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9.1 CHIEF EXECUTIVE OFFICER RECRUITMENT PROCESS 
 
Contact Person: Mrs Rosemary Munslow 
 
 
Why is this matter confidential? 
 
Subject to an order pursuant to Section 90 (3) (d) of the Local Government Act 1999, this 
matter is confidential because this information is contributing to the scoping and planning for 
the CEO recruitment process and a third party could adjust their bargaining position to the 
detriment of the Council based on the positions of the Council disclosed in the information. 
 
 
A. COUNCIL/COMMITTEE TO MOVE MOTION TO GO INTO CONFIDENCE 

 
No action – this motion passed in the open section. 

 
 
B. THE BUSINESS MATTER 
 

9.1 CHIEF EXECUTIVE OFFICER RECRUITMENT PROCESS 
 
Responsible Executive Manager : Mrs Rosemary Munslow 
 
Report Author : Mrs Rosemary Munslow 
 
Delegated Authority : Matters delegated to the Committee. 
 
Attachments : 1⇩ .  CEO Recruitment - Estimated Process and Timeline 

2⇩ .  CEO Position Description 
3⇩ .  CEO Selection Criteria 
 

 
PURPOSE 
 
For the Committee to consider the process, timeline and support required in recruiting a 
Chief Executive Officer.  
 
 

STAFF RECOMMENDATION 
 
That the Committee recommend to the Council: 
 

1. That the Council authorise the CEO Review Committee to proceed with the 
engagement of a recruitment agency. 

 
2. That the Council endorse the Chief Executive Officer Recruitment Estimated Process 

and Timeline as outlined in attachment 1.  
 
3. That the Council endorse the Draft Position Description as outlined in attachment 2  
 
4. That the Council endorse the Selection Criteria as outlined in the attachment 3 

 
 

 
 
  

Rele
as

ed
 03

 Ja
nu

ary
 20

20



Chief Executive Officer Review Committee Agenda 5 18 March 2019 
 

 

EXECUTIVE SUMMARY  
 
With the vacancy of the CEO position in late 2018 the Council are required to commence a 
recruitment and selection process within a reasonable time. A timeline and draft Position 
Description and Selection Criteria have been provided as a guide for the Committee/Council 
to consider and determine the level of support they require from a recruitment agency.  
 
 
1. BACKGROUND 
 
The Chief Executive Officer (CEO) position became vacant on the 6 December 2018.  
 
Council established the Chief Executive Officer Review Committee (Committee) on 26 
February 2019 including the endorsement of the Charter that included the role of the 
Committee to perform the function of the selection panel when recruiting a CEO.  
 
 
2. RELEVANCE TO STRATEGIC PLAN  
 
1: Smart Service Delivery Program 
Outcome 1.1 High quality services and amenities 
 
The efficient and effective process of recruiting a new CEO ensures that the Strategic Plan 
can continue to be delivered.  
 
 
3. PUBLIC CONSULTATION  
 
There is no requirement to consultant with the public on this matter.  
 
 
4. DISCUSSION 

 

4.1 Under the Local Government Act 1999 section 98 the procedures for appointment 
of a CEO outline the following: 

 
4.1.1 If a vacancy occurs or is about to occur in the office of chief executive 

officer, the council must take steps to fill the vacancy (or the pending 
vacancy). 
 

4.1.2 The council must appoint a person to act in the position of chief executive 
officer until a vacancy is filled. 

 
4.1.3 For the purpose of filling a vacancy, the council must invite applications by 

advertising in a newspaper circulating throughout the State, and may take 
other action as the council thinks appropriate. 

 
4.1.4 The council must appoint a selection panel to assess applications for the 

position of chief executive officer, to recommend readvertisement or other 
additional steps (if necessary), and to make recommendations to the 
council on an appointment. 

 
4.1.5 The council makes the appointment to the office of chief executive officer 
 

4.2 The Charter of the Chief Executive Officer Review Committee allows for the 
Committee to perform the functions of a selection panel in accordance with  
section 98.  
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4.3 The commencement of the recruitment process to appoint a new CEO requires the 
Committee to consider a number of matters before they can engage a recruitment 
agency to assist in whatever capacity the Committee see fit. Considerations 
include the process and timeline, position description including the selection 
criteria and also the level of support and assistance the Committee requires in the 
process.  

 
4.4 The Council’s Procurement Policy requires that purchases between $1,000 and 

$20,000 requires a minimum of one quote and purchases between $20,000 and 
$100,000 require a minimum of three written quotes. The current professional 
services agreement in place with Jane Jeffreys Consulting, as the external 
facilitator that supports the CEO Review Committee in managing the performance 
agreement of the CEO, does not include recruitment. This Agreement is due to 
expire in its current form on 30 September 2019. Recent discussion with Jane 
Jeffreys has established that she is not seeking an extension of the agreement nor 
will be quoting for the recruitment services. 

 
4.5 Recruitment agents can undertake a range of services from developing position 

descriptions through to undertaking reference checks and psychometric profiling or 
some activities can be done internally or outsourced to other professional services.  
The Committee need to consider what level of service they require to inform the 
brief in seeking quotes from relevant service providers. Irrespective of the dollar 
spend it is recommended that three written quotes are obtained. 

 
4.6 The CEO Recruitment Estimated Process and Timeline schedule in attachment 1 

provides a guide as to the process and likely projection of time. The first few 
activities are dependent on what level of support the Committee requires.  The 
Committee could engage a consultant to assist them in establishing the Position 
Description and Selection Criteria which would push the timeline out a couple of 
weeks to undertake this work.  

 
4.7 A draft Position Description (attachment 2) and Selection Criteria (attachment 3) 

have been drafted from the previous CEO’s Position Description and recruitment 
criteria and provided to the Committee as a guide. 

 
4.8 Given the delegation of the Committee there are milestones that will need Council 

endorsement or direction.  To commence the process the Committee will need to 
seek Council’s endorsement to proceed with recruitment. It is recommended that 
the Committee seek endorsement on the Position Description and Select Criteria 
as well.  

 
 

5. OPTIONS 
 
Recommendation 
 
That the committee recommend to the council: 
 

1. That the Council authorise the CEO Review Committee to proceed with the 
engagement of a recruitment agency. 

 
2. That the Council endorse the Chief Executive Officer Recruitment Estimated Process 

and Timeline as outlined in attachment 1.  
 
3. That the Council endorse the Draft Position Description as outlined in attachment 2  
 
4. That the Council endorse the Selection Criteria as outlined in the attachment 3 
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Option 2 
 
To be determined by the Committee. 
 
 
6. ANALYSIS OF OPTIONS  

 
6.1 Recommendation Analysis 
 
6.1.1 Analysis & Implications of the Recommendation 
 
After the Committee’s consideration of the timeline and draft position description the 
recommendation allows for Council to endorse the commencement of the recruitment 
process including acknowledgement of the timeline and position description. 
 
6.1.2 Financial Implications 
 
The estimated cost of a recruitment agency will largely depend on what the Committee’s 
requirements are and the level of work they wish the agency to undertake. Recruitment costs 
can be as high as $20,000. Should the Committee wish to seek the support of a Human 
Resource specialist to assist in developing the PD and selection criteria there will be 
additional costs associated with this activity.  
 
There is a budget available to the Committee for external consultancy support which has in 
the past been used for the consultancy agreement with Jane Jeffrey’s. With the vacancy of 
the CEO position there is a budget savings of $15,000 that can be utilised for recruitment 
expenses. Any variation to this budget will be reported to Council through a normal budget 
review process.   
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CEO Position Description 9 Item 9.1 - Attachment 2 
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CEO Position Description 12 Item 9.1 - Attachment 2 
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CEO Position Description 13 Item 9.1 - Attachment 2 
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CEO Position Description 14 Item 9.1 - Attachment 2 
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CEO Selection Criteria 15 Item 9.1 - Attachment 3 
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C. COUNCIL/COMMITTEE TO DECIDE HOW LONG ITEM 9.1 IS TO BE KEPT IN 
CONFIDENCE 

 
 
Purpose 
 
To resolve how long agenda item 9.1 is to be kept confidential. 
 
 

STAFF RECOMMENDATION 
 
Pursuant to Section 90(2) and Section 91(7) of the Local Government Act 1999, the 
Committee orders that the following aspects of Item 9.1 be kept confidential in accordance 
with Committee’s reasons to deal with this item in confidence pursuant to Section 90 (3) (d) 
of the Local Government Act 1999: 
 

 Report for Item 9.1  

 Attachment(s) for Item 9.1  

 Decision for Item 9.1  
 
This order shall operate until the annual review of confidential items in 12 months in 
accordance with Section 91(9)(a) of the Local Government Act 1999. 
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