CHAPTER 6

RECRUITMENT AND SELECTION

Answers to Review and Discussion Questions

Question 1:
How can an employer recruit a diverse work force?

Answer: While recruiting good applicants has always been challenging, the rapidly changing demographic and economic factors in today's work force requires more flexible and innovative methods to attract: (1) the shrinking number of qualified applicants; (2) the expanding female labour force with differing employment needs; (3) the rapidly growing culturally diverse portion of the labour force; and (4) retirees who are increasingly willing to return to work. Examples of successful employer non-traditional recruitment strategies include:

· Disadvantaged group (designated group) training programmes

· Disadvantaged group (designated group) internships and mentoring programmes

· Career fairs to attract older and female applicants

· "Telecruiting" through television

· Diversity data banks

· Retiree, "job bank" to bring back retirees for seasonal, part-time or emergency work

· Relocation assistance programmes to assist dual-career couples

· Recruitment videos aimed at female, disabled or other labour force groups

· Innovative advertising designed to "pirate away" successful disadvantage (designated) employees from other employers

Question 2:
Discuss hourly and professional applicants' knowledge of labour markets.

Answer: Applicants for professional positions typically are more familiar with the labour market than applicants for hourly positions. Applicants looking for professional positions are usually more aware of the market in terms of salary and benefits and also are more willing to relocate and look for jobs in a wider market. Professional position applicants often are of a professional nature and have professional journals and other sources of market information that hourly position applicants do not have. It is more often the case that professional applicants will not leave a position until a new position is found, whereas hourly position applicants often are unemployed between jobs.

Question 3:
What are the advantages of recruiting applicants internally? Externally?

Answer: As discussed in the chapter, internal applicant recruitment has the primary advantage of increasing the morale of all employees because they feel that hard work will be rewarded with eventual promotion. Also, the internally-recruited applicants are familiar with the company's policies and procedures and know products and services and other important information. Also the company knows the applicants better; they have direct knowledge of their work experience and know they can trust the personal records of the applicants. One opening may result in several other openings as internal applicants are promoted, and therefore a chain affect enables several employees to be promoted. This would, therefore, involve only entry-level hiring by the organisation and not hiring at higher levels applicants who are untried and may make greater mistakes. External applicants, however, offer the advantage of bringing a new method of work, ideas, and concepts to the organisation. Going outside will reduce internal fighting among employees for positions and therefore, minimise the Peter Principle occurrences. Using external applicants gives the organisation a much wider choice of applicants than if they only looked in house.

Question 4:
List the three major methods of job posting. Why should an employer consider a voice-mail system?

Answer: The major methods of job posting include:

1.
Traditional bulletin boards or spaces in lunch halls, break rooms, etc.

2.
Computer/electronic mail base systems

3.
Telephone voice-mail based systems

Voice-mail systems and electronic-mail systems, compared to bulletin boards or similar systems often include the following advantages: (1) easier access by employees; (2) 24 hour availability; (3) less paperwork; and (4) immediate notification to all employees.

Question 5:
Has advertising increased as a recruitment technique in recent years? Why?

Answer: Media advertising, particularly trade journals and other publications as well as local newspapers, has definitely picked up in recent years. One very important reason has been in the area of employment equity. Firms are spending greater amounts of money on advertising to recruit members of the disadvantaged groups (designated groups) from within and outside the labour market area in which they are located. This often means that there are more ads for the same number of jobs than there were a few years ago. The second primary reason is the realisation by HR specialists that media advertising can be quite successful in attracting a better quality candidate than walk-ins or gate hires.

Question 6:
What are some of the implications for companies recruiting through advertising, as seen from the Employment Equity Act, No 55 of 1998?

Answer: When advertising job vacancies, it is unlawful for employers to publish an advertisement which indicates, or could reasonably be understood as indicating an intention to discriminate against applicants in any of the grounds listed in section 6 (1) of the Act. Advertising mechanisms that reach all realistic candidates for new opportunities including people from disadvantaged groups need to be developed. When advertising a position, employers or recruitment agents may not specify discriminatory criteria such as age, gender, marital status and other personal characteristics. When advertising internally in the staff room it is important that the information is clearly available for all candidates to see. When advertising externally employers and recruitment agents are expected to advertise in newspapers that have a national audience consisting of all groups of people.

Question 7:
Why is the selection process usually centralised in the HR department?

Answer: Centralising the recruitment and selection process in the HR department is both efficient and effective in comparison to a greatly decentralised system. Job applicants as well as current employees have one place to apply for jobs and transfers as well as inquire about the other personnel related matters. More importantly the trained HR specialists ensure the organisation that it receives maximum efforts from its personnel through proper recruitment and selection procedures. More importantly, in recent years the HR specialists ensure the organisation of compliance with government laws.

Question 8:
Should the HR office ask an applicant for his or her date of birth, marital status, or a photograph?

Answer: Employers or recruitment agents may not specify discriminatory criteria such as age, gender, marital status and other personal characteristics.

Question 9:
How does the HR specialist use the application blank?

Answer: The application blank is the permanent record of the individual's application to the organisation and record as employee. The application blank supplies information for employment equity reporting as well as other legal information. The application blank primarily provides the outline of an individual's work history against which the HR specialist develops questions and checks out information concerning the individual.

Question 10: What are the real purposes of background checks?

Answer: Personal references can be used if they are judged carefully by the HR specialist. The quality of the reference, how well the person knows the applicant, and what pertinent job-related information the reference can supply can be valuable information to the HR specialist. Personnel references can also be used to help verify the application blank and other information.
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