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Aim
To demonstrate knowledge and understanding of the recruitment and selection process when 
[bookmark: _Hlk11880507]Recruiting for a frontline managers role within your organisation.

The role:
Learning & Development Manager

Recruitment and selection – The Policy
(Slide 2)
Our organisations recruitment process is outlined within our company’s recruitment ‘policy’, which also adheres to all relevant government legislation. Including;

· Eligibility to work in the UK (the immigration, asylum and nationality Act 2006)
· Equality Act 2010
· Data Protection Act 1998
 (legislation.gov.uk, 2019)

Recruitment– The process
(Slide 3)
Identify the key stages in the recruitment and selection process.
· Defining requirements
· Planning the recruitment campaign
· Attracting candidates
· Selecting candidates
(Armstrong, 2011)

The process follows the outlined framework;
· Job Analysis
· Different ways of advertising the job
· Creating a personnel specification & job description
· Looking at CV’s and Application forms
· Interview panels and selection methods


Job Analysis
What is Job Analysis?
(Slide 1)
The recruitment process itself has a number of elements to it, some of which are more straightforward than others, but when you see a job advertised or an invitation to apply for a role, the organisation will usually have undertaken some kind of job analysis and developed some way of identifying and describing what it is after.
(Morgan, 2017)
Job Analysis is a systematic exploration, study and recording of the responsibilities, duties, skills, accountabilities, work environment and ability requirements of a specific job.

Why job analysis is important to an organisation when looking to recruit
(Slide 2)
A job analysis is the process of identifying what tasks the job will involve. This is useful for candidates, so that they know whether they might like the job, and useful to employers, who can use it to identify the kinds of qualities they are looking for.
There is a variety of ways an employer might undertake this role – interviews, questionnaires, discussions, diaries of those doing similar jobs – and all have strengths and weakness, but employers will have taken some time looking at the job.
(Morgan, 2017)

The Competency Model
(Slide 3)
An analysis of the tasks involved in doing the job itself, however, is not going to produce a rounded picture of the ‘ideal’ candidate. Employers also need to consider the organisation and whether a candidate is going to be a good fit to the values and culture of the organisation, so these areas need to be considered as well.
At the basic level, its fine to have someone who can do the job, but if they are going to be behave unethically, then that is going to be problematic. Employers call an ability to conform to the values of an organisation ‘person-organisation fit’ and an ability to do the job ‘person-job fit’. If the job is a general one (i.e. For a training scheme), the requirements are less important than ‘person-organisation fit’, although organisations will usually have some ‘core competencies’- that is, essential qualities required for most or all jobs operating at a particular level.
(Morgan, 2017)
Competency
A competency is a quality (skill, behaviour, attitude or personality trait) which helps an individual to perform a job well.
Core Competency
A core competency is a quality that is an essential requirement for all employees operating in similar roles.
Different means of advertising the jobs

Reasons for advertising a job
(Slide 1)
The process of advertising can work differently depending on the situation:
· Previous job holder has left the organisation
· A new role has become available
Each will have a slightly different emphasis on how the process is conducted and what employers will be looking for.
(Morgan, 2017)

Advertising methods
(Slide 2)
Local Newspaper
The local paper often has a classifieds section where local job-seekers look to find their next career move. This is a good medium to use if the type of role you are advertising requires people who need to be based locally (e.g. young people who cannot drive/travel far for work).

Online Job Board
There are many online job boards in UK, some of the biggest are SEEK, MyCareer and CareerOne, but there are also some industry-specific boards that can help you target the right candidates. Try using the internet to search for industry-specific jobs to get an idea of what your options are.

Online job boards have a very wide reach – anyone in Australia can search for jobs like yours. Due to the reach of online job boards, you can be inundated with applications, leaving a lot of resumes to read through.
Company Website/Newsletter
If you have one, use your website to advertise the job – often, the people who look at your site are familiar with you and understand your industry, so this can be a good source of candidates.

If the role isn’t too controversial, include the ad (or a link) in your customer newsletter. This will likely be going to people who are involved in your industry in some way and helps to spread the word that you are hiring in the right networks.

Social Media
Social Media is another source of potential candidates. If your company has a Facebook page or Twitter feed, you can post a version of the advert (or a link) and encourage your ‘followers’ to share with their networks.

Professional networks, such as LinkedIn can be used to get the word out about the vacancy – encourage your colleagues and staff to share the ad to their networks too
(SkillsRoad.com, 2019)
Organisations chosen form of advertising
(slide 3)
‘headhunting’ is one of our adopted approaches to advertising the job
Head hunting is a process of recruitment of a prospective employee, who is working elsewhere and who has a relevant work experience for a particular job profile. Head hunting is carried out by the HR of a company or is outsourced to an agency or job consultant. Head hunting is one of the most effective methods for sourcing & getting candidates for top positions, who might not necessarily look for a job change
(mbaSkool.com, 2019)























Creating a personnel specification and job description
The Role
(Slide 1)
The role for which a personnel specification and job description is required:
Learning and Development Manager.

Job description
(Slide 2)
What is a job description?
A broad, general, and written statement of a specific job based on the findings of a job analysis. It generally includes duties, purpose, responsibilities, scope, and working conditions of a job along with the job's title, and the name or designation of the person to whom the employee reports. Job description usually forms the basis of job specification.
(Businessdictionary.com, 2019)

Job description for advertised role

Personnel specification
(Slide 3)
What is personnel specification?
The skills that a job candidate must have in order to complete the tasks of a position offered by a company. A person specification can outline the educational requirements, training experience as well as more personal qualifications that a candidate must possess.
(Businessdictionary.com, 2019)

Personnel specification for advertised role









Looking into CV’S and/or application forms
Before applying
(Slide 1)
What an applicant should do before applying
· Find out about the organisation
· Create your personal brand
After the applicant has taken some time to examine our organisation and your personal qualities, the final part of the process is to identify what the organisation is looking for in terms of KSAO’s (knowledge, skills, abilities and other characteristics). This information can come from two sources; your analysis of the organisation & information given on the job advert.
(Morgan, 2017)

CV’s
(Slide 2)
Completing a job application or writing a CV is something that nearly everyone who wants to work for someone else will need to do at some point in their life. 
Any CV is expected to be accompanied by a covering letter. 
The covering letter gives us, the employer, a formal introduction to what is contained in the CV. Key to writing a successful covering letter is the applicants ability to write succinctly and clearly in a way that makes us, the employer, interested in them.
A typical CV should include;
· Personal contact details
· Personal statement
· Education and qualifications
· Work experience
· Additional responsibilities and activities
· Hobbies, interests and achievements
· References 
(Morgan, 2017)

Application forms
(Slide 3)
Application forms tend to be more structured documents, aimed at giving employers specific information about you so that they can assess your suitability for moving forward in the selection process.
In one sense, application forms are fairly straightforward and standardised. All application forms ask for your contact details, your educational qualifications and your work experience, and will ask you to give names of referees who can testify to what you have done and how well you have done it.
The principles which govern good CV writing also apply to completing an application form well: both require you to demonstrate to an employer that you have the skills to do the job they are recruiting for. However, an application for has more in common with a selection interview than it does with a CV. The use of an application form gives the employer the opportunity to ask those question they want to ask.
(Morgan, 2017)
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Interview panels and other selection methods
Sifting and screening
(Slide 1)
The process of screening refers to the process of examining the applications and deciding which candidates are the most appropriate for inviting to interview. Most vacancies that are well advertised will attract several hundred applicants.
The process of screening can be relatively fast and brutal: a CV can be dismissed in as little as 10-30 seconds – or even be electronically scanned by relevant software for keywords so that it is never actually seen by a selector. Selectors will be looking for significant evidence relating to the requirements of the job.
(Morgan, 2017)
Sifting and screening methods/techniques and tools include:
· Skills test
· CV check
· Scanning the cover letter
· Online research
· Psychometric tests
· Personality inventories
· Questionnaires
(hundred5.com, 2019)

Interviews
(Slide 2)
When interviewers are preparing for a selection interview, they will have a look at the KSAO’s listed in the personnel specification. Time will be limited in a first-stage interview, so, first of all, employers will want to concentrate on identifying evidence for those skills deemed essential, and, secondly, those deemed desirable if there is time left.
Key questions & Employer objectives:
Can this person do the job?
Will this person do the job?
Will they fit in?
Is this candidate likely to be able to perform well in the role?
Is this candidate likely to be able to perform at an acceptable level within the organisation?
Is this candidate likely to fit into the culture of the organisation?

Types of questions at interview:
· Open questions
· Probing questions
· Closed questions
· Leading questions
· Hypothetical questions
· Behavioural questions
(Morgan, 2017)
After the interview
(Slide 3)
At the end of the interview the candidate will be invited to ask questions. These could be questions about the organisation or about the job role.
What comes next?
· Fairly deciding on the ‘right’ person
· Offer letter/written particulars of employment/references
· Induction
· Probationary period























Conclusion
This presentation has demonstrated our knowledge and understanding of the recruitment and selection process when recruiting for a frontline managers role within your organisation.
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