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Jobs and Skills Exchange (JSE) Recruitment Policy 

Section 1 – Introduction and Purpose 

1. The Jobs and Skills Exchange (JSE) is a Victorian Government initiative established to enhance 

mobility, skills development and career opportunities for Victorian Public Service (VPS) and 
other eligible employees. 

2. In 2018, the Victorian Government made an election commitment to ensure “an efficient, fair and 
high-quality public service”. As part of this commitment, the JSE jobs board platform grants eligible 
employees’ access to VPS job vacancies. 

3. The JSE Recruitment Policy (the Policy) is a key step to ensure that eligible employees have visibility 
of, and priority access to, all job opportunities across the VPS. 

4. Key features of the Policy are: 

a. All VPS jobs must be advertised on the JSE platform for a minimum of 10 business days 
and should include two weekends. 

b. If short-term opportunities of up to 6 months are advertised through the JSE, the roles 
must be advertised for seven days (including one weekend). 

c. This will be followed by a robust and fit for purpose assessment process of candidates. If a 
suitable candidate is not found, approval must be sought from a Secretary or equivalent 
position (for example, a Commissioner as the head of VicPol) for external advertisement 

which, if agreed, would occur in parallel with re-advertisement on the JSE. 

d. Advertising through the JSE is not mandatory, but is encouraged, for temporary acting 
opportunities (e.g., leave backfill) up to 6 months if a current VPS employee is identified. 
Acting opportunities are an important career and capability development tool. Otherwise, 
employers must advertise these opportunities on the JSE. 

e. In rare circumstances, hiring managers may seek approval for immediate external 
advertising (in parallel with advertising on the JSE platform), when specialist skills are 

required. 

f. The policy supports the Government’s commitment to increasing diversity and inclusion across 
the VPS, by allowing hiring managers to seek approval for immediate external advertising (in 
parallel with advertising on the JSE platform) for roles subject to Section 12 of the Equal 

Opportunity Act 2010 (Vic). 

g. The Secretary (or equivalent) remains the final decision maker regarding whether a role meets 

a requirement for advertising externally. 

5. The Policy does not apply in circumstances of restructures, the prioritisation of work or changes 
to the size or composition of a workforce. In these cases, internal job matching, and Expression of 
Interest (EOI) merit processes can be restricted to the affected employee group and not 
advertised on the JSE. If, at the conclusion of these processes, there are vacant positions that 
could not be filled by affected employees, those jobs must be advertised on the JSE. 
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6. The Policy includes the following sections which outline its principles in further detail:  

Section 1  Introduction and Purpose (above) 

Section 2  Policy Outline and Principles 

2.1  Scope and application 
2.2  JSE advertising period 
2.3  Robust assessment of candidates 
2.4  Approval for external advertisement in parallel with the JSE 
2.5  JSE access and eligibility 
2.6  Reporting 
2.7  Communicating the policy 
2.8  Commencement date 

Section 3  Context /Related Policies and Further Notes. 

7. This policy will be subject to review as the JSE is further operationalised. 

Section 2 – Policy Outline and Principles 
2.1  Scope and application 

8. From 1 October 2019 all VPS jobs across all levels (including bulk recruitment) will first be 
advertised to eligible employees exclusively via the JSE platform. This includes the following roles: 

a. Senior Executive Service 

b. Ongoing 

c. Fixed-term (including short-term roles) 

d. Casual 

e.Seasonal. 

9. Secondment opportunities that fall within the above categories must be advertised on the JSE. 

10. Advertising through the JSE is not mandatory, but is encouraged, for temporary acting 
opportunities up to 6 months if a current VPS employee is identified. A temporary acting 
opportunity fills a role temporarily vacated by an employee (e.g., by taking leave or going on 
secondment) or a vacant role for which a substantive recruitment process is underway. Temporary 
acting opportunities longer than 6 months must be advertised through the JSE. 

11. Departments may make use of the Executive Relief Pool in line with the any Guidelines relating 
to use of the Pool. 

12. The recruitment processes and advertising requirements outlined in this policy apply to 
employers that employ people under Part 3 of the Public Administration Act 2004 (Vic), and to 
the employees employed under that Part. The policy includes, but is not limited to: 

a. VPS departments 

b. Administrative Offices 

c. Victoria Police (unsworn officers) 

d. the Victorian Public Sector Commission (VPSC). 

13. This policy does not apply in circumstances of restructures, the prioritisation of work or changes to 
the size or composition of a workforce. In these cases, internal job matching and EOI merit 
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processes can be restricted to the affected employee group and not advertised on the JSE. If, at the 
conclusion of these processes, there are vacant positions that could not be filled by affected 
employees, those jobs must be advertised on the JSE. 

2.2. JSE advertising period 

14. Opportunities longer than six months must be advertised on the JSE for a minimum of 10 business 
days (and must include two weekends). This approach strikes the balance between the need for 
fairness in allowing interested candidates enough time to submit their applications with the desire 
of hiring managers to be able to fill positions without unnecessary delay and will be supported by 
JSE ‘Job Alerts’ to give potential candidates timely email notification of the job advertisement. 

15. If short-term opportunities of up to 6 months are advertised through the JSE, the roles must be 
advertised for seven days (including one weekend). 

16. If a successful candidate resigns from a position within three months of the role being advertised, 
hiring managers are permitted to fill the vacancy with the next most suitable candidate from the 
recruitment process for that exact role. If no other suitable candidate was found, hiring managers 
must readvertise through the JSE, but may seek an approval from the relevant Secretary (or 
equivalent) for concurrent external advertising. 

17. Hiring managers are permitted to fill a new vacancy with a candidate deemed the next most 
suitable in a previous recruitment process if all the following criteria are met: 

a. the hiring manager selects a candidate no later than three months after the conclusion of the 
previous recruitment process 

b. both the vacant role and the previously advertised role are the same VPS level 

c. the duties carried out in both roles are the same and in the same business unit (e.g., two 
youth justice workers in the same unit) 

d. filling the vacancy in this manner is consistent with existing departmental policies. 

18. This provision cannot be utilised in cases where the previously advertised role was fixed term and 
the vacant role is ongoing. 

19. Direct appointments of VPS staff are permitted for roles up to 12 weeks’ duration when standing 
up new teams in times of urgency and when the ongoing composition of the team is still being 

determined. Roles longer than 12 weeks must be advertised through the JSE. Once the team 
composition is determined, all roles must be advertised on the JSE. 

2.3. Robust and fit for purpose assessment of candidates 

20. This advertising period must be followed by a robust and fit for purpose assessment of 
applications applying merit selection principles, as set out in the Robust Assessment Guidelines. 

21. The Guidelines include how redeployees will be prioritised for ongoing roles, and ways in which 
preferred/highly suitable candidates can be supported (e.g., through mentoring, coaching and 
skills development) to be successful in their roles. Redeployees who have left the VPS and now 
have extended access to the JSE are eligible to apply for roles through the JSE. However, they are 
not required to be prioritised for ongoing roles. 

22. A VPS employee who indicates that they are subject to a change process related to their current 
employment and that their role has been declared surplus must be given preferential 
consideration consistent with Schedule A of the Victorian Public Service Enterprise Agreement 
2020, the VPS Enterprise Agreement Common Policies – Redeployment and the Public Sector 
Industrial Relations Policies 2015. 
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2.4 Approval for external advertisement in parallel with the JSE 

23. If a suitable candidate is not found after this assessment, approval from the Secretary (or 
equivalent) must be sought to commence external recruitment for the role. 

24. The Secretary (or equivalent) may pre-approve (before the role is advertised through the JSE) a 

specific role for external advertising in the event that it is anticipated that it will not receive any 
applications through the JSE. Pre- approval should be on a case-by-case basis. 

25. This external advertisement must occur in parallel with re-advertising on the JSE. 

26. External advertising requires a clear evidence-base and explanation for why no suitable 
applicant was found within the VPS, making direct reference to the Robust Assessment 

Guidelines and the principle of recruiting for growth potential. 

27. To promote diversity in the VPS, hiring managers may seek approval for immediate external 
advertising (in parallel with advertising on the JSE platform) for roles subject to Section 12 of 
the Equal Opportunity Act 2010 (Vic). 

28. In rare circumstances, hiring managers may seek approval for immediate external advertising 
(in parallel with advertising on the JSE platform), when specialist skills are required. 

29. If immediate concurrent external advertisement in parallel with the JSE is approved, JSE candidates 
must be considered and assessed using the Robust Assessment Guidelines prior to consideration of 
external applicants. 

30. The below VPS employment programs will be advertised externally. Advertising in parallel 

on the JSE is encouraged: 

a. Victorian Government graduate program 

b. Barring Djinang and other Aboriginal internship programs 

c. Youth Employment Scheme 

d. Youth Cadetship Scheme 

e. Youth Employment Program 

f. Departmental internship programs 

g. Departmental work placement programs 

h. Departmental traineeships. 

31. If specified in the program guidelines, employers are permitted to directly appoint 
participants to roles upon completion of the employment program. 

2.5 JSE access and eligibility 

32. In addition to individuals employed under Part 3 of the Public Administration Act 2004 (Vic), select 
employees of the Victorian Public Sector, identified in Appendix A, are eligible to access and apply 

for jobs through the JSE jobs board platform. 

33. People on labour hire contracts can apply for VPS jobs through external platforms, but are not able 
to access and apply for jobs through the JSE. 

34. To assist business continuity and help build capability across the VPS, the following employees are 
eligible to apply for jobs through the JSE for 9 months after they leave the VPS: 

a. redeployees who are leaving the VPS on and after 31 March 2022; and 

b. fixed term employees whose contracts end on and after 31 March 2022. 
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35. To support the Government’s commitment to increasing diversity and inclusion across the VPS, 
individuals are eligible to apply for jobs through the JSE for 12 months after they leave the VPS if 
they: 

a. identify as Aboriginal and/or Torres Strait Islander; and/or 

b. identify as a person with disability.  

36. Participants of the following employment pathway programs and internship programs (VPS and 
Victorian public entities) are eligible to access and apply for jobs through the JSE during their 
program and for 12 months after they complete their employment: 

a. Youth Employment Scheme  

b. Youth Employment Program  

c. Youth Cadetship Scheme 

d. Any Aboriginal internship program  

e. Any internship program for people with disability 

f. Any internship program for refugees and asylum seekers. 

2.6 Reporting 

37. All external advertising approved by a Secretary (or equivalent), either for immediate external 
advertising (in parallel with advertising on the JSE platform), or following a period of exclusive JSE 
advertising, must be reported to the VPSC JSE team (jse@vpsc.vic.gov.au) fortnightly using the 
provided template. This data will be reported to the JSE Steering Committee and the Victorian 
Secretaries Board. 

2.7 Communicating the policy 

38. Departments are responsible for communicating the policy and the change 
management approach to their employees. 

39. Departments are also responsible for communicating the policy and the change 
management approach to their portfolio agencies. 

40. HR areas and JSE members can contact the JSE at jse@vpsc.vic.gov.au for policy queries. 

2.8 Commencement date 

41. The Policy will commence on 1 October 2019. 
 

Section 3 - Context / Related Policies and Further 
Notes 

42. This policy should be read in conjunction with other HR relevant policies, including: 

• VPS Grievance and Review of Actions Policy as outlined on the VPSC website. 

• Section 28 of the Public Administration Act 2004 (the Act) allows for mobility of employees 
between public service bodies or public entities, on terms and conditions of the employment 
that are no less favourable overall, and Section 27 of the Act provides for the right of return 
to a position for Executives. 

• Application of this policy must meet secure employment principles outlined in Part 4, clause 

mailto:jse@vpsc.vic.gov.au
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17 of the Victorian Public Service Enterprise Agreement 2020. 

• Equal Opportunity Act 2010 (Vic) - Section 12 on Special Measures. 

• VPS Industrial Relations Policies. 

43. Other related policies, guidance and legislation include: 

• The Victorian Public Service Enterprise Agreement 2020. 

• Administrative Guidelines for engaging professional services and labour hire. 

• Public Administration Act 2004 (Vic). 

• Public Administration (Review of Action) Regulations. 

• Victorian Public Service Workforce Transition Policy  
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Appendix A – JSE jobs board eligibility 
44. The following employees are eligible to access and apply for roles through the JSE jobs board 

platform: 

a. Individuals employed under Part 3 of the Public Administration Act 2004 (Vic), including 
employees of the following VPS bodies: 

i Bushfire Recovery Victoria 

ii CeniTex 

iii Commercial Passenger Vehicle Commission 

iv Commission for Better Regulation 

v Commission for Children and Young People 

vi Court Services Victoria 

vii Department of Education and Training 

viii Department of Environment, Land, Water and Planning 

ix Department of Families, Fairness and Housing 

x Department of Health 

xi Department of Jobs, Precincts and Regions 

xii Department of Justice and Community Safety (includes non-executive and non- forensic 
staff at the Institute of Forensic Medicine) 

xiii Department of Premier and Cabinet 

xiv Department of Transport 

xv Department of Treasury and Finance  

xvi Emergency Services Superannuation Board 

xvii Environmental Protection Authority 

xviii Essential Services Commission 

xix Family Safety Victoria 

xx Family Violence Prevention Agency (Respect Victoria) 

xxi Game Management Authority 

xxii Independent Broad-based Anti-Corruption Commission 

xxiii Infrastructure Victoria 

xxiv Institute of Forensic Medicine 

xxv Invest Victoria 

xxvi Labour Hire Licensing Authority 

xxvii Latrobe Valley Authority 



JSE Recruitment Policy | 
8 OFFICIAL 

 

 

OFFICIAL OFFICIAL 

xxviii Local Government Inspectorate 

xxix Major Transport Infrastructure Authority 

xxx Mental Health Reform Victoria 

xxxi Office of Projects Victoria 

xxxii Office of Public Prosecutions 

xxxiii Office of the Chief Parliamentary Counsel 

xxxiv Office of the Governor 

xxxv Office of the Legal Services Commissioner 

xxxvi Office of the Ombudsman Victoria 

xxxvii Office of the Road Safety Camera Commissioner 

xxxviii Office of the Victorian Electoral Commissioner 

xxxix Office of the Victorian Government Architect 

xl Office of the Victorian Information Commissioner 

xli Officer of the Commissioner for Environmental Sustainability 

xlii Portable Long Service Benefits Authority 

xliii Public Record Office Victoria 

xliv Safer Care Victoria 

xlv Service Victoria 

xlvi Solar Victoria 

xlvii State Revenue Office 

xlviii Suburban Rail Loop Authority 

xlix Sustainability Victoria  

l Victoria Police - public service 

li Victorian Agency for Health Information 

lii Victorian Auditor-General's Office 

liii Victorian Commission for Gambling and Liquor Regulation  

liv Victorian Equal Opportunity and Human Rights Commission  

lv Victorian Fisheries Authority  

lvi Victorian Government Solicitor's Office 

lvii Victorian Inspectorate 

lviii Victorian Public Sector Commission 

lix Victorian Responsible Gambling Foundation. 

b. VPS Senior Executive Service (SES). 
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c. All participants (VPS or Victorian Public Entity) of the following programs: 

i Youth Employment Scheme 

ii Youth Employment Program 

iii Youth Cadetship Scheme 

iv Any Aboriginal internship program  

v Any internship program for people with disability 

vi Any internship program for refugees and asylum seekers. 

d. Employees significantly affected by workforce change of: 

# Organisation Start access date End access date 

i Royal Botanic Gardens Victoria 24 May 2021 25 November 2021 

ii Westernport Water 7 June 2021 7 December 2021 

iii Victorian Health Promotion Foundation 
(VicHealth) 

14 June 2021 14 December 2021 

iv Glenelg Hopkins Catchment Management 
Authority (GHCMA) 

24 June 2021 24 December 2021 

v State Library of Victoria 4 November 2021 4 May 2022 

vi Victorian Building Authority (VBA) 5 November 2021 5 May 2022 

vii Mt Buller Mt Stirling Alpine Resort 
Management Board (MBARMB) 

11 April 2022 11 October 2022 

e. Employees entitled to access VPS vacancies under the terms of the Ballarat and Latrobe Valley 
Employee Support Package 2018 Deeds. 

f. All employees of the Teaching Service, per s2.3.37 of the Education Training and Reform Act 2006 
(Vic). 
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Endorsement 
 

Governance bodies Date 

JSE Steering Committee (including CPSU) 31 March 2022 

Human Resources Directors Committee  30 March 2022 

JSE Interdepartmental Committee 7 December 2021 

JSE Steering Committee (including CPSU) 2 December 2021 

Liaison/consultation with CPSU 17 - 30 Nov 2021 

Human Resources Directors Committee  27 October 2021 

Public Sector Administration Committee 21 October 2021 

 
Document Version 

 

Version Publish date Detail Author 

1.0 1 October 2019 Final version published. Policy, Jobs and 

Skills Exchange (JSE) 

2.0 17 April 2020 Extended access on diversity and 

inclusion grounds. 
JSE 

3.0 May 2020 COVID-19 amendments. JSE 

4.0 September 

2020 

Further COVID-19 amendments. JSE 

5.0 October 2020 Multiple updates. JSE 

6.0 May 2021 Amendments to provide JSE access to Victorian public 
entities; removal of COVID-19 amendments. 

JSE 

7.0 June 2021 Amendments to provide JSE access to employees of 
Victorian public entities who are participants of 
internship programs.  

JSE 

8.0 December 2021 Various amendments designed to provide higher-
level oversight in relation to approval to advertise 
externally. New clauses added in relation to 
prioritisation of redeployees and immediate external 
advertising in parallel with the JSE.  

JSE 

9.0 April 2022 New clause 34 added to provide redeployees and 
fixed term employees whose employment ends on 
and after 31 March 2022 with extended access to the 
JSE for a period of nine months. Clause 21 amended 
to clarify that redeployees who have left the VPS and 
now have extended access to the JSE are eligible to 
apply for roles through the JSE. However, they are not 
required to be prioritised for ongoing roles. 

JSE 

9.0a May 2022 Change to Appendix A, paragraph ‘a’ to add Invest 
Victoria and to paragraph ‘d’ to add end access dates 
to sector organisations.  

JSE 
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