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Checklist: Suitability requirements 
Adapt the checklist to set the suitability requirements for each position and include the specific information.
	Position

	Title
	Text field

	Level
	Text field



	Suitability

	☐
	Eligibility requirements
· Mandatory qualifications
· Professional licences, registrations or certifications
· Right to work (such as citizenship, residency and relevant visa)

	☐
	Pre-employment conditions
· Integrity screening checks (such as misconduct declarations)
· Police check (based on duties, access or risk profile of the position)
· Working with Children Check or other statutory checks
· Other (such as medical or fitness assessment)

	☐
	Job requirements
· Skills, experience and knowledge to undertake the functions and tasks 
· Specific technology, tools, equipment and vehicles to be used

	☐
	Personal attributes and behaviours
· Expected leadership behaviours and ethical conduct to be demonstrated in the role
· Abilities (such as communication, collaboration, problem solving and analysis) to undertake the work
· Personal attributes (such as resilience, flexibility, managing ambiguity, concern for others) to operate successfully in the workplace

	☐
	Organisational requirements
· Diversity, equity and inclusion objectives of the agency
· Working arrangements, hours, location and travel
· Availability to start in the position
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