RECRUITMENT TIPS

You need more staff, but how do you find them and where do you begin. Follow these tips:

RECRUITMENT OPTIONS

1. Recruit internally:

Before you look externally, look within your organisation. Perhaps you can promote a person and then look for more junior staff, instead of 'importing' senior staff who do not know your organisation.  

Advantages:

This is a way of building and retaining staff loyalty.

It will be easier to evaluate the knowledge of the staff member than that of a stranger during a job interview

The present employee knows more about your organisation and your products.

You save on orientation and training. 

2. Recruit externally:

Options/sources:

2.1
Employment Agencies and recruitment specialists

2.2 Newspaper advertisements

2.3 Word of mouth

2.4 Notice Boards at university faculties/societies

2.5 Head-hunting

2.6 Referrals

2.7 Walk-ins

RECRUITMENT ADVERTISEMENT

Choose the right medium/newspaper for your advertisement. Use the correct wording.

Tips for writing a recruitment ad:

1.
The ad should contain:
The name of the position






The name of the company/recruitment agency






A contact name

A contact address/and or telephone number/and or fax number and/or e-mail address

A concise summary of the job requirements

A concise description of the experience and training required.

A deadline for applications.

Remuneration information (not compulsory)

Benefits (if any)

Date position will be available

The need for references 

How to apply

If application form is needed

The reason why the position is available (not compulsory)

SELECTING CANDIDATES FOR THE RECRUITMENT INTERVIEW

You've placed your recruitment advertisement and have received tons of applications. How to you select candidates for the shortlist and how many candidates should you interview?

The curriculum vitae

1. Has the applicant the necessary experience, education and training as per the job requirements?

2. Does the applicant's interests fit in with his/her qualifications and job application?

3. Did the applicant provide a list of referrals?

The accompanying letter/application form

1. Has the candidate filled in the application form correctly and fully?

2. Has the form been filled in neatly?

3. Is the letter short and to the point or rambling and vague?

4. Is the letter a successful summary of the applicant's qualifications, experience, interests and future expectations?

The referrals

1. Check whether the information supplied by the candidate is true. Check identity, work performance, position held, period of employment, salary received etc.

THE RECRUITMENT INTERVIEW

1. Compile a list of questions you want to ask the applicant. This should cover interests, experience, strong points, shortcomings, work ethic, future aims and ambitions, 

THE RECRUITMENT INTERVIEW VENUE

1. The venue must be clean, neat and private with no disturbances allowed.

2. Ample seating must be provided - arranged informally in a semi-circle or around a table or behind a desk.

3. Set aside sufficient time for an in-depth interview.

4. Ask pertinent questions.

5. Avoid questions outlawed by recent labour law, such as age, number of children, religious affiliation etc.

6. Do not interrupt the applicant during an answer.

7. Be objective and friendly throughout the interview.

8. Write down applicant's answers and check it later against his/her CV or with a referral.

9. Keep control of the interview.

10. Do not make false promises or give false information about remuneration, benefits etc.

SELECTING THE CANDIDATE

1. If the candidate is not suitable for the advertised job, will he/she be suitable for another job within the organisation?

2. Can the organisation match the remuneration requirements of the applicant or will the applicant be satisfied with the remuneration offered by the organisation.

3. Will the applicant  be available to start working on the required date?

4. Will the candidate's work ethic fit in with that of the organisation?

5. Did the candidate appear truthful, responsible, neat, enthusiastic etc.

