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TOOL:  Sample Recruitment Process
POSTED:  March 2012
[Insert your organization’s name here]
RECRUITMENT PROCESS
Step 1:  Determine you have a vacancy to be filled 

Need to fill a Position has been determined by:

· Position Vacancy - backfill

· New position 

· Manager identifies and establishes the need for the new position 

· Executive Director Approval

· Union communication

Step 2:  Review Job Description for accuracy of Position to fill

· Contact HR to notify of need to fill a position

· The job description will be reviewed, by Manager and HR, and updated if necessary to ensure that all the required responsibilities are outlined, and the required skills and abilities are identified.

· HR will review job changes in the Bargaining Unit with the Union.

· New positions and changes to current positions will require a pay equity review.  


Step 3:  HR develops a JOB POSTING for Internal and External competitions

· All vacancies will be posted internally for a minimum period of 1 (one) week.

· If the internal pool for the vacancy is expected to be very low, an external search can take place at the same time as an internal search.  However, an external candidate cannot be hired until the internal posting date has closed and the internal candidate pool has been assessed.

· All postings should include :  position title, a statement “selling the organization (e.g. mission statement, culture), brief description of the duties, qualifications required, location of work, working conditions, contact information, closing date

· HR must ensure that the advertisement/posting does not contain any requirement that could result in overt or systemic discrimination
Step 4:  HR and Hiring Manager agree on vehicles of recruitment
· Vehicles of recruitment include:  ___________ Website, Child Care Community Bulletins and E-mails, Employee Referral Network, University or College Job Boards, Media Advertising (newspaper, magazines, professional associations),Charity Village website, job fairs etc.  Current best practices indicate that internet job searches are still the major format for job seekers.  Top  employers typically have 50% to 60% of recruitment managed through an employee referral program

· Choosing vehicles of recruitment will include:  budget, expected labour pool available, time urgency to fill, location, number of positions to be filled
Step 5:  Work with HR to Identify Criteria to be used to screen resumes

· Identify essential skills, abilities and education to perform in the position

· The selection process must  cover all factors that contribute to success in the job   

· HR ensures criteria is specific, measurable and job related

· A systematic Analysis of the job requirements has been conducted to determine the competencies needed to perform the job well

· HR identifies what information can be screened from the resume ( essential qualifications, language, years of experience, certification)

· HR reviews applications to determine which candidates meet the basic qualifications.  In order to be considered for employment. The candidate must meet the minimum requirements for education, experience, language, and certifications.  Knowledge and abilities will be assessed at different points in the selection process.

· HR will keep an inventory of qualified external candidates for 6 months


Step 6:  Hiring Managers review screened resumes and select Candidates to interview

· HR confirms interview times and schedules interviews with the candidates

· HR meets with Hiring Manager to confirm the “interview team” – the team should consist of Manager or Delegate, E.D. and/or HR Manager, potential co-worker etc. Diversity on the team should be considered when selecting an interview team

· HR ensures a room is booked for the interview
Step 7: Preparing the Selection Process

· HR Manager and Hiring Team identify pre- interview screening questions to assist with the selection process 

· Development of the Interview Guide, Rating Guide  and Reference Check Guide -HR Manager consults with Hiring Manager and interview team in the development of both guides and develops the selection tools to be used.

· HR ensures the Interview Questions are job related – based specifically on the tasks and responsibilities of the job

· HR will keep an inventory of the selection guides for regular use and updating

· HR ensures that the Interview Guide respects human rights and employment equity legislation and is defendable  against charge of discrimination.



· HR ensures the Interview guide includes well developed knowledge, behavioural, and situational questions.

· Questions should relate to the position and be phrased in a way that allows candidates to discuss their past performance and experience as they relate to the target position

· Best Practices point to using at least 3 different selection tools (simulation exercise, behavioural competency based interview, testing, reference checking, take home exercise, presentation, work samples, etc.).

Step 8:  The interview Team

· The interview team is trained on how to use the interview guide and interviewing techniques.  

· The Interview team is provided with resumes and any other materials provided by candidates, the job description, the interview guide, rating guide, and the reference check guide, 

· Meet with the Interview team prior to the interview and confirm the interview process and which questions will be asked by whom.

Step 9:  Conduct the Interview

· Explain the interview process and introduce the panel

· The interview guide is used for each candidate interviewed





· The same questions must be used for each candidate to ensure fairness and provide candidates with equal opportunities to provide information regarding their skills and abilities

· Candidate responses should be written down so they can be recalled when conducting rating.  This also provides a record should the results be questioned or feedback be given to the candidate.

· The answers are evaluated against established  job related selection criteria and a job related rating system

· Each member of the interview team rates the candidate’s responses the group will later reach consensus on a team score.

· Close the interview by explaining next steps to the candidate

· Ensure that discussion and note taking throughout the interview complies with Human Rights Legislation

· Explain the use of References and have candidate sign a reference release form.  Acquire 3 work related references ( a minimum of one reference should have been in a supervisory role with the candidate).

Step 10:  Reference Checks

· Select final candidates to complete a reference check

· HR will complete the reference Check interview with the referee and provide notes to the hiring manager.

· Ensure that the discussion and notes comply with Human Rights Legislation

· Make final hiring decision 


Step 11:  The Offer

· HR will contact the successful candidate with a verbal offer

· Follow up to the verbal offer will include confirming a time to meet with HR and review and sign the employment contract and complete payroll information

· The employment contract must be signed prior to beginning work

· HR Completes an Job Announcement for all Staff and CUPE office

· HR Completes paperwork necessary for the new staff member to start work


FA  The job review process with the union and the process for a  pay equity review need to be further developed in procedures for ___________ -  a policy and process are to be developed at a later date.











FA  A job analysis review of positions will be completed in 2010 to ensure key competencies, skills and abilities have been identified for success in the role.  Throughout 2009 HR Manager will work closely with Hiring Mangers to identify factors that contribute to job success and include questions in interview guides etc.














FA  Alternative selection tools will need to be reviewed and developed for recruitment purposes. 

















FA  Reference guides to be reviewed and developed in 2009








FA  Letter of offer to be developed 2009


      Employment agreement to be developed 2009
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