[image: image1.png]HR toolkit





Quick Guide to the Recruitment Process
Associated Documentation
1. CV Assessment Form

2. Job Description Template
3. Quick Guide to Conducting Interviews

4. Interview Guide

5. Sample Interview Questions

6. Telephone Interview Form

Do you need to recruit?
When someone resigns it is always recommend that you take the opportunity to question whether you need to replace that person, or whether you should/could structure the work differently, or recruit for different skills, or do you even need to recruit at all.  Remember, your payroll is the biggest cost in the vast majority of businesses, so take every opportunity to ensure you are spending that money wisely.  
Questions to ask about ‘whether you need to recruit”

· Could you replace a full-timer with a part-timer?

· If a supervisor/manager has resigned, could you merge the supervision/management functions into another position?

· Are you really busy enough to justify the other person, or could you cope without them (NB, how well you cope whilst going through the recruitment process is often an indicator of whether you really need to appoint.  )

· Is one area of the business very busy, whilst another area is quieter?  If so can you appoint into the busy area, rather than replacing in the quiet area

· Could you recruit someone to work across several areas of the business?

· Could you recruit someone on a more flexible working pattern? 
These are some sample questions, but it is a good idea to continually review the need to appoint right up to the point when you make an offer to someone.  Remember, it is only too late to change your mind about recruiting when you have actually made an offer to someone.

Yes, I do need to recruit, what now?

1. Prepare the Job description
Legally you need to include a job description with an offer of employment, but it is also a useful tool for you and for candidates during a recruitment process.

Refer to the Job Description template and Sample Phrases for Job Descriptions for help on writing the job description.

2. Decide where to advertise
There are several possible options about where you advertise:
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