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DEPARTMENT OF FOREIGN AFFAIRS

Introduction

Background

An organisation is likely to fail to meet its strategic objectives if it fails to
recruit talented people. Recruitment and selection methods seek to ensure that
capacity in terms of human resources is provided in order to achieve the
strategic goals and objectives of the Department.

Policy The Department is committed to ensure effective and efficient human
Statement resources practices in identifying, recruiting and selection of talent and
thereby promoting fairmess and equal opportunities for all.
.can hj
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Scope of This policy is applicghje to all gm loyee&% the Department of Foreign
Application Affairs arfsprospecti lo in the 'owlarket excluding locally
recruited 5rsonnel. -
2)
S
e .
Purpose and cgyhpeten d su1tabl>@uallﬁed candidates based on the
Objectives inherent requﬂements of the p
To promote the u ﬁ r%i systemauc and fair approach to select the
most suitable person {0 ion
To create a representative and equitable staff complement by supporting the
implementation of the Department’s Employment Equity Plan.
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DEPARTMENT O OREIGN AFFAIRS

Introduction, Continued

Mandates and
Legislative
Framework

Principles

The purpose and objectives of this policy shall be pursued within the
legislative framework as indicated below:

Public Service Act, 103 of 1994 (as amended)

Public Service Regulations of 2001

Employment Equity Act, 55 of 1998

Skills Development Act ,97 of 1998

Constitution of South Africa, 1996

Labour Relatlons Act 66 1995 (as amended)

Basic Condm ct of 1997 (as amended)
White Pa r1 Human Resourc agement

White Pa n Affirmative Action &

This policy is base

Whltgcyper on Tran%f 1]&Pubhc Service
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Equity
Fairness A B
Representivity H
Transparency
Accountability

Efficiency
Consistency
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DEPARTMENT O FOREIGN AFFAIRS

Introduction, Continued

Definition of

The following table contains an explanation of the various definitions of

Terms terms used:
Recruitment Recruitment entails all the actions
that are undertaken by the
Department to attract job applicants
with relevant and/ or required
competencies to fill vacant funded
‘posts
Selection . n h y Selection is a process that entails all
,\(\Ga lslcjhe steps of eliminating job
> licants who do not meet the
° ccific minimum inherent job
;s requiiements and appointing those
== applf€ants who are suitable
Departmeent The artment of Foreign Affairs
Employeg) An loyee of the Department of
‘ Forgn Affairs
@
'j I II I : :
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DEPARTMENT OF FOREIGN AFFAIRS

Recruitment Process

Recruitment The following recruitment procedure is applicable. All requests for
Procedure advertisement of vacant posts shall be forwarded directly to the Directorate:
Human Resources Administration (Sub-directorate: Recruitment and
Selection).
Step Action

1 There must be a need to fill the post.

2 The line manager identifies the need, ensures the post exists and is
funded a pi@'g advertise from the head of the Branch
or D @ General in Senior Manager posts.

3 € manager forwards (e e quest to the Directorate: Human

sour cesefldminis n (Su directorate: Recruitment and
lectron* Q

4 Ohe Diregtorate: Hufhan Resources : ministration (Sub-

: of and Selecg)n) will verify whether the
PWIREIN0Oved estabgment and is funded.

5 If the podt i cd, the line Manager concerned shall be
informed and be advis °

6 In case 0 y ereatgidposts and posts of level nine (9) and
above, such a post shall be subjected to job evaluation to
determine the exact level/weight unless the job was previously
evaluated.

7 The Directorate: Human Resources Administration (Sub-
directorate: Recruitment and Selection) shall assist the line
manager with the drafting and placement of the advertisement, for
both internal and external advertisements in order to maintain
standards.
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DEPARTMENT OF FOREIGN AFFAIRS

Recruitment Process, Continued

Recruitment The following methods will apply:

Methods
1. Advertising
A post below level 9 may be advertised internally if the required
competencies can be found in the Department or in Public Service at large.
All posts at level nine (9) and above should be advertised both internally and
externally.
Content of Advertisement
The advertisemg{\ﬁ@arp)ture'\!%wing:
LR 2
= The job tit o
= LocatmQof the j#r,anc ief Diregigrate, Directorate & Office of
Ministel/ Deputy MinisterDi eneral)
= Remuafration package )
= The migimumyj 1 nts in terms g-qualiﬁcations, training and
relevant experie < )
=  Competencies: , Knowledge and Béhavioural Attributes
= Job respoffsibilities’ duties
» The name of ti@person responsible®or handling of enquiries and
applications 1 ﬁe h
» The declaration b Ha ent of being an equal opportunity and
affirmative action employer
= The subjection of successful candidates to record/ security clearance
» The subjection of candidates to a process of competency assessment
= Closing date of the advertisement
=  Address where applications should be posted to
= Relevant documentation to be submitted such as Z 83, CV and certified
copies of qualifications, ID and drivers licence
Continued on next page
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Recruitment Methods, Continued

2. Head Hunting

This method involves the hand picking and recommendation of prospective
employees who are experts in their respective fields of functioning. This
method will be used in cases where vacant posts have been advertised
externally and where suitable candidates could not be found.

The head hunted candidate will also be subjected to normal selection
processes as applicable in the Department. All the applications will be

submitted to the I?ireg%“e: If\?j Resources Administration (Sub-
directorate: Re Qﬁ(ﬁé and Se ﬁ@d‘or scheduling and control purposes.

o
3. Redeplo;gent g Trangfer ‘A
<
Vacant Ijgs may begfilled b

ng s%‘ as the need arises. Transfers
may be effEcted into vacant pogs after such fokts were advertised and
contested zor. Co ing the redeployment to take place between
the employee and s approval te=be granted by relevant heads of
Branches.
@
Transfer within Pyhlic Service should hg implemented after the approval has

been granted by aDaHeB
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DEPARTMENT O FOREIGN AFFAIRS

Recruitment Process, Continued

Response The following procedure will apply:
Handling
Step Action
1 | The Directorate: Human Resources Administration (Sub- directorate:
Recruitment and Selection) will receive and capture all applications
electronically.
2 | Acknowledge receipts of the applications within a week after the
closing date.
raw 3 y
3 | Arran ‘&"ﬁ e all applicats %) according to their descriptions (job/
posts &s), locations and refer@ numbers.
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DEPARTMENT OF FOREIGN AFFAIRS

Selection Process

Short listing

Constitution of
the Selection
Panel

The following procedure will apply:

e The Directorate: Human Resources Administration (Sub- directorate:
Recruitment and Selection) will do the pre-selection or screening through
a selection matrix for each post using the advertisement in terms of
minimum job requirements, competencies and experience required.

e The preliminary shortlist together with the CV’s of the short listed
candidates will be forwarded to the relevant line manager, who in
collaboration with the approved selection panel will finalise the shortlist

of candidates o gﬂrwh A
P
L

Y

The follogng princifles sh regarU(:!,o the constitution of the
selection@nel: =
(D —y

election off5anel members shall be made by
rces Admlidistration (Sub-directorate:
consu.ltation with the relevant line Branch

e The recommen
the Directorate:
Recruitmént and Selection
Manager.

e Officials of equal or gir grading to the post to be filled shall constitute
selection panels. The chairperson must be of a higher grading than the
post to be filled.

e Panel members must be knowledgeable on the functions related to the
post being interviewed.

e Panels will be representative and have cross-functional representation.

Continued on next page
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DEPARTMENT OF FOREIGN AFFAIRS

Selection Process, Continued

e Selection panel members shall be representative in terms of race, gender
and specialty.

e Persons from outside the Department or Public Service, who possess the
necessary expertise of the post interviewed for, may be approached to
form part of the selection panel.

e A Human Resources representative shall be part of the selection panel to

perform secretarial and advisory duties both for final paper selection and
interviews.

o The same sg{(\lgn panel will Q@t the interviews.

oy

Approval of the The Dire ate: Humfan Re m1n1s tlon (Sub- directorate:
Selection Panel Recrultmat and Select10n) will prepare a su ission for approval of the

selection panel asd
<
7))
— @
\Y ’
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DEPARTMENT OF FOREIGN AFFAIRS

Selection Process, Continued

Competency Competency based assessment will be used for the following reasons:

Based

Assessment To predict successful performance on the job.
To collect objective information about candidate’s ability to perform thus
providing additional data for selection decision-making.

e To objectively identity suitable candidates for the roles or positions.

e To supplement the interview process and provide candidates with more
than one opportunity to demonstrate competence.

The management of these asse: ments will include regular reviews and

monitoring to ensy @t@ﬂey stent with organisational aims and

remain objectlwx fair as a mea %ollectmg additional information.
Assessment services of cﬁa.hﬁed administrators to
Centres g aofits on its bﬂalf

e Only trained usegs . alifications may use and
interpret assessmeftt tools.

e A battery of assessment tool¥and tegts will be discussed and agreed with
the Departm to i entaﬁon

e Only valid andr le Sﬁnt tools and exercises will be used for
selection and development purposes.

e Reports on assessment results shall be clear and in non-technical
language.

o The assessment results obtained for one purpose shall not be used for
other, in appropriate purposes and without context.

e The assessment reports shall only deal with those results that are relevant
to the purpose of the assessment, and where relevant, the job
specification.

The results of these assessments will be used in combination with the results

of the interviews when a recommendation to appoint a candidate is made.

Custodian: Human Resources
Date of approval by Minister: Version No: 1
Implementation date: Page 12 of 17




DEPARTMENT OF FOREIGN AFFAIRS

Compliance The use of assessment centres will be in compliance with the relevant
with Legislative [egislations such as Labour Relations Act, 66 of 1995, Employment Equity
Framework Act, 55 of 1998, etc.
The use of psychological tools in assessment is governed by the Health
Professions Council of South Africa (HPCSA)
The Human Resources Directorate with the Department oversees the effective
application of assessments and selection of qualified service providers.
Ly »
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DEPARTMENT OF FOREIGN AFFAIRS

Selection Process, Continued

Interview
Process

The following interview process shall apply when interviewing the candidates:

The Directorate: Human Resources Administration (Sub-directorate:
Recruitment and Selection) and the Decentralised Units will handle the logistical
arrangements of interviews in terms of dates, venues, transport and invitation of
candidates to the interviews.

Candidates will be informed and be invited to the interviews at least five (5)
working days before the date of an interview.

Should the Chairperson or any member of the panel become unavailable due to

other commitments, the Chairperson/ the Business Unit Manager must nominate
in consultation with the Directorate: Human Resources Administration (Sub-

directorate: Recruj r‘t‘\md w ion) someone of an equal or equivalent rank
as a replace érgroval of i&%@c will be made by the Chief Director:

)
Human Re @cs. ‘/z
The sd@ion pancifwill dete the compgiencies to be used for selecting
suitab¥eandidate ont 1 ﬁ

€
cgifimately discrimifigte against any candidate on
groun@siof inh nts or cquis-

The selection panel in consister@t in terms of questions posed to all

candidates.
Y .
The selection panel il iHv%t least three (3) candidates per post.

The selection panel will take notes during the interview process to assist in
assessing the candidates and make recommendations.

The selection panel will assess/evaluate candidates based on their responses
during the interview and recommend the most suitable candidate.

As far as possible, only panel members who have been trained on interview
skills technique should interview.

Continued on next page
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Selection Process, Continued

e The recommendation of the selection panel shall be based on an objective
criteria.

e The recommendation shall remain confidential until approval has been
granted and the successful candidates informed accordingly.

Reference All prospective applicants shal}hPe subjected to an appropriate security
Check and clearance according jo4h§ Yollgqing, cnidelines:
Security (\ea rs.?l
learanee e Prior to app&ment, all officials shz?@subjected to record clearance;
o Within ogg year ofggpointm before probationary period lapses) all
newly inted off{@iads sha ubjecté@to an appropriate level of
securitygearance; nd s
e All inci@dbents o : thirteen (13 higher shall be subjected to
full top &fcret ciéa st by the <ector- General prior to
appointment. )
@
@®
Appointment e A written offer of appointment (with conditions of service) shall be made
to the successful candidate and the formal acceptance thereof, obtained
within fourteen days.

e Each line manager should ensure that all logistical arrangements
regarding date, time and place of assumption of duty, office, furniture,
stationary, etc have been made and are in place timeously.
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Probation

DEPARTMENT OF FOREIGN AFFAIRS

All employees will be subjected to a probation period of twelve months. In
order to enhance organisational performance and individual growth in a
chosen post, officials are discouraged from job hopping in the Department,
especially within a probationary period or the performance management
cycle.

Induction of Employees

Induction and
Orientation

All new employees will undergo an induction programme, which is
facilitated by the Chief Directorate: Human Resources Management.

There will be a [Adm’fp n) and line function induction during
the first w l( ssumption o All managers will be responsible for
the inductyt of the new employee a@eir desks.

)
Therc@l then ?nger tatign pi¥gramme focusing on
organfSptional unflerstands s will t% place within a month of
assungtion of duty. =

tD —
The relevant ma prepare, inBonsultation with the employee
the Perfo utlining h responsibilities and

expectations and to ensure Uit the performance agreement is signed

during the ﬁr@' onths ?sursptlon of duty.

The purpose of induction and orientation is to help the employee to settle
into the new job and become a productive member of the team as soon as
possible.
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DEPARTMENT OF FOREIGN AFFAIRS

Monitoring and Evaluation

Monitoring and  This policy shall be monitored, reviewed and revised at least annually. The
Evaluation Minister shall approve all amendments after consultation with all relevant
stakeholders.

Grievance Procedure

Grievance Employees no a‘usi‘ w1th the 1 ple ation of this policy shall follow
Procedure the Depam@ntal gri e.
:‘
Wy
<
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