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INTERVIEW PROCESS
Each stage of recruitment and selection has a contribution to make in helping to find the most suitable candidates for any given post and you should view recruitment and retention as entailing the following eight stages:
1) Job Vacancy
2) Job Analysis
3) Attracting Candidates
4) Screening Applications
5) Interviewing Candidates
6) Selecting & Appointing Candidates
7) Induction & Training
8) Employee Evaluation
Establishing a vacancy:
When a vacancy has been established either through member of staff leaving or a new post that has been created, a budget control/establishment form must be filled in by the Department Manager and sent to Human Resources.
Advertising:
Human Resources will then write the advert and send the current job description for that post to the Department Manager for approval. When the advert and job description are approved, the advertisement will be posted to all internal staff for a limited amount of time to enable permanent team of workers to apply for the post advertised before they get advertised externally.
Shortlisting:
Managers ought to only shortlist in opposition to the standards from the individual specification and job description and not from private opinion. 
The person specification needs to contain the necessary criteria required to lift out the post. If an applicant does no longer have all of the essential criteria, then they no longer should be shortlisted.
The person specification also contains appropriate standards that would be of gain to the post if the applicant has those skills but are now not essential to carry out the post.
Shortlisting should be again to Human Resources within two weeks of the closing date of the post. HR will then organise an interview date and will be accountable for reserving the venue and inviting candidates. HR will also post out letters to unsuccessful candidates who have not been shortlisted.
Types of interview:
· Selection interview
· Appraisal interview
· Exit interview
An interview is a process designed to acquire statistics from an individual through oral responses to oral enquiries. On the basis of these responses the interviewer is capable to predict future job performance. 
Candidates should be explained at the opening of the interview about the layout and technique to prepare them for what questions they will be requested and via whom. Candidate will additionally be advised of any questions they would like to ask can be requested at any point of the interview or at the end. 
Application structure desires to be checked thoroughly to make sure no gaps have been left and can be filled in by way of gathering data from the candidate orally. 
All evaluation types and interview notes need to be handed back to Human Resources where they will be stored confidentially.
Offer of Employment:
Once a suitable applicant has been decided upon, HR will telephone the candidate to off the position subject to satisfactory references. Department Manager must complete appointment form before HR can off the post, detailing salary and hours for the post.
At least one reference must be an employment reference, preferably from the present or most recent employer. One personal reference can be accepted but the referee must not be relative or friend. 
Appointment:
Once satisfactory references have been received and all other relevant documents e.g. CRB check, then the employee will be provided with a start date.
The Contract of Employment will be issued to the new employee prior to starting with the Company. 

PERSON SPECIFICATION 
(What we want in a candidate when recruiting)
Essential Criteria
· Specific qualification or equivalent or experience in relevant profession
· Ability to self-evaluate learning needs and actively seek learning opportunities
· Previous experience in similar role 
· Handling information and dealing with confidential and sensitive information using Data Protection policy and procedures
· Good time-management skills, organising and planning, working under pressure, meeting deadlines, taking on new responsibilities and excellent communication skills
· Full working knowledge of relevant policies, codes of practice and legislation
· Ability to maintain a calm a professional manner when facing challenging situations
· Excellent interpersonal skills and be able to work alone or in a team
· Ability to be flexible and use own initiative and prioritising working independently
· Pro active attitude and well presented with excellent work ethic
· , raise personal and business performance.
Desirable Criteria
· Fluency of welsh written or oral
· Experience in higher education
· Full UK driving license


References
Failte Ireland. (2013), “Recruitment and selection”, (Online) http://www.failteireland.ie/FailteIreland/media/WebsiteStructure/Documents/2_Develop_Your_Business/1_StartGrow_Your_Business/Recruitment-and-Selection.pdf Accessed Date 28th June 2019
Slideshare. (2019), “Recruitment and Selection”, (Online) https://www.slideshare.net/umerkhalidhabib/recruitment-and-selection-24053999 Accessed Date 28th June 2019
Workable. (2019), “Interview process and strategies”, (Online) https://www.slideshare.net/umerkhalidhabib/recruitment-and-selection-24053999 Accessed Date 28th June 2019
(SYED SIMON HASSAN 1816661)
