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	RECRUITMENT & SELECTION

INFORMATION FOR CANDIDATES



If you are applying for a position:

Housing New Zealand Corporation uses competency-based recruitment and selection processes.  An important part of selecting the ‘best person’ for the job is the assessment of a candidate against the criteria critical to achieve effective performance in the position (qualifications; skills, knowledge and experience; competencies).  These criteria are set out in the ‘Person Specification’ section of the position description which is available online during the application process.  
To apply for a position you need to complete the on-line application form at www.frontdoor.co.nz ensuring you answer all compulsory questions and attach your CV and an application/cover letter. Should candidates have questions surrounding this process we welcome you to contact the recruitment team via the website or email address on the bottom of this document. 
What happens next?

Candidates whose applications indicate that they best meet the criteria listed under qualifications, skills, knowledge and experience in the position description will be assessed and a shortlist determined.  Some candidates may be contacted for an initial phone interview before finalising the shortlist.  Shortlisted candidates will then be invited to an interview and/or testing.  

If you have been shortlisted you will be contacted to arrange an interview time and explain any other selection processes that will take place e.g. testing, presentation.  If you have not been shortlisted you will be emailed advising you of this.

If you have any injury or disability that may affect your ability to access our building, need to know where the wheelchair access doors are, require a support person to be present at the interview, or if you have any other needs before or during the interview, please let us know when we contact you for the interview and we will try to accommodate these needs to the best of our ability.

How can you prepare for the next stage?

Interviews:

HNZC uses competency-based interviews commonly with a panel of two or three people.  Our style of interviewing is interactive and behaviourally based.  The interviewer will outline how the interview will be conducted before it begins and will guide you through the questions.

The questions are designed to help us determine how well you have demonstrated the competencies that are required in the job.  You will be asked to tell us about things that you have done in the past because research suggests that past behaviour is the best predictor of future behaviour.  

The position description (including competencies) will be made available to candidates who have been successfully selected for interview or earlier as part of the application process by request. To prepare for the interview you should look at the competencies set out in the back of the position description and think about examples in your actual work or other relevant situations.  There will be questions on each of the competencies.  It is okay to prepare notes and bring them with you to the interview.

In order for the interviewers to get the kind of information that they need, you will be asked to structure your answers into a ‘story’.  The structure of your answers should be;

· Briefly describe the situation you were in and what you were thinking at the time (situation)

· Highlight the tasks that were your responsibility 
· Outline what you did and why (action)

· Explain what the outcome was (results). 
This is known as the STAR method.

[image: image1]
[image: image2.png]
[image: image3.png]



There will also be a number of questions about your skills and experience.  The interview may take up to 1.5 hours and there will be time allocated for your questions.
As part of the interview process you may be asked to prepare a brief presentation or complete an ‘in-tray’ exercise. This will be discussed with you prior to the interview. 

Pre-Employment Screening:

On a number of occasions candidates may be asked to complete psychometric assessments and/or ability/aptitude tests as part of the selection process.  If this is the case you will be told beforehand and you will be given the opportunity to check out some examples. Housing New Zealand Corporation currently utilises an external provider for some psychometric and ability/aptitude assessments and we will gain your permission to supply this organisation with your contact details prior to doing so. Testing location’s will be discussed with the candidate at the time testing is required.
Psychometric assessment is a standardised method of assessing an individual’s aptitudes and their perception of their own personality, work-style, leadership/management style, motivation, attitudes and values.  Psychometric Assessment constructs a picture of individual aptitudes and attributes and predicts how these are likely to affect individual performance in a given work environment and position.

Ability/Aptitude tests are a form of psychometric assessment that can measure many different individual abilities including numerical reasoning, verbal reasoning, abstract reasoning and critical thinking.  Such tests assess ones ability to absorb the information, interpret it and then impart it while in a time pressured situation. The results, expressed as a percentile map where the person sits relative to a ‘norm group’.  This provides a comparison of raw cognitive ability.

If you are the successful candidate through the selection process and offered a conditional appointment at Housing New Zealand Corporation, in addition to reference checks, you will be required to complete an authorization form for Housing New Zealand Corporation to review any criminal convictions which may be held on the Ministry of Justice’s systems. Please note, this process will not provide details of convictions which may be covered under the ‘Clean Slate Act 2004’.

If the Criminal Convictions Report provided is not satisfactory to Housing New Zealand Corporation, this will result in your offer of employment with Housing New Zealand Corporation being automatically withdrawn; however this would be reviewed on a case-by-case basis.
How long will the process take?

We work with hiring managers endeavoring to ensure each stage of the process is completed as efficiently as possible. However there are some key milestones which hold time restraints that we must adhere to. For example, normally vacancies are advertised for one - two weeks with a closing date stated on the advert. 
If you require any further information or advice please email:

hrsharedserviceshelpdesk@hnzc.co.nz
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