How does a business find the right employees?
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All businesses need to recruit staff at some time. New employees may be required to fill a vacancy caused by somebody leaving the business, or by the business expanding and needing to take on additional employees.

Without the right employees, a business will not achieve its aims effectively, and it is therefore vital that suitable people are recruited. Finding the right employees – recruitment and selection – is a lengthy and often costly process. But the costs of getting it wrong are even greater.

The Internet is increasingly being used for recruitment. Recruitment agencies, such as PlanetRecruit establish websites on which details of vacancies are posted in much the same way as cards in Job Centres or advertisements in the windows of employment agencies or the vacancies pages of local and national newspapers.
Why recruit?

Vacancies arise for several reasons:

· New jobs are created by expansion or restructuring

· Retirement or dismissal of an employee

· Promotion of the job holder

· The job holder has left for alternative employment elsewhere 

Is recruitment the answer?

Alternatives to recruitment include

· Overtime working by other employees

· Restructuring the work

· Increasing productivity, for example by introducing technology

· Employing part-time staff

Job descriptions

A job description is a written account of what a job involves. Before commencing the recruitment process, it is important that a business prepares a job description for the vacancy. This will help in advertising for suitable applicants for the job, and help ensure that only those with the appropriate qualifications or skills will apply. A clear job description will also tell applicants about what the job involves, and so help them decide whether it is the kind of job they want and should apply for.

A job description should include: 1. The job title (for example Accounts Clerk; Computer Programmer); 2. The duties involved (for example filing; word processing); 3. Responsibilities: staff the jobholder will be in charge of; 4. Accountability: the person who will be in charge of the jobholder. Most job descriptions also state the department in which the jobholder will work, and a brief description of the overall purpose or function of the job.
Person specifications
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The difference between a person specification and a job description is that whereas a job description describes what the job involves, a job (or person) specification analyses the type of person required to do the job. Person specifications are not given to applicants, but are used by the business recruiting as a checklist of qualities to look for in applicants.

A person specification should include the physical or mental abilities and personal skills required to do the job. For example, a person specification for a customer adviser in a building society may state that applicants should have a smart appearance, an aptitude for working with figures, an outgoing personality, and five GCS passes at AS level.
Advertising the vacancy

Most job vacancies are normally advertised in places where suitable people will see them. A job advertisement should be based on the job description and job specification.

Suitable applicants for a job may be found internally (within the business) or externally (outside the business). Some businesses have a policy of advertising all job vacancies internally, and this may be done in newsletters or notices distributed to all staff or placed on notice boards where all staff can read them.

If a job is advertised externally careful consideration must be given to the media used, the style of the advertisement, and the place where the advertisement will appear. These will depend on the target for the advertisement – in other words who the advertisement is aimed at.
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For example, many different types of media are used for job advertisements, including local and national newspapers, specialist magazines and journals, and even the Internet. Recruitment agencies and Job Centres also advertise jobs. Wherever the job is advertised, the style must attract the attention of suitable candidates, giving sufficient information about the job, the rewards and the employer. A job advertisement must also tell candidates how and where to apply – for example, whether to write a letter of application, or to phone or write for an application form – and the closing or final date for making applications.
There are other methods of recruitment, besides advertising. There are many recruitment agencies that obtain candidates on behalf of the employer. Candidates for some very senior positions are “head hunted” by specialist agencies, using their own knowledge of successful people who are normally already employed but might consider moving. It is also often useful for someone who is looking for a job to send their details to likely businesses. Such a proactive approach to job hunting will lead to contacts that may result in the offer of a position before it is advertised.
Sending out details and application forms

If the vacancy has been effectively advertised, it should result in suitable applications and enquiries. Normally, the business will send out further details of the job to interested people. These will include details of the business and more information about the job, perhaps including the job description. 
Some businesses require applications for employment to be made on their own standardised application forms. These ensure that all applicants give certain essential information about themselves, which can be compared with other applicants. The type of information asked for includes name, address, age, education and qualifications, and past employment history and experience. An alternative to an application form is to ask candidates to write a letter of application and send it with a curriculum vitae (CV). A CV should contain similar information to an application form, but a person may put more detailed information, for example about their achievements at school or in employment and any special qualities or skills they have.
Receiving applications

Applications will be received by the business up until the closing date. Then all applications will be sorted. Unsuitable applications will be rejected immediately, perhaps because the application form has been incorrectly filled in, or the application is untidy with poor spelling and grammar, or because the person applying does not have suitable experience or qualifications.

Once all unsuitable applications have been rejected, a short list of the best of the remaining candidates will be made. These will be called for interview, in order that each short-listed candidate can be considered personally.
Interviews

Interviews of short-listed candidates may be on a one to one basis, or candidates may be interviewed by a panel. Sometimes candidates are interviewed by someone from personnel first and then by the manager of the department in which the successful candidate will work.

Planning is an important part of interviewing. The interviewer must be clear about what the interview is intended to find out about the candidate. Questions designed to find out this information should be developed before the interview. Some interviews involve tests of the candidate’s ability in specific areas. For example, an applicant for a job that involves using a computer may be set a simple task to perform on a computer during the interview. This enables the interviewer to assess the candidate’s ability. Some businesses also use psychometric and other tests, which measure mental ability. [image: image4.wmf]
Selecting the right candidate

Once all interviews have been tested, those involved in the recruitment process will sect the most appropriate candidate. This may be at a selection meeting where applicants are matched to the job description and job specification, having regard to their application and performance at interview and any test results.

An offer of employment will then be made to the most suitable candidate. This will include the title of the job, the rate of pay and any specific terms, including the date that the employment will commence. If the offer is accepted, the employer must issue the new employee with a written contract of employment within 13 weeks of the commencement of the employment. The contract of employment is a legal contract that sets out the terms and conditions of the employment. These include the title of the job, place of work, start date, hours to be worked, rate of pay, holiday entitlement, sickness benefit, pension rights, period of notice to end the employment, and procedures to be taken in the event of grievance or disciplinary matters.
Equal opportunities

All recruitment and selection procedures must be carried out in accordance with current equal opportunities legislation. The main items of legislation are: The Equal Pay Act 1970, which states that women performing comparable tasks to men should be treated equally, including receiving the same rates of pay; The Sex Discrimination Acts 1975 and 1986, which rule against discrimination in any form on the basis of sex or marital status; The Race Relations Act 1976, which makes it illegal to discriminate against employees or potential employees on the grounds of race or ethnic origin; The Disability Discrimination Act 1995, which gives additional rights to disabled people and provides for a code of practice aimed at ending discrimination and providing facilities for them.
