Recruitment and Selection Process

Recruitment & Selection Process — Study Notes

1. Overview

The recruitment and selection process is the systematic series of steps an organization uses to
attract, evaluate, and hire the right talent. It bridges the gap between a job vacancy and a
gualified employee who fits the role and the organization’s culture.

2. Key Objectives

Objective Why It Matters

Attract qualified o ) _
Ensures a sufficient talent pool and reduces time?to?fill.

candidates

Select the best fit Improves job performance, retention, and reduces turnover costs.
Promote fairness & Meets legal requirements (e.g., equal opportunity laws) and protects
compliance employer reputation.

o Positive candidate experience strengthens the organization’s market
Maintain employer brand
image.

3. Process Flowchart
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(Each stage feeds into the next; feedback loops allow continuous improvement.)




Recruitment and Selection Process
4. Detailed Steps

4.1 Workforce Planning

¢ Identify current and future staffing needs (growth, turnover, new projects).
e Analyze gaps between required and existing skills.
e Approve budget and headcount.

4.2 Job Analysis & Design

Component Description

Collects data on duties, responsibilities, required knowledge, skills, abilities

Job Analysis
(KSAS).

Job Description Summarizes tasks, reporting lines, and working conditions.

Job

L Lists qualifications, experience, competencies, and personal attributes.
Specification

Job Design Determines how the job will be structured (e.g., job enlargement, enrichment).

4.3 Sourcing (Recruitment)

Source Advantages Typical Use
_ Faster, lower cost, boosts Succession planning, skill
Internal (promotions, transfers)
morale development
Larger talent pool, fresh New expertise, high turnover
External .
perspectives roles
Online Job Boards (LinkedIn, ) . .
Wide reach, easy posting General recruitment
Indeed)
_ ) Employer branding, passive _
Social Media ) Tech, creative roles
candidates
Recruitment Agencies Specialized talent, time?saving Executive, niche positions
Campus Recruiting Access to emerging talent Entry?level, internships

Employee Referral Programs High-quality hires, cultural fit All levels

4.4 Screening & Shortlisting
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1. Resume/CV Review — keyword matching, relevance to specs.

2. Application Forms — standardized data for easy comparison.

3. Pre?screening Calls — verify basic qualifications, assess interest.

4. Assessment Tests (optional) — cognitive ability, technical skills, personality.

4.5 Selection (Assessment & Interview)

Method Purpose Typical Format
_ ) _ .. Same questions for all
Structured Interview Consistency, legal defensibility _
candidates
Behavioral Interview Predict future performance “Tell me about a time you ...”
Situational Interview Assess problem?solving Hypothetical scenarios
Technical Test / Work Verify job?specific

Coding exercise, case study
Sample competence

Assessment Center
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