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Introduction

Who will this book help?

This easy-to-use, practical guide will help anyone who
is involved in interviewing and wants to make sure
they get the right person for the right job. It takes you
through an overview of the recruitment process, from
what you need to do before you even start advertising
the job, to what you need to do before, during and
after an interview. This guide will help those who are
new to selection interviewing as well as those wanting
a refresher. It will be useful for those who have to
select both paid staff and volunteers.

An effective selection process avoids unnecessary
disruption for you and your staff caused by a
mismatch between the person and the job. All too
often we are under pressure to recruit staff as fast as
possible. We forget to properly assess the purpose of
the role and the type of person who needs to fill it. We
sometimes arrive at the interview without considering
the information that we need to gather from
candidates, and the questions that we need to ask.
This book will help those who are tight for time but
want to ensure that they consider all the essentials.

What will it give you?

This book provides you with the essentials that you
need to know for an effective and fair interview
process. Packed with guidelines, top tips from people
in the sector, real-life case studies and further
resources where you can find out more, this book
will ensure you recruit the right person for the job.



Chapter 1

Preparing to
recruit

This chapter covers what you need to
consider when reviewing jobs and the key
elements needed for job descriptions and
person specifications.

There are several reasons why you may be recruiting
someone. There may be an area of new work that
needs to be staffed. There may have been a restructure
and jobs have changed. Or someone might have left
your organisation and you need to replace them.

It can be tempting to recruit someone as fast as
possible, but before you jump in, it is important that
you plan recruitment in order to make sure that you
get the right person doing the right work.

Job review

When someone leaves, it is so easy simply to assume
that you need to recruit someone to exactly the same
role. However, roles and organisations change. You
should consider whether the purpose of the role is still
relevant and whether it fits with the organisation’s
needs. Here are some areas for you to consider when
reviewing jobs.

B Do the duties involved in the job still need to be
carried out?

(Top tip~L 2

Conducting 7 = N
exit interviews with
departing staff can
provide information
which helps the
development of job
descriptions, person
specifications, the
interview process
and interview
questions.

Cathy Shimmin,
Senior Training

Consultant, DSC




Preparing to recruit

Case  \!/
study -~

A museum
supervisor, having
never had any
recruitment and
selection training,
had to recruit
someone quickly.
Not thinking about
what was actually
needed from the
new recruit, she
simply used the old
job description and
person specification
without reviewing
them. At interview,
the questions asked
were inappropriate
and unrelated to the
job description. The
person selected had
various performance
issues and wasn’t
the right fit for

the job. )

B Are the duties appropriate to be carried out by one
person? You might need more than one individual,
or for the work to be divided between people who
are currently employed. Perhaps this is an
opportunity for a restructure.

B If the job is still needed, is it best to try to recruit
internally first, or should you advertise it both
internally and externally?

B Is the salary and grade of the job still appropriate?

The case study shows that it is so important to keep up-
to-date with your own recruitment and selection skills,
vital to make the time to review the job, and essential
to ask relevant questions. Think about what you need
to find out from the candidate. Ask questions that will
allow candidates to provide evidence linked to the
criteria set out in the job description and person
specification.

Job description

The job description is a key document that you should
use throughout the recruitment process. Spend time
writing an accurate job description which outlines the
responsibilities and requirements of the job. Speak to
any staff members who work closely with whoever will
hold the position, as they may have useful information
about the tasks involved.

A well-written job description will help you make sure
that you and the person applying for the job are clear
about what they will need to do. In addition, it will be
helpful in assessing the performance and training
needs of the person once they are recruited.

Checklist

Q Organisation name.
Q Job title.



DSC Speed Reads

Aimed at people who are short on time and need to absorb information
quickly, these indispensable guides are:

m Accessible — practical guidance on a wide range of subjects
m Condensed - distilling experience and expertise in just 32 pages
m Clearly signposted - Top Tips, Case Studies and Where Next ideas

Covering a wide range of topics and building into an invaluable library,
Speed Reads are an essential addition to any bookshelf.

Interviewing

It is vital that the right people are recruited into the right positions for
your organisation. Effective interview processes avoid wasted time,
effort and money and ensure that the best people are in place to help
your organisation make the maximum positive impact.

Heather Brierley has been involved in various projects at Cancer
Research UK. She was the National Vice President of AIESEC UK
and was responsible for its Work Abroad Programme. She is
currently working as a Training Consultant at the Directory of Social
Change, specialising in management and leadership.
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