
Module 2 – Recruitment 

©Keeping HR Simple 2021   
 

   

 

 

 

 

 

 

 

 

Module 2 

 

 

 

Recruitment 

 

 

By Katherine Duff  



Module 2 – Recruitment 

©Keeping HR Simple 2021   
 

Management Training – Module 2 

 

2 Recruiting – when 
and how to find 
new people for 
your team 

Identify need for new roles/people 
How to write an effective job description 
Selecting candidates with suitable skills/experience 
Interview preparation and techniques 

Managing new 
staff and 
probationary 
periods 

Preparing for induction of a new member of the team 
Identifying training needs 
Helping people to settle in 
Reviewing performance and giving effective feedback 

 

 

Identifying need for new roles/people 

 

It is very important to identify the need for a new role or to fill an open position as 

recruitment can be a very costly process to a business. It is the responsibility of the 

recruiting manager to ascertain whether a post is needed or still required and whether the 

duties are compatible with the business needs for the future.  

Before filling a role, manager’s needs to think whether the tasks involved in the role can be 

split between other staff members without overloading them with work or if the need is so 

great that the role needs to be filled. 

 

 

  

Write here what other ways an open role may be covered without recruiting for it 
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How to write an effective Job Description 

There are key stages in preparing to recruit for a new or open role. These are broken down 

into 3 tasks which are: 

Job Analysis:  
The Job Analysis involves collecting and recording job-related data such as knowledge and 

skills required to perform a job, duties and responsibilities involved, education qualifications 

and experience required, and physical and emotional characteristics required to perform a 

job in a desired manner. The main purposes of conducting a job analysis process is to use 

this particular information to create a right fit between job and employee, to assess the 

performance of an employee, to determine the worth of a particular task and to analyse 

training and development needs of an employee delivering that specific job. 

Some questions to ask when conducting a job analysis are: 

• What are the main tasks and responsibilities for this role? 

• What benefit will the person bring in doing these tasks? 

• Why are these tasks important? 

• Who do they work with, e.g. colleagues, service users etc.  

 

See Appendix 1 for a Job Analysis template 

 

Job Description  

After you have conducted a Job Analysis, you can now pad this information out by writing a 

job description which will attract the right candidates. It can also give information on certain 

details that are crucial for the candidates to know such as: 

• Requirements for position 

• Logistics i.e. full time, part time, home working, salary, hours etc.  

• Explaining your organisation 

• Opportunities 

• Challenges 

• Key Responsibilities  

 

Remember that a role needs to be realistic and achievable, you do not want to be setting a 

new employee up to fail so you need to be transparent about the responsibilities included 

within the role.  Job descriptions need to be reviewed every time a role is open as 

companies are constantly evolving and the role may have changed drastically since you last 

hired into it. A job description is also a key way to introduce candidates to the company with 

brief information and what the company ‘vision’ may be. Having a detailed and well-

structured job description is very appealing to candidates as it looks professional and shows 

the company have taken the time to consider who would be suitable for the role.  
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Selecting candidates with suitable skills/experience 

As part of the job description, it will save you a lot of time by detailing what sort of 

candidates you are looking for to fill the role by setting out your expectations in the format 

of a Person Specification.  

 

Other ways of making sure you select candidates with the correct skills or experience is by 

conducting a short telephone conversation with them before you either shortlist them or 

not if you need to gather more information from their application. A simple phone call could 

determine whether a candidate can be shortlisted by asking a range of short questions that 

clarify any queries you may have. This phone conversation could also determine whether 

the candidate has good communication skills and will give you an idea if they are suitable or 

not even if they do have the right skills. You could treat a phone conversation as a ‘mini’ first 

interview and get a better idea of the candidate selection that have applied for your role. 

Shortlisting can be a long process, especially if you have a very popular role! You can include 

in the job description that previous candidates do not need to apply and also candidates will 

be automatically rejected if they do not fit the Person Specification. Try and shortlist the 

best you can and make sure you gather more information about a candidate if you are 

unsure as you could potentially reject the best candidate that has applied! 

See Appendix 2 for Job Description and Person Specification template 

 

  

Write here what you think needs to be included in a Person Specification 

 

 



Module 2 – Recruitment 

©Keeping HR Simple 2021   
 

Interview preparation 

 

Interviewing is a big step in the recruitment process and it is very important to conduct 

interviews with candidates to gain an opinion on not only their skill and experience, but on 

them as a person and if they are the correct fit for the role. Interview preparation is key to 

feeling confident when interviewing and also shows the candidate how professional you are 

as the recruiting manager. 

 

Interview techniques 

Interviewing can be just as scary for the Interviewer as it is for the Interviewee. The best 

way to learn how to establish your interview technique is to practice and with this you will 

feel more confident the more interviewing you do. You can always practice on colleagues or 

write detailed questions to help with your preparation.  

Some interview techniques are: 

• Welcome the candidate. Interviewee’s will notice if you are late and it doesn’t show 

professionalism, so make sure you greet your candidate on time formally. Offer 

them a drink and lead the way. 

• During the interview 

o Let the person speak more than you do – you want to know about them as a 

person and this will give you a better idea if they are the right fit for the role. 

o Ask questions about skills and ask for specific examples – this will show that 

the candidate not only able to follow instructions, but also will demonstrate if 

they have the skills that you require for the role. 

Write here what interview preparation you currently do 

 

 

 

Write here what interview preparation you will do in the future 
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o Always ask them what they know about your organisation – this shows that 

the candidate has prepared and completed research before attending. 

Researching a company shows enthusiasm and a willingness to demonstrate 

this enthusiasm to a potential employer. 

o Offer them a chance to ask questions – Candidates should prepare questions 

to ask an interviewer as it shows that they are interested in the role and want 

to know in more detail about a specific task or the company itself. 

• Follow up – Make sure you follow up with a candidate whatever the outcome of the 

interview as quickly as you can. If you are interviewing for a specific amount of time, 

let candidates know a time scale of when they can expect to hear back from you. Not 

following up gives the candidate a bad perception of the company. 

 

Questions to avoid 

Please be careful that you do not ask any questions that are or could be seen as 

discriminatory, it could land you and your company in a lot of trouble!  Some 

examples of these are: 

• What is your place of birth/ethnicity/religion? 

• Are you planning on having children? 

• What age are you planning to retire? 

• How many sick days did you take last year? 

• How much do you weigh? 

• How old are you? 

The candidate may well mention answers to the questions above without being 

asked by yourself. They may ask you a question about flexible working as they feel 

they are too old to work late shifts etc. You can answer this question, but be sure not 

to probe further into what their age is or why they feel they are too old. 
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Managing new staff and probationary periods 

 

Preparing for induction of a new member of the team 

Even before a new employee starts, they will get a feel for how the company operates and 

treats its employees by how you deal with their recruitment process. It is best practice to 

sort as much out as possible BEFORE the employees first day if possible, such as: 

• Offer letter and company policies sent before starting 

• Computer log in set up and details 

• Company vehicle 

• Desk space 

• Induction plan  

Not only does this save time but it also shows that you have not left the employee until last 

minute and they can get to settling in straight away. The offer letter and company policies 

should be received by the new recruit and returned BEFORE they start to check for any 

anomalies and anything that may impede their employment, such as health issues that will 

be affected by the role they have been employed to fulfil. 

It is also best practice to let other members of team know before the new employee starts 

so they are also prepared to welcome them. This can be done in person, in the company 

newsletter or by email. 

Identifying training needs 

Identifying training needs for a new employee is essential for their progression and 

performance. Training not only benefits them, but it also benefits the company, especially if 

the new recruit has specific skills and/or experience that could fill the skill gaps in the 

business. By looking at the current skill level of your existing team, you can make sure the 

new employee has a training plan to match their skill. You could use shadowing, partner the 

new employee with a dedicated trainer or more experienced employee or train the 

employee yourself to make sure they are getting all of the information and training they 

need. 

If the employee has skills that are lacking in your current team, they will most likely benefit 

the business and could potentially take the business forward by using this knowledge and 

experience.  

Documented training plans show the employee that you are dedicated to their training and 

potential progression, setting them up to succeed in their new role. These can be referred 

back to and discussed by both yourself and the employee either casually or as part of their 
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reviews in the future. 

 

Helping people settle in 

Helping people to settle into the company is important for how the new employee perceives 

not only the company itself, but you as a manager. Put yourself in their shoes and think 

about how you would like to be settled into a new role if you were new to the team. A new 

employee should never be made to feel uncomfortable or feel as though they cannot ask 

you or any members of the team for help or support. Even though they have just started, 

the chance that they will decide the role isn’t for them is very slim if they are been inducted 

and welcomed into their new team. This also improves employee engagement and staff 

retention by providing the induction, training plan and regular reviews. 

 

Reviewing performance and giving effective feedback 

Reviewing a new employee’s performance is very important for their development and 

progression with the business. A probationary period should have been discussed at offer 

stage so that the employee is aware that they will only be offered a permanent position 

once this has been passed.  

It is always best to try and review a new employee’s performance every month just to check 

in with them and see how they are getting on. This always gives both them and you a 

chance to discuss anything from improvements or concerns to strong points before their 

probationary period is up. This means the employee can work on any improvements and 

you can help them with their concerns by giving them extra support without having to wait 

until their probationary period is up to discuss these points.  If you wait until their 

probationary meeting to voice concerns or provide positive feedback, this will demotivate 

them as they should feel as though they can trust you to guide them when needed and 

praise them when deserved. 

Goal setting is a big part of review meetings. Goals should not be made at the employee’s 

probationary meeting, but as part of their induction plan. Goals should then be reviewed at 

probation to be discussed together and then decided if new goals are ready to be set or 

discuss a timeframe for existing goals. 

Write here some ideas that you feel help a new employee settle into a team 
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You want an employee who is motivated and excited about their ability to continue to grow, 
develop, and contribute. Aim for performance review meetings in which the employee talks 
more than half of the time. You can encourage this conversation by asking questions such as 
these. 

• What do you expect to be the most challenging about your goals? 
• What support can the department provide for you that will help you reach these 

goals? 
• What are your hopes for your achievements at our company this year? 
• How can I be a better manager for you? 
• How often would you like to receive feedback? 
• What kind of schedule can we set up so that you don't feel micromanaged, but I 

receive the feedback that I need as to your progress on your goals? 
• What would be a helpful agenda for our weekly one-on-one meetings? 

Remember, these questions don’t need to wait until a probationary review and can be 
asked before this.  

Probationary reviews must be recorded to refer back to with realistic actions and deadlines 
for the employee. Make sure you note both positive feedback and concerns in case these 
are needed for future reference.  

If you feel the employee has not achieved what you expected them to within their 
probationary period, do not be afraid to extend this and detail exactly what you would like 
to see in this extension. Make sure you offer your full support to employees by making sure 
they know they can always let you know if they need help or are struggling with a certain 
aspect of their role. It is up to you how long you’d like to extend probations for and this 
normally reflects on how long you expect or think an employee needs to improve.  

Giving feedback can work in both directions, positive and negative, and it can come from a 

manager and the new employee. Giving feedback is essential for employee engagement and 

to let an employee know if they are succeeding in their role. As mentioned above, an 

employee should not be hearing praise or concerns for the first time at their probation 

review as feedback should be educative in nature. 

Feedback needs to be given in a timely manner as it is responded to mainly in a positive 

manner, even if the feedback is not so positive as it shows the employee that you are keen 

to help them improve in the first instance and it shows your willingness for them to succeed. 

Using communication skills, make sure you are being sensitive to the individual you are 

speaking to as you may need to adapt the way feedback is given. For example, some people 

find public praise embarrassing so be mindful and praise them privately – it is then their 

decision if they share this with colleagues. Be aware of your communication both verbally 

and non-verbally, especially when giving negative feedback as this can demotivate staff and 

potentially misinterpret what has been said to them.  

https://www.thebalance.com/how-great-managers-motivate-their-employees-1918772
https://www.thebalance.com/how-to-take-responsibility-for-your-life-1919214
https://www.thebalance.com/how-to-take-responsibility-for-your-life-1919214
https://www.thebalance.com/how-to-develop-an-effective-meeting-agenda-1918731
https://www.thebalance.com/successful-one-on-one-meetings-4150090
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Remember, probationary periods and feedback should always be 

private and only with the individual employee! 

 

 

 

  

What are you going to do differently after this session? 
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Appendix 1 – Job Analysis Template 

 

Job Analysis  
 

 

 
 

 

 

 

 

 

 

  

 

Task Significance Measurable  

Describe here each task in as 

much detail as possible 

(continue adding lines as needed 

to this table) 

Describe why the task is significant – what 

does it matter if this task gets done  

Consider how the success of this task can be measured  
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 Question Response 

Job title What is the job title?  

 

Main purpose of the 

role 

What’s the main purpose of this role?  (In a couple 

of sentences) 

 

 

 

 

 

Location Is this role office based/field based/working from 

home?  If a mixture of these, what’s the 

percentage of the week spent in each location? 

 

 

Reports to To whom does the role report?    

 

 

Direct reports Do any employees report to this person?  If yes, 

list them by job role.   
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Hours  What hours does the person work?  Is it part-time 

or full-time?   

 

 

Travel 

 

 

Does the role involve any travel?  Is that within the 

UK?  Abroad?  For what length of time on average? 

 

Major challenges What are the major challenges of this role?  What 

does the post holder find challenging or difficult 

about this role? 
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Appendix 2 – Job description and Person Specification 

 

 

Job description 

Job Title  

Main purpose of the 

role 
 

Location   

Working hours  

Pay  

Benefits   

Reports to  

Key Responsibilities 

and Deliverables 
 

Other Responsibilities 
 

 

Working Relationships  

Major Challenges  

Date of Preparation  

Date Revised  
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Person Specification 

Criteria 

 

Essential 

 

Desirable 

Education and 

Qualifications 
  

Experience, 

Knowledge and 

Skills 

  

Personality, 

Character Traits and 

Disposition 

  

Miscellaneous    

 


