RECRUITMENT POLICY

Recruitment Policy
An organisation can only operate effectively if it has the right people in the right place at the right time.
Successful recruitment depends upon finding the right people with the necessary skills, expertise, qualifications and personality to deliver organisational objectives and the ability to make a positive contribution to the business goals and culture of the company.
The aim of this policy is make certain that all employees are aware of the company’s approach to recruitment and to set out the standards that are expected to be achieved in order to ensure that any recruitment is fair, consistent and effective in meeting the company’s business objectives.
The Company will ensure, as far as it is able, that:
Recruitment is made only on the basis of knowledge, skill, experience and appropriateness for the vacancy.
Equality of opportunity will be an integral part of the recruitment process.
Recruitment and selection will take into account the needs of the individual as well as the needs of the
organisation.
All recruitment and selection systems used are fair, consistent and valid.
Any selection tools used are validated.
It is vital that at every stage of recruitment the utmost honesty is observed – honesty regarding the requirements, benefits and expectations surrounding the role. In this way there should be no misconceptions created which can give rise to problems in the future. Equally, the Company has a right to expect,
and needs to check, that the applicant is being entirely honest concerning their skills, details and experience.
Care must be taken at every stage in the attraction, selection and recruitment of employees to ensure
that questions, assessments and judgements are in no way affected by any discriminatory attitudes.

Equal Opportunities
Managing diversity is central to good people management and the success of the company is based on
ensuring that we recruit people with a wide range of individual strengths, experiences and perspectives.
In order to maximise the potential pool of employees, the Company is committed to the equality of opportunity in all areas of employment.
The aim of the company is to take into account only the suitability of the individual concerned and ensure that no applicant or employee receives less favourable treatment, or is disadvantaged by conditions
or requirements which cannot be shown to be justified.
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Candidates will be asked before interviews if they have specific requirements with regard to disabilities
and necessary reasonable adjustments will be made in advance.

Vacancy Identification and Approval
The Manager responsible for recruitment must be informed as soon as possible when a permanent or
temporary vacancy has been identified, either through the replacement of a leaver or the creation of an
additional role.
Discussion will then take place with the manager regarding;
If the vacancy needs to be replaced.
Why any new role needs to be created.
Whether a vacancy should be replaced ‘like for like’ or whether it need to be reviewed and amended to
meet the future needs of the business.
Whether tasks can be distributed amongst other employees.
Internal appointment / promotion opportunities.

Job Descriptions
A job description must be in place for all jobs within the Company as follows;
Replacement of Leaver – review the existing job description to ensure the content is still relevant and
update where necessary.
New position – produce a new job description for the role that will cover main purpose, main duties and
the person specification.
An example job description is in appendix 1.

Vacancies & Advertising
Consideration will be given to the most effective method of advertising the position, taking into account
the skills required for the role, the effectiveness or otherwise of previous recruitment processes and the
available budget.
All vacancies either permanent or temporary will be advertised internally.
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Consideration will also be given to;
Local newspaper advertisements.
National newspaper advertisements.
Electronic methods of recruitment e.g. internet job boards, Company web site.
Specialist journals/trade press.
Commercial employment agencies.
Job Centres.
Speculative applications.
Advertisements sent to local organisations e.g. colleges and community offices.
Head Hunting.
Promotional events/fairs.
Radio/TV.
Other.

Use of External Agencies
In order to assist with the effectiveness of the recruitment process, recruitment agencies may be appointed.
Agencies will not be appointed until they have provided evidence that they are an equal opportunities
company.
Liaison with all of the agencies for permanent or non permanent employees will be through the [Human Resources Manager] who will be responsible for monitoring and negotiating rates, monitoring the
progress of the recruitment and reviewing the performance of the agency.

Temporary Cover
All arrangements for the temporary cover vacancies must be made through the [Human Resources Department].
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Applications
Applications will be invited through either a letter of application and CV or a Company application
form.
Where possible, all internal and external applications will be acknowledged and applicants advised as to
the outcome of their initial approach and any subsequent interviews including;
Hold on File.
Regret.
Pending short listing.
Lists will be kept of applicants in order to monitor e.g. the response to any adverts, the progress of the
application and for equal opportunities purposes.

Selection / Assessment Process
Selection procedures will be varied according to the position being recruited for. Care will be taken to
ensure that the techniques uses are relevant to the job and the business objectives of the company.
Shortlisting - Will be carried out by the HR Manager and line manager and the suitability of applicants
will be measured against the requirements of the job specification.
Interviewing - It is essential that interviewers realise that although the primary purpose as far as they are
concerned is for them to gather information concerning the applicants’ experience, skill and aptitude,
it is equally important that the applicant gains as much accurate information concerning the job, terms
and conditions and the organisation as possible.
An interview is not just an assessment of whether the candidate is ‘up to the job’ but whether the require
ments of the organisation and the attributes and attitude, skills and experience of the applicant, represent a match with such requirements.
Interviews must only be conducted or supervised by trained individuals and structured to cover the
requirements of the job description and person specification.
Every opportunity should be afforded to the interviewee for them to ask questions on any topic related
to the job role and the company.
During or immediately after the interview a note must be made of what was said during the interview
and the relevant factors related to the job description as to how a decision about a candidate was
reached.
Note: Candidates who make a complaint to an employment tribunal have the right to ask for copies of
any notes made during the interview.
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Interviews will be carried out by the Manager and all appointees must be seen by the [Human Resources
Manager] either at the first interview or as part of a second interview.
Assessment Centres – If deemed necessary, a day or half day’s assessment will be arranged that will include, interviews, psychometric testing and feedback and observed group activities.
Psychometric Tests / Questionnaires - Tests / questionnaires will only be used as part of the recruitment
process if they are pertinent to the type and level of job that is being filled. They will not be used as the
sole indicator for recruitment and must only be used alongside interviews or as part of an assessment
centre.
Those candidates who complete a test or questionnaire, even those who are unsuccessful, will be given
feedback either through providing them with a verbal or written summary or by discussing the results
at a second interview.
Only trained personnel will be authorised to administer, evaluate, interpret and feedback the results of
the tests / questionnaires and access to the results will be limited to the candidate and those Managers
involved in the interviewing process.
Candidates will be made aware prior to attending, that tests / questionnaires will be conducted, what
they are intended to measure and how they are relevant to the process.
At the end of the selection process if no suitable candidate is found then the process will begin again
rather than taking on a less than satisfactory candidate.
If at the end of the process a candidate is selected, the [Human Resources Department] HR Manager will
liaise with the line manager as to the confirmation of the offer of employment and on what terms.

Making an Offer
A verbal offer will be made by the HR or line manager either directly to the candidate or, if used, via an
agency. The verbal offer will be followed up with an offer in writing and all relevant paperwork, which is
to be returned to the HR Department.
All unsuccessful candidates will be written to, to confirm that an offer of employment will not be made to
them.

References
Any offer will be made subject to the receipt of satisfactory references. These will only be taken up once
an offer has been verbally made and accepted and the details of the referees are confirmed with the successful candidate.
The purpose of references will be to obtain factual information, on a candidate’s employment history,
qualifications, experience and/or their reason for leaving etc. All references will be requested and dealt
with in confidence.
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If an unsatisfactory reference is received or if a concern is raised, then the employee must be seen by the
[Human Resources Manager]. Where there exisits a significant concern, consideration may be given
to whether to withdraw the offer. Only the [Human Resources Manager] in conjunction with the [Chief
Executive] will give the approval to remove an offer.

Documentation
All stages of the recruitment process must be accurately documented and must observe data protection
rules.
Information should be kept for sufficient time to allow for any complaints to be fairly handled. Application forms and interview notes must be kept for a minimum of 6 months.
Any documents detailing information about applicants must be securely disposed of e.g. by shredding.

Appointment Checklist
1. To be sent to the successful candidate - Offer letter, contract, personal details form, medical questionnaire, payroll information form.
2. To be sent to the payroll department - start date, salary, benefits, other payments, department and job
title.
3. Where applicable send details to IT.
4. Inform other employees of the appointment and the new employees start date.
5. Arrange an induction programme for the new employee.
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Appendix 1
Job Description
Job Title:

Administration Assistant

Reports To:

[Line Manager]

Main Purpose:
To provide support to the team by coordinating all day to day administration processes, ensuring these
are, managed and carried out effectively and in accordance with procedures and legal requirements and
that all tasks are carried professionally and in a timely manner.
Review the processes on a regular basis in order to build deeper working relationships with our contacts
and understand what is working and what is not.
Main Duties
1.
Carry out timely and accurate administration duties as directed to include answering the phone in
a professional manner and relaying messages.
2.

Organise the agenda for monthly/quarterly and annual meetings.

3.

Maintain the database to include adding, removing and updating information.

4.
Coordinate weekly reports including; completing reports, chasing up missing reports and combing reports to show the firm’s level of activity.
5.

Arrange flights, hotels, meeting room bookings, stationery, meetings as directed.

6.

Open and forward post.

7.
7.1.
7.2.
7.3.

Coordinate accounts administration to include;
Chasing outstanding invoices.
Sending thank you message when clients pay their invoice.
Paying cheques into the bank in a timely manner.

8.
Carry out from time to time and as directed, any other duties as required in addition to the above
that will be both reasonable and within your capabilities.
9.
Ensure that at all times you take care of your health and safety and that of others by complying
with health and safety obligations, particularly by reporting promptly any defects, risks or potential hazards.
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Person Specification
Experience
Essential:

Previous experience in a similar role.

Desirable:

Previous experience of working within a [sector] environment.

Education / Qualifications
Essential:
Literacy and numeracy.
Desirable:

Relevant professional qualifications.

Skills and Knowledge
Essential:
Excellent oral communication skills.
Computer Literate
Typing Skills
Desirable:

Experience of Microsoft Word, Outlook and Excel.

Personal Attributes
•
Demonstrates integrity, motivation and co-operation at all times.
•
Able to work
for and with a number of employees.
•
Able to deliver high standards of customer service.
•
Calm temperament.
•
Able to work on own initiative.
•
High standards of accuracy in work produced.
Additional Information
•
Drive and Initiative
o
Utilises time management skills to sets personal objectives on tasks and reports delays.
o
Ensures quality by checking work for completeness and accuracy before delivery.
o
Applies logical steps and process to own work.
o
Understands requirements for procedural tasks and applies a methodical and systematic approach.
o
Wants to grow with the firm.
•
o
o
o

Communication
Communicates in a clear and concise manner.
Checks understand when giving or receiving information.
Uses questions to identify needs.
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•
Team Work
o
A flexible approach to tasks carried out.
o
Ensure that help is offered to others when another member of the team is over-burdened. This
will require a hands on, practical and resourceful approach.
o
Works as an effective team member, sharing information and providing peers with assistance, to
achieve objectives.
o
Ensure appropriate people are kept informed of any actions taken.
o
Demonstrates active listening and effective questioning skills.
•
Professional Image
o
This must be presented at all times and applies to; quality of work, developing standards of pres
entation for faxes, letters, memoranda and reports etc and maintaining a clean and tidy work environ
ment.
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