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                         RECRUITMENT AND SELECTION PROCESS









EXECUTIVE SUMMARY

            The purpose of this report is to explain what exactly means recruitment and selection process and the stapes that need to be fallowed in order to find the best employee for your organisation.
            Benefits will be greater and make us competitive for longer periods of time on the market.
             We will be continuously motivated by the desire for change and we will be able to allocate enough time to achieve our goals.
             By implementing and fallowing the steps required each organisation will find the perfect candidate, the person who feats perfect for the vacancy.
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Lady's fashion is an award-winning fashion business that is growing rapidly in strength and popularity through its unique designs of clothing from organic and sustainable materials.
Lady's fashion has a thriving wholesale business with more than 1,000 stockholders across the UK and around the world alongside a rapidly growing ecommerce business worldwide.
The strength of the Lady's fashion brand was created with the energy, commitment, talent and enthusiasm delivered to the highest standards by our engaged and successful team.
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We are currently recruiting a qualified HR Manager to head our HR function to foster and evolve our fantastic Lady's fashion team.
Lady's fashion is a relatively small but fast-growing team and we need someone who can take a big-picture but is also happy to execute.
With an innate drive to make a difference for the business, its mission, and the people driving it all forward, you will be positive and passionate.
An approachable, honest and optimistic HR professional will be the ideal candidate will also need to work with the owners to ensure that the leadership team is prepared with the resources and expertise that will allow the company to reach its full potential.
 Will have a day-to-day HR Advisor to assist you, so during the part-time hours, the main focus will be on moving the company forward, introducing and handling strategies that will assist the business scale and run successfully throughout the growth path.
With little need for guidance, will be calm under pressure and have the ability to work on his own.
Also, will be a brand ambassador and a normal person with a natural ability to understand and interpret other needs. (Steps in the recruitment process 2019)
You will enjoy finding business solutions using your imagination and being able to implement and see how Lady’s fashion evolves while ensuring that we are still an extremely great place to work.
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While recruitment can be defined as the process of identifying a number of applicants who are willing to apply for a particular job or training programme, selection is defined as the process of comparing information from the applicants with the requirements as specified in the advertisement, and selecting those who meet the essential requirements to move forward in the selection process. Morgan P., (2016) The business student’s guide to study and employability, Sage Publications
In recruitment and selection process there are some key steps:
· Defining requirements
· Planning the recruitment campaign
· Attracting candidates
· Selecting candidates
When recruiting there are things to consider such as Equity and Diversity / Equal Opportunities in Recruitment Evaluation/ Equal Opportunities/ Equality and Diversity in Vacancy Ads
Recruitment process consists the fallowing steps:
· Recruitment Interviews 
· Offer of Employment 
· References 
· The Bribery Act 
· Qualifications 
· Work Permits 
· Personnel Records 
· Complaints Procedure
Planning this process the recruiter needs to fallow 4 major steps:
· Analysis of future needs
· Analysis of people's availability and supply
· Create plans to balance market supply
· Monitoring the plan's implementation

Developing an understanding of the process of recruitment and selection is essential to understand how recruiters establish a selection process and how and why they use certain techniques.
The personnel department or the human resources management is typically responsible for the development and administration of the system.
[image: C:\Users\danie\OneDrive\Desktop\universitate\poze proiect\is (3).jpg]
There are internal and external factors that can influence the recruitment process.
The internal factors are those regulated by organisations and here we can mention:
· size of the organization
· recruiting  policy
· image of organization
· image of job
The external factors are variables that cannot be regulated by an organisation. This factors can have an impact in organizations and they are the fallowing:
· demographic factors
· labour market
· unemployment rate
· labour laws
· legal considerations
· competitors


In order to increase the hiring efficiency, an organization's HR team follows the five best practices. These five methods ensure without interruptions successful recruitment:
· Recruitment planning
· Strategy Development
· Searching
· Screening
· Evaluation control
Developing a recruitment strategy is a long process, but attracting the right candidates requires having the best approach.
To make sure this has place, the vacancy will be advertised on recruitment sites like: indeed.com, totaljobs.com but also on LinkedIn.
Recruitment process will be based on CVs in order to give the recruiter information about the previous jobs, years of experience, but also things about yourself.
A CV is a brief description of your education, qualifications, previous jobs, and sometimes your personal interests, which you send to an employer when you try to get a job.
Steps in the development of a recruitment strategy include:
· Setting up a board team
· Analysing HR strategy 
· Collection of available data
· Analysing the collected data  
· Setting the recruitment strategy
	Depending on the job requirement, resources are sourced. The application for candidates will be configured after the selection plan is completed.
This process consists of 2 steps:
1. Activation of the source: Once the line manager tests and allows the vacancy to occur, the hunt for candidates begins.
2. Selling: the organisation selects the media to reach prospective candidates through the communication of vacancies.
After recruitment process is completed the fallowing step is the interview.
              The interview will be one-to-one and the candidate will be asked to answer to questions about education history, knowledge and skills, but also about the CIPD level 3 or equivalent qualification, fashion experience and of course years of experience and personal specification.
               For successful recruiting and choice, the individual specification is the single most important document. This helps you to do a lot of things. This helps to identify the type of person you want for the job.
	Interview refers to a conversation with one or more persons acting as the role of the interviewer who asks questions, and the person who answers the questions acts as the role of the interviewee.
	In order to choose the best candidate, an employer need to have objectives like:
· Is the candidate likely to perform well in the role
· Is he likely to perform at an certain level within the organisation
· Is the candidate going to fit into the culture of the organisation

	An interview's primary purpose is to transfer information from the interviewee to the interviewer and this can have place face-to-face, over the telephone, or via video conferencing. 
	To ensure effective selection and interviewing is important to take in consideration the five P’s.
a. Prepare: the first step of an interview. The interviewer will ensure that he / she knows the key elements of the work before interviewing. And the interviewer should go through the candidate's resume to recognise the strengths and efficacy of the applicant.
b. Purpose: the purpose of the interview should be known. The interviewer should project the organization to the interviewee as the best place to work, which allows selecting the right candidate.
c. Performance: must identify the applicants ' attitudes, strengths, abilities and skills required for the organization's success. Hiring high-performing candidates plays an important role when the criteria is about special education and technical skills.
d. People Skills: The candidate is not going to be totally open. During the interview, explore the inner strengths and skills. This will help the right candidate to be selected.
e. Process: Follow a systematic process of interviewing. Avoiding bias and providing equal and fair opportunity. The best way is to use behavioural questions and subjective questions.
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	The selection process is a sequence of steps, but the first task for an employer is to exclude those who do not have sufficient evidence of the essential skills the employer is seeking from the pile of applications which is called screening process.
	Screening process refers to a process for examining applications and determining which candidates are best suited to receive invitation for interviews. Screening starts after the process of sourcing and has 2 outcomes: verifying the availability and also to see candidate’s attitude, ability to answer interview questions and communication skills. 
 	Morgan P., (2016) The business student’s guide to study and employability, Sage Publications

	Selection is very important to minimise losses and maximise profits for any organisation.
	A good selection process should comprise the following steps:   
· Employment interview: session one-on-one with the applicant. This makes the interviewer find out about the applicant's internal values and helps to make the right decision.
· Checking References: Reference testing is a method to confirm the credentials and experiences of the applicant. These reference checks help the interviewer to understand the candidate's behaviour, attitude, and conduct as an individual as well as a professional.
· Medical Examination: The method in which applicants ' physical and mental health are tested to ensure that applicants are competent or unable to perform a job
· Final Selection: The final process which ensures that the applicant has qualified in all rounds of the selection process, and will be given an appointment letter. Maund A., et. al. (2017) Certificate in Higher Education: Skills for Workplace Student Yearbook, Sage Publications

Last stage in recruiting process is evaluation and control.
· It evaluates the efficacy and validity of the process and methods.
· Recruitment is expensive, it evaluates the performance.
· The costs incurred will be measured and effectively controlled.
· Recruiters salaries
· Advertising costs, other recruitment costs, agency fees.
· Administrative expenses
· Overtime and Outstanding expenses as vacancies remain unfulfilled The expense of hiring suitable candidates for final selection
· Management's time in the planning of job description, job requirements, and interviews. Whether the techniques used for selection are accurate or not
· And whether or not the process of recruitment itself is effective.
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	In conclusion recruitment and selection process is a complex one and needs to be well planned and in accordance with the needs and requirements of the organization.
	In order to select the best candidate for the vacant job an employer must prepare everything in detail. First, he must carefully define the job requirements and then plan the campaign that will present the job as attractive as possible and finally, after the interviews have taken place to select the perfect candidate for both, the job and the organization.
	Lady’s fashion have chosen to do the recruitment on the basis of the CVs to have access to more information about the candidates, about qualifications, as well as about the experience and periods of practice of the jobs.






















[bookmark: _Toc25864153]APPENDICES


	To be part of Lady’s fashion the HR Manager must meet the fallowing:
· Setting the HR strategy and implementing the plan.
· Managing the HR Advisor and being responsible for the overall HR function.
· Developing new initiatives to ensure team member engagement, performance, retention and succession planning.
· Implementing and driving forward learning and development processes.
· Working with the business owners to ensure the leadership team are equipped and managed effectively to deliver at the required level for the business needs
· Providing relevant HR support and guidance 
· Delivering on HR objectives that will provide solid foundations from which the business will grow.
Knowledge, Experience & Skills Required:
· CIPD Level 3 and above or equivalent qualification
· A minimum of seven years’ experience in a HR management role.
· Retail/wholesale/fashion experience
· Team Management experience
· Proficient IT user
· Ability to establish and maintain effective working relationships at all levels in the business and with external stakeholders.
· Excellent attention to detail.
· Strong organisational skills including ability to prioritise and work to deadlines.
· Good presentation and communication skills, (verbal as well and written).
· Proactive in using initiative to recognise and team member needs
· An interest in sustainable fashion production and eco fabrications




HR manager’s role:
	Perfect candidate will provide remote and face-to-face support to a wide range of managers across the civil service as part of a nationwide team.
	Will deal with a variety of employee relations issues, guiding, coaching and assisting managers through their queries around attendance management, grievances, disciplinary, probation, poor performance, employment law etc.
	Through various escalations, will manage casework and get to court where necessary. Remote support may include customer advice through the advice line of a manager.
What you will need to succeed:
	Will have experience working at and above the HR Advisor level, as well as CIPD qualifications or willingness to work towards and pass on the qualification in a manner and time frame agreed with the line manager
	Have good knowledge of employment law, enjoy employee relationships, and be able to articulate policies and laws to managers and employees with confidence.
What will get in return:
	There are generous allowances for paid holidays in terms of annual leave starting at 25 days per year + bank holidays, and rising as your service increases. There is also a scheme to allow qualified employees to purchase or sell up to three days off each year.
	Working hours are managed flexibly so that you can work from home as well as from the office remotely. The package with this role is exceptional with a competitive salary package as well as a selection of civil service pension schemes.
What you need to do now:
	If you are interested and you think the best candidate is you please upload your CV or give us a call to book your appointment.
	If this job is not quite right for you but you are looking for a new position, please contact us for a confidential discussion on your career.
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