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Preparing to Recruit Guidance
IDENTIFYING THE NEED

‘Identifying the Need’ is an important process in enabling the Recruiting Manager to understand the full requirements of the vacancy, the context of the role and the qualities and skills needed to perform it successfully.  It should be completed early in the recruitment process, following planning and agreement of timescales.  
Time and effort spent on ‘Identifying the Need’ means that the person specification and job description will be easier to complete, as the Needs Analysis will provide you with a clear idea of what you need to include in both these documents.  ‘Identifying the Need’ should be a thorough and detailed process; this will help ensure that the person specification and job description are appropriate and that, ultimately, the right candidates are targeted. 


Recruitment and Selection Services
PREPARATION 

Prior to taking the decision to advertise, managers should give consideration as to whether they need to replace the role, or whether the duties of the role could be fulfilled in an alternative way. This type of rationalisation should take place prior to commencing a recruitment process to ensure that service delivery remains up-to-date and effective.  Whilst the temptation may be to replace ‘like for like’, reflecting on the role, the service and other members of the team may identify more effective ways of working and these should be explored in the first instance.

An alternative to replacing existing roles could include Job Carving (Taking elements of the role out to potentially offer to an individual from an under represented group, such as apprenticeships).

1.1 Timescales 

	Task
	Who 
	Week
	Time 
	Documents

	Ongoing succession planning


	Recruiting Manager 
	Ongoing
	
	

	Resignation of employee/ creation of new post. 


	Recruiting Manager 
	0
	
	

	Taking stock – consider whether it is appropriate to look into an alternative to recruitment such as job carving (detailed in section 1.2).


	Recruiting Manager 
	0
	1 Hour 
	

	Agree how to identify the needs of the post and gain involvement from key stakeholders.
	Recruiting Manager 
	0
	15 Mins 
	

	Agree Selection Panel membership. Ensure panel members are adequately trained. Put dates in diaries for future recruitment activities.  


	Recruiting Manager 
	1
	15 Mins 
	

	Identify and analyse the needs of the post. 


	Recruiting Manager 
	1
	 1 Hour 
	

	Agree content of job description, person specification and advert. Consider:

· Who - target audience

· What - your Unique Selling Point

· How - a standard or creative advert?

· Where – printed media or online?


	Selection panel with support and guidance from HR if required
	1-2 
	1-2 Hours 
	Job Description Template and Person Specification 

	Prepare and plan interview / assessment day

Consider:

· what you will assess (competencies)

· how you will assess (exercises)

· when you will assess (timetable)

· equipment, refreshments and accommodation arrangements

Adopt a fair, robust and consistent scoring scheme - avoid ranking and involving stakeholders, such as staff, in the formal assessment process.


	Selection panel
	1-2
	1-2 Hours 
	

	Advert appears

	
	1-2
	N/A 
	

	Receive response to advert, collate and send the Shortlisting Pack to the Recruiting Manager. 
	Recruitment administrator
	      4
	 NA 
	

	Shortlist


	Selection panel
	    4-5
	1-4 Hours  
	

	Invite selected candidates to attend interview.


	Recruitment administrator 
	4-5
	N/A 
	

	Hold assessment day

· ensure relevant documentation is received and photocopied

· ensure any gaps or discrepancies in candidate’s application form or references are discussed

· undertake safeguarding considerations and questions


	Selection panel
	6-7 
	1-2 Day(s) 
	

	Compliance

· receive references

· identify and record any discrepancies or issues to be raised at interview

· carry out DBS check on successful candidate

· check right to work in the UK

· check qualifications


	
	6-7 
	30 Mins 
	

	Make decision


· inform successful candidate (make it clear the offer is subject to any outstanding employment clearances, references etc)

· inform unsuccessful candidates

· provide feedback


	
	6-7 
	1-2 Hours 
	

	Plan beyond the Recruitment Process

· use feedback from assessment process to create Personal Development & Induction Plan 

· Commence New Starter Engagement
	
	
	
	


Future-proofing the Identified Needs





When ‘Identifying the Need’, it is extremely important to consider both the short-term needs (including current context and performance) and the long-term needs (including major challenges and opportunities) of the role.  Consider the role in the short term, up to year 1 and the needs at that point, and then consider the role and needs in 2 years or 5 years time. 
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