[image: ]




[bookmark: _GoBack]Recruitment and Interview Structure
By
Nicola Bennett
[image: ]1905849











Contents Page 

Contents …  Page 2
Interview Process… Page 3
References… Page… 5
Appendices… Page 6  










Workplace Interview Process

When looking to recruit a new member to a company, so much work goes into a recruitment process, as a group we have decided to use Lloyds pharmacy as a guide for our presentation.
Within our group we have placed together a Job description, personal specification and advertisements, they are imperative if we want to find the right candidate to apply.
Defining the structure, I have chosen to research and discuss the face to face Interview process.
After careful consideration with other colleagues helping, we short list the number of interests by, experience, personality, area and personality of whom we think would suit the role and more importantly looking at the employability skills they have. We will be looking for that person who we believe can look after our company and that we can look after them in return.
Once we have carefully considered our Interviewees, we contact them in whichever way they prefer. We then give dates of the interview and enough time for anyone to arrange or amend any plans they may have had. 
On the day of interviews, we have a friendly greet and approach, before they arrive into the interview room, we ask them to complete a scenario strength test (see appendence1).
This is a positive way to see how proactive they are when a situation occurs. Once this is complete, we will check their answers to evaluate their responses and ask any further questions if need be. 







Having a soft approach before their interview process and a little ice breaker is always helpful to them, possibly walking with them to the interview room, asking general questions like, “did you find the office ok? Are you enjoying the lovely weather?” This allows them to feel a little more at ease and their interview may feel smoother, some nerves and anxieties may shift and confidence could shine through.
We ask open questions about their past work experience, letting them explain all their duties from previous work hopefully supplying evidence of their endeavours, e.g. Certificates or NVQ qualification etc. Finding out about their personal experiences and personal life is also beneficial to us to see how flexible they can be and how resilient they are.
We emphasise that further learning and skills will be adequate to their role.
We will discuss with them what we are looking for in an area manager and stress that travelling to various locations will be a big part of their role, we will ask open questions regarding their current situation and why they are changing career. This will help us see their loyalty and career aspirations.
From when we first meet our interviewee, we keep check on body language, presentation and their language skills, seeing how they react to difficult questions and how they respond, what unique answers will they give and what they can bring to the company. We also look to see if they are maintaining eye contact with all interviewers and being open with hand gestures, facial expressions and their posture.
Once the interview is finished always ask if they have any questions for you, Employers appreciate and are impressed by having questions given to them, this shows that candidates are very passionate, open and intrigued by the role they are applying for. 
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Appendices 1

Personality and Scenario test
This is a strength test gauging your reaction on certain scenarios in and around the workplace or in your personal life, please read carefully and use your initiative to answer.  (made up examples for presentation only)

1.  You are on your way to work and there is an accident up ahead, you know there will be a delay and you will be late for an important meeting. Do you: -
a) You contact your office and tell them to cancel the meeting?
b) You safely pull aside, contact the office and advise them of the delay
c) Go through the traffic and get to the office as quick as you can


2.  You are in your office and someone calls in sick to work that morning, you are short staffed already, do you?
a) Tell that member they must come into regardless of how they feel or they will not get paid
b) Sympathise and tell them to rest, end the call and carry on with your day letting your staff deal with the extra work short staffed
c) Sympathise and ask, when they arrive back to work well, to have a return to work interview, you then Contact other employees to see if they can cover their shift, if no cover is available, get yourself ready and prepared to cover the shift yourself. 
3) You are in work and see a colleague place some tablets from the pharmacy into their pocket, would you: -
a) Confront them directly in front of other colleagues and customers so the evidence is clear
b) Quietly ask the person in question to pop into a quiet room and ask them what they are playing at?
c) Seek advice from management or HR in this situation so it is handled correctly and professionally
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