How to Manage Recruitment
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2.1 Introduction

It will become necessary to employ people at
sales, when current employees leave and wh
company. The manager must be clear about t
any recruitment activity commences.
There are two stages to employing the right pj
» Recruitment
» Selection
The first part of this section focuses upon rec
selection.

2.2 Procedure - Recruitment

Recruitment ensures that the job is analysed
used to attract the right candidate and ultima
employment position. At least two recruitmen
to a vacant position for reasons of fair treatm
a wide pool of applicants.

2.3 Analysing the Job

The manager must decide whether it is neces
vacancy arises. Analysing the job will assist

Analysing the job involves identifying:
» The local labour market skills, rates of
» If the job is actually needed and if so h
When the job has been analysed and a decisi
appropriate to review the job description and
right candidate is chosen for the job and will
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2.4 Person Specification

This gives a clear picture of the ideal candida
purpose is to identify the qualities of the ideal
personal attributes and the application of the
the specifications do not unfairly................

2.5 Job Description

This is a word picture of what the job entails.
» Set clear objectives for the job.
» Gives an.........ccceeeee.

The following are included in a job description
» Job Title.
» Purpose of the Job.
» Responsible To.

2.6 Recruitment Requisition

Where a decision is taken that a vacancy doe
a new employee the manager must complete
is designed to ens..................

2.7 Methods of Recruitment

The right recruitment method(s) will produce

job and will reduce the number of unsuitable

candidate for the vaca..................

There are a number of recruitment methods t

the job. When comparing these methods com

suitability to the jo............coceven.

A job advertisement must include at least the
» Company logo and name.
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Company address.
Telephone number.
Job title must always be included and b
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The following is not an exhaustive list of met

2.7.1 Succession Plans

The current workforce must be analysed befo
commences. The starting point for this is the
first. This is the source of internal information
development. .....................

2.7.2 Writing a Job Advertisement

Attracting the most suitable candidates for th
to be written regardless of the media used to
must:
» Tell the reader about the job including
o Job Title
o Salary
0 Location
» Must be dynamic and energetic. (This i
» Must be female.

2.7.3 Internal Vacancy Notice Board

All vacancies must be advertised via the inter
concurrently with an external advertisement.
seek new challenges and enhance their devel
someone who th.............cccoces
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2.7.4 Job Sharing
This is where two people carrying out one job

may be suitable where an employee has a ch
seeks to request to WOrk p.........cccceevvviienennn,

2.7.5 Applications on Hold

These are application forms held on file compl
work with the company and where a suitable
application or where candidates were intervie
which they applied. It ....................

2.7.6 Job Centre/Employment Service

Vacancies advertised here are free of charge.
Employment Services by:
» Telephoning Employer Direct on
» On line at www.jobcentreplus.go

> Duties to be carried out.
» Qualifications.

» Personal Qualities.

» Who to contact.

The vacancy will be advertised as follows:
» On line.
» Job centre offices.
» Job points (touch-screens).

Additionally, the employment service holds re
found on the website. www.jobcentreplus.gov
company...................
» Providing and / or handing out applicat

» Assisting candidates in completing appl
disability.



http://www.jobcentreplus.gov.uk/
http://www.jobcentreplus.gov.uk/
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» Providing the facility to sift applications
dealing with large volumes of applicati

2.7.7 Community Centres, Local Shop

These locations can b................

2.7.8 Newspapers

This is a popular media for advertising vacan
audience. It has the added benefit of promoti
costly and at ti.....................

2.7.9 Radio

This has the benefit of promoting the compan
It is not as costly as.................

2.7.10 Website

This has the potential for a huge market to se

use job specific .................

2.7.11 Recruitment Agencies

Agencies usually specialise in a given skill are
secretarial, accounts, etc. Always ensure that
specification........................



How to Mana

2.7.13 Recruitment Consultants

This method is usually used for senior appoin
analysis, person .............

2.7.13 Recruitment Fair

Having a stand at a recruitment fair can prod
generating interest in the company and identi
Company. .........ccceeeen

2.7.14 Open Day / Evening

Holding open days and/or evenings has the a
could work and meeting the people they coul
evenings requires initial advertising to make
through the ................. .

2.8 Procedure — Selection

Selection is about ensuring that the right per
who have applied for the vacancy must be ta
that test their a................

2.9 Methods of Selection

Knowing what skills, abilities and behaviours
is crucial and deciding upon the most appropr
example, would..................cco.e.et
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8.9.1 Asylum and Immigration Requla

» It is unlawful to employ someone who i
Asylum and Immigration Act 1996. (A
Asylum Act 2002 and the Asylum and |
2004). Breach of the Act is a criminal o
a fine of up to £5000 per illegal emp.....

2.9.1.1 Temporary Work Visa

Nationals of the EEA are free to seek and acc
or residence permit. A registration scheme is
joined the EU on...............

2.9.2 The Application Form

The application form is a tool used as a select
or deselect candidates against the job require
forms are as follows:
» To select candidates fairly and consiste
» To screen out unsuitable candidates.
» To provide information from which to f

The applicant must be forwarded one of three
application form, as follows:

» Unsuccessful.

» Invitation to Interview.
........................ completed a person specification
application form details against this. The lette
position and where the candidate demonstrat



How to Mana
and S

=)
1]
z
o
%
g
Your link to H

2.9.3 Proof of Education/Qualifications
Number

Proof of any qualifications, date of birth and n
by the manager. The manager is responsible
the candidate...................

2.9.4 Group Interviews/Assessment C

It is recommended that group interviews/ass
vacancy. They are designed to test a numbe
method would involve candidates being requi
individual and group over a number of hours.
that the chosen .................

2.9.5 The Interview

Interviews enable the company to objectively
Interviews enable candidates to see where th
allow the manager to assess the suitability of
company and to see if they would be suited t
Conducting an interview is an excellent pubic
remember t............ccceeet

2.9.5.1 Reasons for rejecting a ca

A decision may be taken not to offer the cand
based on any of the following:
» Candidate does not know what they w.
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2.9.6 Time with Colleagues

It is recommended that the applicant spend ti
working with as part of th.............

2.9.7 Personality Profiles

It is recommended that each applicant compl
questionnaire ................

2.9.8 Ability and Aptitude Tests

Aptitude and attitude testing is designed to id
suitable for a job or task or is capable of bein
The tests .................

2.9.9 Skills Tests

Skills tests measure how skilled, competent a
application, for...............

2.9.10 Medicals
Candidates to be employed in high-risk healt

The manager ....................

2.9.11 Criminal Records

Candidates who are to be employed in high-ri
homes, etc will re...................
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2.9.12 Disability Questionnaires

Every candidate attending an interview must
information must ...............

2.9.13 References

The objective of the reference is to obtain fac
candidate. It is not prudent to obtain opinion
is subjective information. .......................... refer
company must use a professional letter and e
encourage a reply.

2.10 Offer of Employment

It may be necessary for the manager to start
there is no one candidate suited to the job. T
candidate if they are not to the standard that
will cost the co.................. required to perform t

2.10.1 Errors in an Offer of Employmen

A mistake made at the interview, in a verbal
manager only if th..............

2.10.2 Withdrawing an Offer of Employ

A contractual agreement is made when the m
and this i....................
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2.11 Induction Training

The final stage of the recruitment and selecti

critical that the new employee is welcomed to

manner through induction training.
» 1/3 ofnewe.........

2.12 Conclusion
Effective recruitment and selection is critical t

the right person, in the right job and at the ri
time. The return on investment of employing

2.13 Employment Leqislation

The following employment legislation relates
Asylum and Immigration Act 1996.
Nationality, Immigration and Asylum A
Asylum and Immigration (Treatment of
Immigration (Restriction on Employme
Race Relations Act 1976.
Rehabilitation of Offenders Act 1974.
Sex Discrimination Act 1975.

Disability Discrimination Act 1995.
Data Protection Act 1998.
Employment Equality (Religion and Beli

VVVVVVYVYYVYYVYYVYYVY
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