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Home Work - 3
Find two recruitment related ads in the Friday Newspaper:  One ad should be an example of a good ads and the other a bad one.  Write a one-paragraph summary of your critique of the ads. (You must attach the Ads with your Home Work)
i.e. You can choose ad from Bangla News Paper too, but you must submit your homework in English. 
Last date of Submission: 11.07.2003

……………………………………………………………………………………………..
Definition: Recruiting activities identify and attract a pool of candidates for changes in emplacement status, from which some will later be selected to receive offers.
So Recruitment is:
· Process of Attracting Qualified Job Applicants

· Strategic recruitment involves the appropriate use of internal and external sources

· The process of finding and attempting to attract job candidates who are capable of effectively filling job vacancies.
· Staffing- the set of activities aimed at attracting and selecting individuals for positions in a way that will facilitate the achievement of organizational goals.
Basic Guidelines of Recruitment:

· The right to recruit and select based on merit

· The responsibility of the company to show the reliability and validity of  all selection procedures that have adverse impact on protected groups

· The responsibility to use "less onerous" selection procedures when possible

Steps Involved in Recruitment Planning

1. Clear specification of HRM needs

2. Project a timetable 

3. Establish Control and Evaluation Procedures
Non Permanent Employee: (page 374)
1. Agency Temporaries (Ex. Word Processors, accountants etc.)

2. Short-term hire (Ex. Extra Stuff for Holiday season)

3. On-call workers (Ex. Retirees who work a few days)

4. Contract work (Ex. Cleaning, Security, food service etc)
Managing Recruiting Operations: Five Types of Records must be kept

1. Incoming Applications and Resumes should be logged in at a central
 location.

2. Recruitment Activities should be recorded.

3. Acknowledgment and No Interest letters should be filed.

4. Offers and Acceptances must be checked off against open employee
 requisitions.

5. Records of closed candidate cased must be kept on file.

INTERNAL & EXTERNAL RECRUITMENT

Internal Recruitment- the process of finding potential internal candidates and encouraging them to apply for and be willing to accept organizational job openings.

Job posting: Information about job vacancies is placed in conspicuous places in an organization, such as bulletin boards or newsletters.
· Internal Sources

· Promotions

· Transfers

· Job rotations (Under same department but responsibility may rotate)
· Rehires (In case of department change, some organization practice this technique)
	Internal Recruitment

	Advantages
	Disadvantages

	1. Oriented to the organization
	1. Fewer new ideas

	2. Reliable info. Is available
	2. Unsuccessful contenders become upset

	3. Recruitment cost are low
	3. Selection is more susceptible to office

	4. Good performance is rewarded
	4. Candidates works may be disrupted

	5. Morale; better assessment of skills
	5. Inbreeding; poor morale if not promoted


External Recruitment- the process of finding potential external candidates and encouraging them to apply for and be willing to accept the organizational job openings.

Realistic job preview: Technique used during the recruitment process in which the job candidate is presented with a balanced view of both the positive and negative aspects of the job.

· External Sources

· Employee Referral (page 369)
· Walk-ins (page 371)
· Employment Agencies (Page 372)
	External Recruitment

	Advantages
	Disadvantages

	1. Potential source of new ideas
	1. Mistakes are higher

	2. Candidates have broader experiences 
	2. Internal Candidates may be resentful

	3. Candidates may be familiar with competitors
	3. Process is expensive




	4. ‘New blood’; 
	4. Morale problems for current employees

	5. Lower cost if employee trained
	5. Selecting ‘wrong-fit’ employee


Employee Screening

Analytical Questions:

I. Describe your company’s current selection procedures?

II. What if anything would you change?

The Purpose of Screening

· Elimination of job candidates with insufficient training or experience.

· The purpose of screening is to decrease the number of applicants being considered for selection.
· Can be a source of discrimination

Tools used for Screening 
· Application Blank/ gap
· Un-Complete Resume
· Non experience (Ex. 5 years experience is required in the same field)
· Preliminary Interviews

Successful Screening...

· If the screening effort is successful, those applicants that do not meet minimum qualifications will not move to the next stage in the selection process.

· The extent of the screening effort varies based on the needs of the company.  

· Companies utilizing expensive selection procedures put more effort in screening to reduce costs.

SELECTION

Definition: External Selection uses information about externally recruited applicants to choose which of them will receive employment offers. Applicant screening is form of selection that uses information to identify obviously unqualified applicants before gathering additional selection information.

The process of determining which job candidate’s best suit organizations needs

· Validity: The degree to which a measure actually assesses the attribute that is designed to measure.  (page 403-404)
· Adverse impact and Government Regulation of Validation-
· The Predictor (whether company consider less harmful alternative)

· The Criterion (job analysis, measurement quality, rating process etc)
· Validation Process (Sample size, job group etc)
· Data analysis (passing score, prediction fairness for minority etc.)         
(page 411-412)
SELECTION METHODS

I. Application Forms/ Blanks
· It is a form containing a series of inquiries about an applicant’s educational background, previous job experience.

· Used to quickly obtain information about an applicants past behavior

· Includes the following types of information:

1. past employment & education history

2. past conviction record

3. medical history

4. references

· Personal History Data/Resumes
· It includes the same types of information as the application blank.  Used for more "professional" type jobs.  

· The information is usually presented in chronological or functional order.

(for more please see page # 414-417)

II. Testing: Interview (Page 420-421)
Selection Interview:

· It is a formal in-depth conversation conducted for the purpose of assessing a candidate’s knowledge, skills, and abilities.

· It has three types:

· Structured Interview- interviewer has a predetermined set of questions that are asked in sequence, with virtually no deviations.

· Semi-structured- predetermined questions and also spontaneous questions to see how candidate will react
· Unstructured Interview- little planning is done regarding the information to be collected.
· Used to verify information provided on resume or application blank. 

· They are usually very short (approximately 30 minutes or so).

· May contain cognitive aptitude, job knowledge, work sample, vocational interest, and personality

· Guideline for better interviewing (page 423)
· Restrict the use of the interview to the most job-related characteristics.
· Limit to use of pre-interview data about applicant.

· Adopt a semi structured format

· Use job related question

· Use multiple question for each characteristics

· Develop a formal scoring format

· Use multiple interviewers simultaneously whenever possible

· Appropriate uses of the interview 

· social interaction skills

· first-impressions

· in conjunction with other tests like Ability test, personality test etc.
III. Employment Test: 
It means of assessing a job candidate’s characteristics through paper and pencil responses or simulated exercises.

Major Types (page 424-426)
1. Ability Test 
· Work Sample and Work Simulation

· Typing test; Driving Test

· Highly Valid.  Must reflect breadth of job content.

· Cognitive Aptitude: Ability to learn and perform

· Intelligence Test, Math Aptitude, Mechanical Aptitude

· Fair to moderately valid.  Best when normed for specific context

· Psychomotor (Psychiatric Specialist) and Physical Abilities: Strength, coordination, dexterity

· Tracking; Tapping; Manual Dexterity
· Job Knowledge

· specific job content

· Valid.  Must reflect breadth of job content.

2. Personality Test

· Personality and Vocational Interest

· personality profiles; Strong Vocational Interest Blank;
· Low to Moderate Validity

IV. Reference Checks:

· It attempts to obtain job-related information. About job applicants form individuals who are knowledgeable about the applicants’ qualifications.

· Legal Considerations

· perpetuation of discrimination

· Halo Bias

· Lack of Adequate Information
· Two strategic questions about letters of Recommendation & Reference Checks

· Should employers go out on a limb and give out references on current or past employees?

· What are the ramifications (implication) of giving out references?

Required four types of information for Letter of Recommendations:

· employment & education history

· evaluation of character

· evaluation of job performance

· willingness to rehire

V. Medical Exam

· Medical Certificate (for some job you have to submit it with CV, and for some job you have to submit it before joining) 
VI. Reasonable Accommodation

· Case-by-Case basis

· Well documented for each person

VII. Orientation

· Early On the Job Training and Handbook Training

· Socialization process

· Coaching and mentoring

Thank You 

Best wise for the MID TERM
on 04.07.2003
(Be sure about the timetable of MID TERM and seat for the exam accordingly)
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