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Recruitment and selection

Recruitment is the part of the process concerned with finding applicants:
it is a positive action by management, going into the labour market
(internal and external), communicating opportunities and information, and
generating interest.

BEENERNERE | INEESNNMHm LHRENREA.
Selection is the part of the employee resourcing process which involves

choosing between applicants for jobs: it is largely a 'negative' process,
eliminating unsuitable applicants.

BHAR NS AR IRIAIER—ERD.

Positive action :X M ARJLAANG ? ( Bi%iX )
Negative process IXPMAARBEANS ? ( HEFRIE )
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[.: Responsibility for recruitment and selection

Senior managers

FIBABFNNINERSKE | IRETEGFAENA , £,

The human resources department

ADNKRFEREEE | ASEEAAEE 5. B,

Recruitment consultants
%%;\BEI’\JAjJ’ﬁ;‘)ﬁJEﬁl‘Eﬂ , —ARFARE IR AAR (BE. R
TA)
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The recruitment process

A systematic approach

« Detailed human resource planning iFBIA &R

« Job analysis produces
1. Ajob description ( ##IA T &MMAAVERS. BinfES )
2. Aperson specification ( fiA T8 NRMFE2HAFRIA )

LU EREMNITE , TEHEENZRIENHMEIERS
« |dentification of vacancies ( FAERR{/ZSEE )
 Recruitment advertising ( &ZfhiBEE & )

 Selection ( 1##15% )
« Notifying applicants ( &S¥{&i%EA )
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[.: Advertising vacancies

Qualities of a good job advertisement
Job advertisements should be:

« Concise ( fa/5887 )

« Attractive (IR5|A )

« Positive and honest ( FRHR(E XL )

« Relevant and appropriate to the job and the applicant ( RS T{ER(Z
BEATEX )

Contents of a job advertisement

Advertising media
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[.: A systematic approach to selection

Step 1 Sending application forms to candidates.

Step 2 Assess each application

Step 3 Sort applications into 'possible’, 'unsuitable’ and 'marginal’.
Step 4 Invite candidates for interview

Step 5 Selection testing

Step 6 Review uninterviewed 'possibles’, and 'marginals’

Step 7 Send standard letters to unsuccessful applicants

Step 8 Make a provisional offer to the successful candidate.
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Selection methods in outline

Interviewing
Selection tests

Reference checking ( ¥#7EA )
Work sampling (iZF8 )

Group selection methods
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Type of question

Open questions ( 4MAE4Y. WATIEREF. ... B EERN—RET )
Probing questions ( i{3RIEASER )

Closed questions ( {/RASSZENT ? {RIFHENS ? )

Problem solving questions ( Z8{RMEETL{REER—NEIRT )

Leading questions ( 5|S4ER , FRAEWERIZENEIZEMIR , "R
WEAEINMIE—HREENSEES?" )

Types of interview

Individual interviews —X%—m@izt
Panel interviews fI="N"AEZRE—1A
Selection boards EZHI AEXE—1A
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[.: Selection testing

Type of tests

« Proficiency, attainment or competence tests ( #zgellhz, , ELANFT==ERE )
« Intelligence tests ( FHgellhiz , 1Q)

« Aptitude tests ( FJge3llid , A8 )

« Personality tests ( AR )

ACCAspace FEACCAYHFVASITIIHBEFRE Copyright © ACCAspace.com



Other selection methods

Group selection methods (assessment centres)

—BHRIEARE—R , BR—E>R , H— MU

Reference checking

HEARE. HEFE. EFEARERKDEBETIXMSEE,
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