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1. Knowledge and understanding of the recruitment and selection process.



The recruitment process and its multistage allows company to choose the best candidate, check his practical skills and verify the data entered in the CV.

"The process of finding and hiring the best-qualified candidate (from within or outside of an organization) for a job opening, in a timely and cost effective manner. The recruitment process includes analyzing the requirements of a job, attracting employees to that job, screening and selecting applicants, hiring, and integrating the new employee to the organization.” (WebFinance Inc., 2019)

Depending on the source of candidates for a given position, process may be internal or external. It can also have a mixed form.

· Internal - a situation in which a vacant post is allocated to an employee who is already working in the company - in a lower or parallel position, but with other tasks and duties.
· External - takes place when candidates are sought out from among those who do not work in the company. This situation is much more common.
· Mixed - when both people working in the organization as well as external candidates are invited to apply for the position.

              The recruitment process in companies for variant position may look
              different but always have basic stages of recruitment:

Defining the competencies needed for a given position, which will be a determinant of expectations towards the employee. The company needs to know who is looking for and what features and skills a candidate needs to offer him a job. At this stage, you should also specify the budget, i.e. determine how much the company is able to pay for the candidate who meets expectations.

Creating a recruitment advertisement (or internal information) that defines tasks at a given position and the competences expected by the company
Selection of the recruitment advertisement  i.e. publication of the advertisement in selected websites and press and launching all recruitment channels available to the company (e.g. social media or reference programs). The key goal here is to choose a carrier that will increase the chances that potential candidates will be interested in the recruitment conducted by the company.

Analysis of the candidates' CV - after the publication of the announcement and receiving applications from the candidates, the first stage of selection in the recruitment process takes place, i.e. the rejection of those candidates who do not meet the minimum expected by the company.
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(TUTORIALSPOINT, 2019)

Contact with selected persons - candidates who have passed the selection process receive an invitation to a interwiev. The meeting itself can be preceded by a telephone conversation.
 May include various recruitment methods - from an ordinary interview, through an assessment center, psychological tests, and assigned tasks. The number of meetings between the company and the candidate in companies is different - usually the larger the company -the greater the number of interviews.
An important element is making decisions by person responsible for hiring a new employee, i.e. selecting candidates based on collected data from a CV, interview, methods used, references.
After the company makes a decision, gives feedback to the rejected candidates and offer a job to the selected candidate - this stage of the recruitment process may also include several meetings or discussions, if it is also necessary to negotiate working conditions.
After the candidate accepts the job offer, we move to the process of hiring. 
The recruitment process ends only when the candidate signs the employment contract
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	Task Name
	Start date
	Completion Date
	Team Member Name

	Read case study and questions
	11/03/19
	25/03/19
	Dani,
Monika&
Samantha.

	Discuss in your team allocation of question
	11/02/19
	11/03/19
	Dani, Monika&
Samantha

	Identify information from case study for your question
	11/03/19
	24/03/19
	Monika

	Meeting to discuss information gathered and questions completed.
	18/03/19 09.00 am
20/03/19 11.00am
24/03/19 19.00pm
	24/03/19
	Dani, Monika&
Samantha

	Research relevant citations for each question.
	11/03/19
	24/03/19
	Dani, Monika&
Samantha

	Research relevant models/theories to be included in power point presentation
	11/03/19
	23/03/19
	Dani, Monika&
Samantha

	Team final read of information in preparation for power point slides.
	24/03/19
	24/03/19
	Dani, Monika&
Samantha

	Compile power point slides
	11/03/19
	23/03/19
	Dani, Monika &Samantha

	Book room for rehearsal session
	20/03/19
	20/03/19
	We used our classroom as lectures finished early.

	Undertake rehearsal to check clarity, fluency and timing of presentation
	24/03/19 19.00pm
	24/03/19 19.00pm
	Dani,Monika&
Samantha
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Recruitment

Recruitment is defined as the
process of identifying and making
the potential candidates to apply

for the jobs.

Recruitment is called as a positive
process with its approach of
attracting as many candidates as
possible for the vacant jobs

Selection

Selection is defined as the process of
choosing the right candidates for the vacant
positions.

Selection is called as a negative process with
its elimination or rejection of as many
candidates as possible for identifying the
right candidate for the position.




