship b Level 4 aal

Select the relevant vacancy for the search results. Click Apply. Click OK.

( St i
Search for the vacancy (or vacancies) to which you wish to nominate. Windows Internet Explorer @

JJ Search || []Results l A S i (= e o

Vacancies Report

Date Job Title PositionNo Classification Applications Agency

2011-07-27 Target vacancy - suitability list 9876 Target vacancy - suitability list Cleared for Advertising 0 Premier and Cabinet, Department of the Stewart Luxton Demo 02

Classification

Target vacancy - suitability list | Cleared for Advertising | None gfprgfr;::? 0(;:::.9@ W
§(1]11-07- m&pom(mem Pool target ?;30‘;5!269( g?ared Appointment Pool Demo ‘ Cleared for Advertising v‘ (G 0 0 2 0 E:;r;::;ﬂ;iﬁ;nel. Df:r?;v;rzt Luxton
2311-01 \i}:lr:cd IAUQOQZDm(mem Pool target %ﬁRﬁei iia;::;ﬁopﬂpzomtment Pool target ‘ Cleared for Advertising v‘ None 0 0 0 0 ;;Epn;r\\er:‘::::i D(;?::e( D?:sg\/;; Luxton
20T s itabiity it target vacancy. 1111 Suitability list target vacancy | Cleared for Advertising v Noe 0 0 2 0 g’;’::f;z:fif:'e"e' B
5311»07» (?Luz\(ab\my list target vacancy 111 S{\]J;Sblh(y list target vacancy ‘VCIeared for Advemsmg v‘ None 0 0 2 0 gr:prgr\;rn::{i O\’;Tﬁlsnel D?ﬁé‘lgg Luxton
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Check the ‘Summary’ tab of the vacancy. Note that the applications have been added, but at this
time they will not yet display in the ‘Applications’ tab.

<« Summary Det3 Questio ALES e Adve 0 atio ofe Referra = Referra
L4 Vacancies A Agency: Premier and Cabinet, Department of the Position No: 9876
i Rerantian Classification: Target vacancy - suitability fist
2 Details Status: Cleared for Advertising Time on Hold: -
Active Vacancies Date Created: 2011-07-27 Owner: | Stewart Luxtcm9 20195?1 g%
i Questions 1 Question Group(s) 0 Self Assessment Question(s} 0 Application Question(s) 0 Preference Question(s)
Shared Opportunities Attachments 0 Attachment(s)
Search Vacancies Referrals 0 Referral(s)
Advertiseme N i
O S ;iscar:tsn There are 3 Application(s) for thl@
New Entry Level Program Notes
Request

Step B5

Click on the ‘Applications’ tab, then in the ‘Search’ field.

Summary Details Questions Attachments Adverts Confirmations Notes Referrals New Referral [ENII L

(: E Search E [ Results |

0 records found
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In the ‘Search Criteria’, enter the following search string:
e Division Hierarchy 1

e Application

e Status

e EQUALSTO

e Suitability Nomination.

Click on Generate.

Summary Details Questions Attachments Adverts Confirmations Notes Referrals New Referral FYNIE LGN Sessions Contact History

O search ||[]Results |

Saved Reports

|--Select from List-- ¥| = Save As New I

Search Criteria

Keywords: l
Choose Level Choose Area Choose Field Choose Operator Choose Condition

< | Division Hierarchy 1 ¥| [Application x| [status ~| |equaLs To RAl(Suitability Nomination |

d Condition I Remove Condition |

[T Search Failed Assessment

Report Columns
Columns

Application ID
Division Hierarchy 1 - Date

Division Hierarchy 1 - Attachments
Division Hierarchy 1 - Notes

Add Columns | Remove Columns I
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Step B5 continued

The applications will now display in the ‘Results’ tab with a status of ‘Suitability Nomination’. Note
that ‘Application’ information is now available. If required, change the status of the nominated
applicants in the Status column.

Summary Details Questions Attachments Adverts Confirmations Notes Referrals New Referral | Applications | Sessions Contact History

) Search HD Results |

Applications

Attachments MNotes

929864 A A L] [- ] [suitability Nomination \, ¥ |1Nm:(‘jd ﬂf'—‘xgglication O
929863 8.8 | | [- | ] [Suitability Nomination v |1Note:r_jd v sosication |5
929862 C.C [ ][\ [suitabiity Nomination /v |1Nmes d Application / [

Vievang records: 1to 3 of 3

[ Save ] [ Download

’ Sweep ” Exclusive Allocate ] ’ Contact Applicants ] ’Print] ’ Forward ] ’ Update Status ] ’ Convert Applicants

Add Applicant

Agencies are able to view the information provided by the applicant as part of their application
process by clicking on the Application link. It does not include any information generated by the
initiating agency as part of their selection assessment process.

If applicable, appoint a successful applicant and complete the remainder of the recruitment
process as normal.

If no appointment occurs, view other Suitability Lists or commence a recruitment process as
normal. Agencies should determine at this time if they should advertise using a Suitability List
(see Section A) or a Shared Appointment Pool process (see Section C).

Note: The ‘Suitability Nomination’ status is defined in RAMS to not display in the ‘Results’ tab unless

the search string described above is used. This is because suitability applicants must not be included
in the Application List with other applicants and must not be included in any subsequent report such

as the selection report.

If/when an agency appoints an applicant from a Suitability List, the agency may wish to contact
the initiating agency and advise them of this fact. However, the Suitability List cannot be
changed unless the applicant themselves contacts the initiating agency and asks them to
withdraw them from the Suitability List.

Accordingly, unless the applicant requests to be removed from the Suitability List, all applicants
will remain on the Suitability List for its duration and may be contacted by other agencies and
offered other opportunities.
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C: Advertising a Shared Appointment Pool

Before you begin

A number of factors must be considered before commencing the Shared Appointment Pools
recruitment process.

If the agency is using the Shared Appointment Pool Recruitment process for the first time,
contact the RAMS Contract Manager via rams@psc.wa.gov.au, who will authorise enabling the
agency as a Shared Appointment Pool user.

The agency will also need to provide a graphic of their logo for inclusion in the shared advert.
e Format: jpeg or gif

e Dimensions: 190 pixels wide, 130 pixels high

Collaborating agencies must determine the following at a minimum:

e Who is the lead agency (responsible for managing the vacancy in RAMS)?
e Who are the other agencies involved?
e Who is the delegated authority for this Shared Appointment Pool?
e How long will the Shared Appointment Pool operate for?

o Must run for a defined period, and be determined by all collaborating agencies.
¢ Who are the representatives from each agency for the review panel?

o Must be an existing RAMS user.

o Each user must be created as an AU user in the Lead Agency
e What questions will be required to be answered by applicants?

o Must be created in the shared question library.
e How will suitable applicants be appointed from the Shared Appointment Pool?
e Which JDF will be used in the advert?

¢ Will the default Shared Pool advert template be used or will a new advert template be required
for the vacancy?

o The default template is in place and provided for free for all Shared
Appointment Pool recruitments. If a specific advert template is required, then a
one-off cost will be incurred for its creation. Contact the RAMS Contract
Manager via email (rams@psc.wa.gov.au) for further information.

¢ Who will the central contact be for queries by applicants regarding the vacancy?
¢ Reporting: Who will be responsible and how will it be done/presented?
Once these factors have been determined, the lead agency begins the process described below.

All agencies should have a cleared vacancy (or pool of cleared vacancies) ready to be
filled at the commencement of this process.
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Step C1

Create a new vacancy by clicking on New Vacancy under the ‘Vacancies’ tab in the main menu.

1 Vacancies ~

My vacancies
Active vacancies

Recruitment Requests

Shared Opportunities

Search Vacancies

MNew Entry Level
Praogram Reguest

Mew Registry Vacancy

At the ‘Categorisation’ submenu, select General. This will generate a relevant selection list.
Select Shared Pool Recruitment.

Note: the option to choose Shared Pool Recruitment will only appear in this drop down list if the
agency has been enabled as a Shared Appointment Pool user.

{Zategorisation

-- Select from List -- +
Vacancy Category [-- Select from List --

ExEressinn of Interest

Suitability List Count |Non-Advertised

Targeted
-- Select from LISt --

Yacancy Tvpe
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Zategorisation

General e
“acancy Cateqary | -~ gglect from List -- v

-- Select from List --
Mon-Shared

eSS e Shared Pool Recruitment
Suitability List
Wacancy Type

Complete the rest of the Shared Appointment Pool creation process asnormal.

Step C2

Proceed with the Shared Appoinment Pool process, using the lead agencies existing process.

Shared Appointment Pool questions must be created in a shared library, rather than in the lead
agencies library. This is to ensure that all agencies are able to view the questions throughout the
process. All Shared Library questions and answers must be approved by all collaborating
agencies.

A shared library will have been created as part of the initial set up of the Shared Appointment
Pool. Access to the Shared Appoinment Pool will be granted to an agency at the same time the
access to the Shared Advert Template is granted. These accesses will need to be approved by
the RAMS Contract Manager at PSC.

To check that the Shared Library has been set up and that the lead agency has access to that
Shared Library, click on Questions in the main menu then Question Library Groups.

@ Questions -
Cuestion list

Cluestion Library Groups
Question Responses

Self Assessment Questions
Application Questions

Freference Questions

Select a Library from the first drop down menu and then find the Shared Pool Library in the
second drop down menu. Go back to the main menu.
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‘ Question Groups

Select a library to edit: |Pub|ic Sector Commission V|

Select a library question group (o edit: |Shared Pool Library V|

Fields labelled like * this are mandatory.

Library Public Sector Commission

Library Group, |Shared Pool Library

Active

The process to create questions for the shared library is exactly the same as the question
creation process in RAMS, except that the lead agency must select the Shared Library Question

Group.

Select a library to edit: Public Sector Commission *

Select a library question group edit: | Shared Poal Library %

Select a question to edit: | Shared Appointment Pool demao

Fields labelled like * this are mandatory.

Library Group | Shared Pool Library Yl

Shared Appointment Pool demo
Text

Description ||Sharec| Lppointment Pool demo |

Response |Yestu Radio (Yes Right Answer) V|

Sequence |1 |

Arctive

[Save ] [ Save as new ]

Note: Applicants may opt out of being shared with some of the agencies that are collaborating in the
process. Agencies may wish to create a question in the Shared Library that allows applicants to make

this choice.
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Step C3

Continue with the Shared Appointment Pool per the lead agencies process. When creating the
advertisement, some additional steps are required.

Ensure that a clear statement is included in the advert text alerting applicants that this vacancy is
a Shared Appointment Pool and what this means.

The lead agency will note a change in the ‘Edit Advertisement’ page in RAMS. Select all the
collaborating agencies from the list shown. Only agencies that have been approved as Shared
Appointment Pool participants will be listed.

Edit Advertisement for Shared Appointment Pool demo

Fields labelled like * this are mandatory.

ID 114567

Advert Name |Shared Appointment Pool demo

A . |2011-07-06 | Bl (yyyy-mm-dd)

E—— Date|2011-u?—20 | B (yyyy-mm-dd)

[5_¥]: o0 ¥[pm ¥]

Expiry Time

Template to use |WA Gov. Job Board 02(Free Format) V|

Agency: Public Sect ommission

[] Agency 149
[ Agent General

[] Agriculture Protection Board
[ Agriculture and Food, Department o
[ Albany Port Authority

[] Animal Resources Authority

[ Anti-Corruption Commission

[1 Architects Board of Wa

[ Armadale Redevelopment Authority
[ aArt Gallery of Westarn Australia

[] Attorney General, Department of the
[1 Auditor General, Office of

[1 authors

[] Botanic Gardens and Parks Authority,
[] Broome Port Authority

[] Builders Registration Board of W
[ Bunbury Port Authority
[] Bunbury Water Board
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Step C4

Select permissions, then Add New User from the ‘User Permissions’ section.

Summary Details

Questions Attachments Adverts Confirmations MNotes Referrals New Referral Applications Sessions Contact History [[2gntee= Loog

Vacancy Owner: |LUXt0ﬂ, Stewart

Save

| Luxton, Stewart

You have been granted FULL EDIT permission to this vacancy based on:
Owner Access

Contact User

USER PERMISSIONS
Add New User

Mo results found

Enter user details of the AU users created at the start of the process and click Search. Select the
correct user and add them to the vacancy.

Summary Details Questions Attachments Adverts Confirmations Notes Referrals

New User for Shared Appointment Pool demo

Fields labelled like * this are mandatory.

Surname |Luxt0r| |

Given Mames | |

[ Reset ” Clear ]
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Step C5

When all apsects of the Shared Appoinment Pool vacancy are complete and all agencies are
ready to proceed, publish the Shared Appoinment Pool vacancy and undertake the Shared
Appoinment Pool selection process per the lead agenices normal procedures.

Ensure that all agencies participate in the pool recruitment process.

At the completion of the recruitment process a list of suitable applicants will be recommended by
the panel and approved by the delegated authority. Update the RAMS status of these applicants
to suitable.

Summary Details Questions Attachments Adverts Confirmations Notes Referrals New Referral ([ENJeclii] Sessions Contact History

A Search l [] Results 1

Applications
1D Applicant Rank Short List Status Attachments Notes
929838 A_A [ ][ ~| | sutable v Application [
929335 B. B [ ] ] ~| | sutabl v Noi [1Notes ¥ Applicati O

B.B - uitable Jiaw [ 2dd ication
929837 C.C L] ~| | suitabi ~| Noﬂ [1 Notes . | Applicati O

Lo L - uitable View ication

Viewing records: 1to 3 of 3

[ Sweep ][ Exclusive Allocate ] [ Contact Applicants ] [Share ] [Print] [ Forward ] [ Update Status ] [ Convert Applicants
Add Applicant

Select all Suitable Applicants, click on the Share button.

Summary Details Questions Attachments Adverts Confirmations Notes Referrals New Referral [Nl Sessions Contact History

) Search l [] Results 1

Applications

1D Applicant Rank Short List Status Attachments Notes

929838 A_A []] | [ suitable v| Application
= . Add Add

929336 B. B [ ] | | suitabl v| Noi [1hotes ¥ Agplicati
B.B - uitable e T 2da ication

929837 C_C L] ~| [ suitabl | Noﬂ [1Notes . | Applicat
L. C - uitable o ication

Viewing records: 1to 3 of 3
[ Sweep ” Exclusive Allocate ] [ Contact Applicants ] [ Share ] [Print] [ Forward ] [ Update Status ] [ Convert Applicants
Add Applicant
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A new page will open. Click on the Grant button in the Applicants Approval to Share section.
Click OK.

Applicant's Approval to Share
[ Grant] [ Withdraw

Publish Potential Applicants
Fields labelled like * this are mandatory.

Expiry Date |02,r’02,n‘2012 | E| {dd/mm/yyyy)

[ Publish | [ withdraw |

Grant Share to Users
Fields labelled like * this are mandatory.

Surname |

Department |

Given Mames | |

Position Title |

[Search ” Reset H Clear ]

Green icons will appear in the Shared Status column, indicating that these applicants are willing
to be shared. Click on the Share button again.

Summary Details Questions Attachments Adverts Confirmations Notes Referrals New Referral |[ENdll=pbly] Sessions Contact History

42 Search | [ ] Results 1

Applications

1D Applicant Rank Short List Status Attachments Notes

929838 A_A (][ v | fsuitable \ v| - Application

MNone | 1Motes .. V|

929836 B.B L - o [ sitable ] View [Add -

None | 1 Motes . V|

929837 C C RE v\ suitable v . 3 Application

T

4 Exclusive Allocate ] [ Contact Applicants ] [ Share ] [Print] [ Forward ] [ Update Status ] [ Convert Applicants ]

Application

Add Applicant
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A new page will open. Review the expiry date and click on the Publish button in the Publish
Potential Applicants section. Click OK.

Applicant's Approval to Share
[Grant][ Withdraw ]

Publish Potential Applicants

Fields labelled like * this are mandatory.

Expiry Date |02,r’02,n‘2012 | E| {dd/mm/yyyy)

[ Publish | [ withdraw |

Grant Share to Users
Fields labelled like * this are mandatory.

Surname |

Department |

|
Given Mames | |
|
Position Title | |

[Search ” Reset H Clear ]

Blue icons will appear in the Shared Status column, indicating that these applicants are willing to
be published.

Summary Details Questions Attachments Adverts Confirmations

£ Search | [] Results 1

MNotes Referrals MNew Referral |filslslle=lalslys

Sessions Contact History

Applications
1D Applicant Rank Short List Status Attachments Notes Sharing Status Scores
929838 AA | | [~ |¥][Suitable v sa Application
929335 B. B [ ][ ~| [ suitable v |1Nmes ¥ - - Application
— A view |[Add
- None |1 MNotes .. V| o
529837 C C [ ][ ~| [ suitable v Yo Troa = Application

Viewing records: 1to 3 of 3

[ Sweep ” Exclusive Allocate ] [ Contact Applicants ] [ Share } [Print] [ Forward ] [ Update Status ] [ Convert Applicants

Add Applicant

Page 32 of 40 RAMS User Guide - Suitability Lists and Shared Appointment Pools



Summary Details Questions Attachments Adverts Confirmations Notes Referrals New Referral [Nl Sessions Contact History

) Search l [] Results 1

Applications

1D Applicant Rank ShortList Status Attachments Notes

929838 AA | | [ | [Suttable v Application ]
929835 B.B [ ][ | | suitable v| |1t°fles “l Agplication [
929837 C.C NE ~| | suitable v |1_ Eolt_e:"jd g Application [

Viewing records: 1to 3 of 3

[ Sweep l[ Exclusive Allocate ] [ Contact Applicants ] [Share ] [Print] [ Forward ] [ Update Status ] [ Convert Applicants

Add Applicant

Step C6

Appoint successful applicants.

For the lead agency, the process is the same as a normal pool process. Appoint the applicant to
the agency pool vacancy and change the Application Status accordingly.

For collaborative agencies, the Suitable Applicant must be nominated across to a representative
of the collaborative agency by the lead agency. Section D explains the rest of the nomination
process in more detail.

In the ‘Applications’ tab, select the suitable applicants via the tick box. Click the Share button.

Summary Details Questions Attachments Adverts Confirmations Notes Referrals New Referral |[EWMILENE] Sessions Contact History

£ Search l [] Results 1

Applications

1D Applicant Rank Short List Status Attachments Notes

929838 AA | | [~ |¥][Suitable v a2 Application
929836 B.B [ ][ v | [ suitable v |1_ :\iult.e:;jd ¥ e Applicatio
929837 C.C [ ][ ~| | suitable ~| |1_ iriult_e:"jd ¥ - Application

[ Sweep ” Exclusive Allocate ] [ Contact Applicants n Share “Print] [ Forward ] [ Update Status ] [ Convert Applicants
Add Applicant

Under the ‘Grant Share to Users’ section, add in the user details of the collaborating agency
contact. Click Search.
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Select the appropriate user and click Confirm.

Grant Share to Users
Fields labelled like ™ this are mandatory.

Surharie 1 ]
|"\ | Windows Internet Explorer rz|
Siven Nameﬁluxton} |
N L E Shared 3 applications with user,
Department | | L]
Paosition Title | |

< search |[) Reset |[ Clear |

Stewart Luxton Demo 01 stewart luxton@psc.wa.gov.au 9219 6122 Public Sector Cormmission Actiys [
Stewart Luxton Demo 02 stewart.luxton@psc.wa.gov.au 9219 6122 Premier and Cabinet, Department of tHG Active

[ Confirm H Withdraw ]

The ‘Applications’ tab displays icons in the ‘Sharing Status’ column.

Sharing Status

Note that the applicant shared with the collaborating agency shows the + sign next to it,
indicating that that applicant has been shared with the collaborating agency contact.

This will allow the agency representative from the collaborating agency to nominate that
applicant into their vacancy. Section D explains the rest of the nomination process in more detalil.

The role of the lead agency in the Shared Appointment Pool is effectively complete, unless
contacted by an applicant asking for a change to be made to their sharing status or one of the
collaborating agencies has another vacancy position become available.

Note: Only collaborating agencies can appoint applicants from this process. Agencies cannot create a
Suitability List from this process.
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D: Appoint applicants from a Shared Appointment
Pool

Before you begin
Ensure that a cleared vacancy is available.

Ensure that the person identified in Step C6 logs into RAMS to complete this process as the
suitable Shared Applicant Pool applicant has been assigned to that user only.

Step D1

Login to RAMS, select Vacancies and then select Shared Opportunities.

.. f

My vacancies

Active vacancies

Recruitment Requeasts

Search Vacancies

MNew Vacancy

Mew Entry Level
Program Reguest

MNew Registry Vacancy

A new page will appear, allowing the agency to perform a search of all relevant Shared
Appointment Pools.
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Enter required search parameters and click on Search.

D Search H [] Results l

D 1 Job Title ishared Appointment Pool Demo 01 I
Position Number | Keywords | I
Accounting/Economics/Finance 31 Perth Metropolitan A
Administration/Support Service ;1 Gascoyne Region =
Occupation |Agriculture/Horticulture/Forestry Location Region |Goldfields-Esperance Region
Apprenticeship/Traineeship | Great Southern Region v
Fixed Term - Full Time 4 Level 1 ~
Fixed Term - Part Time - Level 2
Work Type |[Permanent - Full Time Level |Level 3
Permanent - Part Time ¥ Level 4 v

Agency 149
Agent General =]
Agriculture Protection Board

Agriculture and Food, Department of v

@) Reset ][ Ciear |

Step D2

>

Agency

The ‘Search Results’ tab will display any Shared Appointment Pools the agency is able to view.

Shared Appointment Pools will display the number of shared applicants in the ‘Actual’ column.
Click on the relevant number in the ‘Actual’ column.

[ Results l

2 Search

Job Title Position Number Classification Potential Actual
2011-07-21 Public Sector Commission - Admin Shared Appointment Pool Diemo 01 Pool Ref 8765 3 3
N

A list of shared applicants will be shown. Select applicants via the tick box and click the
Nominate button.

Shared Applicant List

Surname First Names Email Phone

A A 1111 111
B B 2222 2222
C C 3333 3333

ominate D Cancel
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Step D2 continued

The following page appears, allowing the agency to seach for the correct vacancy that the
selected applicant/s will be nominated to.

Enter required search parameters and click Search.

42 Search H [ Results l

S Form

Search Reset Clear

jn} l:l Job Title |Shared Appaintment Poal Demo 01 target vacancy|

‘—— Select from List -- V‘

Yacancy Category Wacaney Type |—— Select from List -- V|
A
Wacaney Vacancy
(FROM) (T
Term I:I months Cwner |-- Select from List - ~|

O Internal

keywords ‘ In Redeployment gllf‘lxt;l;nal

elther

® any

Fixed Term - Full Time
Fixed Term - Part Time

Exemption | -- choose -- A wWaork Type |Permanent - Full Time
Permanent - Part Time b

Perth Metropalitan A Less than $20 000 -~
Gascoyne Region =2 520 000 to 529 999
Location Region |Goldfields-Esperance Region Salary Range ||$30 000 to $39 999
Great Southern Region v 540 000 to 549 999 »
Accounting/Economics/Finance ~ Level 1 -~
Administration/Support Service = Level 2 =
Ococupation Agriculture/Horticulture/Farestry Level |Level 3
Apprenticeship/Traineeship bl Level 4 ~

Select the correct vacancy via the tick box to attach the suitable applicant/s to and click the
Apply button

A Search || [ ] Results l

Vacancies Report

Date  JobTide Positiono Classification Applications Agency Nlencr Ble  ouner
2011-07- Shared Appointment Pool Demio 01 Shared Appointment Pool Demo 01 Shared Appointment Pool Dema 01 Cleared for 0 Premier and Cabinet Stewart [ uxton|
27 target vacancy target vacancy target vacancy Advertising Department of the Demo 02

g Y g Y g Y g P Demo 02

D) =2
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Step D3

In the ‘Applications’ tab, click Search.

Summary Details Questions Attachments Adverts Confirmations Notes Referrals New Referral (VL

(: E Search PJ ] Results |

0 records found

In the ‘Search Criteria’, enter the following search string:

e Division Hierarchyl

e Application

e Status

e EQUALSTO

e Suitability Nomination.
Click on Generate.

Summary Details Questions Attachments Adverts

Confirmations Notes Referrals New Referral FWIELEl Sessions Contact History

P search |[[]Results |

Saved Reports

[--select from List-- »]  Save As New |

Search Criteria

Keywords: I
Choose Level Choose Area

Condition l Remove Condition |

Choose Field Choose Operator Choose Condition
( | Division Hierarchy 1 ¥| [Application ] [status ] |equaLs To Ball[Suitability Nomination |4

[T Search Failed Assessment

Report Columns
Columns

Division Hierarchy 1 - Attachments
Division Hierarchy 1 - Notes

Add Columns | Remove Columns I

o)
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Step D4

The suitable applicants are now nominated and visible in the collaborating agency vacancy.

Summary Details Questions Attachments Adwerts Confirmations Motes Referrals New Referral |[EVL=IuEl Sessions

1) Search | [ ] Results 1

Applications
1D Applicant Rank Short List Status Attachments Notes Scores
o069 AA [ ] | | [Suttability Nominati | [1 Notes ¥ et
" - e utablity Momination hd — ication v
View || Add
S — Mone | 1 MNotes .. V| o
329870 B. B I:I | \'| |SUIIEI€II|IW FMomination \'| view T2dd Application
w97 cc | || | [ suitability Mominati | e [1Notes vl Applicati
A - = uitalzility Momimation e = icaton ¥
View || Add

Viewing records: 1 to 3 of 3

[Save] [ Download

[ Sweep ][ Exclusive Allocate ] [ Contact Applicants ] [Drint] [ Forward ][ Update Status ][ Convert Applicants

Add Applicant

Appoint the candidate(s) to your position(s) per the agencies normal appointment process,
remembering to ensure that the Status is changed from ‘Suitability Nomination’.

Click Save or the system will not recognise that your appointment is complete.

Summary Details Questions Attachments Adwerts Confirmations Notes Referrals New Referral Applicaticns

O Search | [ ] Results 1

Applications

1D Applicant Rank ShortList Status Attachments Notes Scores

020869 AA [ | | o] [Succasstu o] [1notes %) posicat
- Mone | 1 MNotes .. V| o

929870 B.B l:l | Y| |Successfu| Y| . Application

w2971 cCc | | [ ¥ [Successhl v] |T_:\{D.t.89;jd ’l Application

Wiewing records: 1to 3 of 3

[Save ] [ Download

[ Sweep ” Exclusive Allocate ] [ Contact Applicants ] [Drint] [ Forward ] [ Update Status ] [ Convert Applicants

Add Applicant

The process is complete.
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Further information/feedback

Users of these guidelines are welcome to make suggestions or ask for more information on
these enhancements or other matters relating to RAMS at any time.

Please contact the RAMS Contract Manager rams@psc.wa.gov.au
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