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Executive Summary
The purpose of this report is to research into the recruitment process from an employer’s perspective.
This will be done by identifying a suitable job (a Quranic studies Teacher) and designing an application pack comprising of a job description, personal specification, application form and interview questions for a recruitment process. The step by step process from job identification to offer of employment will be explained and reflected upon. 
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Terms of Reference
This report was requested by Melanie Squire Professional Skills Development lecturer on 29/06/2018 to demonstrate my knowledge and understanding of the recruitment process from an employer’s perspective. This report is compiled by Farida Khatun-Miah to be submitted by 13/07/2018

























Procedure

Real case studies:
Tesco -business case study
Westwood High School admin@westwoodhigh.org
 Application Form 
NHS case study; recruitment in small firms: Processes, methods and problems
Marilyn Carroll Manchester school of management, processes and problems
Occupational Personality Questionnaire SHL




















Introduction

This report will focus on how an appropriate candidate is selected for a job from an employer’s perspective.
It will demonstrate the recruitment process from job identification to conducting interviews,
focusing on the principle objectives of the employer and outline different theories and models to recruit, select and appoint employees appropriate to the present, and future needs of a business or organisation.
It will present a practical example of the implementation of a recruitment process.
Findings
Recruitment Process
Recruitment is an integral part of employability and is the process used by organisations and companies to find and employ the best candidate for a position in an efficient and cost-effective manner. Recruitment has a number of key stages, all of which assist with the process in order to help select the best candidates available for any advertised position.
It is also important to note that there is a legal framework of recruitment to protect employers and employee’s rights, through the Equality Act 2010. This includes the nine protected characteristics to adhere to during the recruitment process. Some of which are discrimination against disabilities, race, sex, religion and belief.
As good practice, having a recruitment policy in place is useful to employers and employees alike by providing transparency to all interested parties.
Organisations have different processes for employment and the model by Failte Ireland’s business tool shows eight stages of recruitment:
Job Vacancy
Job Analysis
Attracting Candidates
Screening Applications
Interviewing
Selecting /appointing candidates
Induction/training
Employee evaluation
Recruitment Models
There are different types of recruitment models, which aim to provide optimum cost effectiveness:
Insource model – the whole process is conducted internally (NHS sometimes prefers informal “tried and tested” methods of recruitment. Marilyn Caroll et al (1999))
Co-source model-the organisation works in partnership with external agencies. (Tesco use both internal talent plan/intranet and external websites, TV/radio as well as jobcentre plus etc,)
Outsource model-the whole process is conducted by an external provider. (Linkedin have access to 500 million members)


Job Identification
The first steps to the recruitment process is job vacancy and identification of a requirement.
All Businesses must be forward thinking. Their human resources department should have a plan in place to predict staffing requirements and ways of meeting those needs.
A good example of this is to follow Armstrongs (1996) 4 steps of planning ahead.
What will be needed in the future?
What is available?
Can it fill the need?
Where those needs met?

For a teaching role Human Resources has predicted a teacher will require maternity leave, so cover must be provided. Planning should occur well in advance of the next academic year.  If the above factors are considered it can be determined;
A teacher is needed for maternity cover
Are there any existing teachers who could provide this cover?
If not; then a teacher will need to be recruited
Is the right person recruited for the right job?.

Job Description and Person Specification
The next stage of job analysis is designing a job description. This is a document which describes roles and responsibilities. It specifies what tasks are undertaken for the fulfilment of duties. For the role of a teacher, some core duties would include;
Planning, preparing and delivering lessons to all the students 
Assigning, marking, recording of work and grades
Managing student conduct
Assessing learning and promoting progress of student’s performance
working with other staff members as well as parents and guardians to ensure there is good communication, consultation and cooperation regarding the well being and development of students, teachers.
 participate in own learning to ensure there is a continuation of professional development and up to date with new legislations and learning strategies.
Job/Personal specification is a document which describes qualities and attributes. it is an ideal profile of a candidate, this can be broken down to two sections; essential – what qualities a candidate must have and desirable-what qualities would be beneficial for the role.
Essential qualities would include;
 relevant qualifications e.g. PGCE, NQT, Quranic Studies etc. 
 teaching experience (3-5yrs minimum), 
ability to teach desired age group 
ability to motivate
possess excellent communication skills; written, oral and spoken and listening skills. 
Desirable qualities consist of:
 ability to use ICT programmes, skills and e-technologies  
evidence of continuous professional development
ability to communicate in more than one community language 
The Application Form
Employers have different ways of recruiting employees, depending on the type and level of work, some employers prefer to review online applications while others prefer to receive CV’s, application forms, cover letters and resumes. The higher up the job role is in the company’s hierarchy; the more information is necessary to be provided. Most teaching establishments prefer application forms. This is an official document employers ask candidates to fill. It is a template for sharing relevant information, comprising of set questions, qualifications, employment and personal history and contact details. An employment application form for the role of a teacher includes:
 The job title
Contact details of the applicant
Education and employment history
legal information such as eligibility to work in the UK
Details of current and previous employers and references
Rehabilitation of offenders Act (1974)
Disclosures of criminal convictions
Membership of professional bodies e.g. Estyn
DBS clearance and disqualification by association 
Supporting information demonstrating suitability for the job role
Advertisement and Receiving of Applications
 job vacancies are advertised in order to recruit suitable employees. This can be done via several avenues such as advertising in various job bulletins, social media forums, job search agencies such as Linkedin, Islamic Education networks, indeed.co.uk, TES (teacher recruitment services), GOV.uk, Newspapers and Twitter etc. 
Organisations have sorting mechanisms in place to anticipate and filter the number of applications down to manageable numbers, examples of which are; selection boards, interview panels, online tests and phone interviews. Application forms are also useful for filtering and narrowing down for selection. Candidates can be shortlisted against the criteria set out in the job description and person specification and invited to interviews. Interviews are conducted to ascertain if a candidate has the ability to do a job, if they will do it and if they have the ability to fit in. There are many techniques of interviewing, they can be formal (structure based), Informal (semi=structured), competency and skill based. 
Interviewing for the role of a qur’anic teacher can consist of three parts: lesson observation(,to assess candidates teaching ability), listening to candidates recitation (specialist subject knowledge)and a panel interview(personality and behavioural assessment), where a range of questions pertaining to safeguarding and behaviour management may be asked. 
Examples of interview questions are;
Tell us about yourself and why you have applied for this job
What in your opinion makes a good Quranic studies teacher
How would you deal with disruptive students/difficult parents
If you saw a member of staff behaving inappropriately with a child, how would you deal with it?
What are your plans for continued professional development?
Do you have any questions?
Selection process
Once interviews are concluded the process of selection and shortlisting is undertaken again. The interviewing panel would use a marking system for scoring candidate’s responses.
Employers use a variety of selection processes which include;
Psychometric test (OPQ test to assess an individual’s personality preference in the workplace)
On sight exercise (Ikea ask for furniture to be assembled)
Assessment centres (South wales police use assessment centres, putting candidates through a range of tests)
It is important for the selection process be fair and adhere to employment law
Offer of employment
Takes into account notifying applicants if they are successful or not, particulars of employment ie terms and conditions of contract, salary, start date, notice period, induction and probationary period etc.
For the role of Quranic teacher, an offer would be subject to;
Satisfactory DBS and debarring list clearance.
Ensuring candidate is not disqualified by association
Receiving satisfactory references and proof of qualification.
All of the above would be stated along with the start date in the offer of employment letter.

Conclusion 
This report has demonstrated the importance of the recruitment process from job identification to interview selection to offer of employment
Recruiting the right candidate for the right job at the right time is integral to success and productivity.
All methods and models have advantages and disadvantages.it is best to implement the most suitable, cost effective and specific model for specific jobs. Sometimes recruiting internally is cheaper faster as there is more control but for bigger organisations it is better to recruit externally as there is already a database of skilled workers available to fill a vacancy without going through a costly and time-consuming recruitment process.


Recommendations
Employers should be familiar with all relevant legislation
When seeking to fill any vacancy, internal candidates should be considered.
The principle objective of the recruitment process should be to recruit, select and appoint employees appropriate to the present and future needs of a business.  
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