Unit 8:  Recruitment and Selection Process
Learning Aims B and C
Write up:
Remember to refer to the Pearson Active Learn on line textbook to help you complete your work.
P3:  Prepare appropriate documentation for use in selection and recruitment activities 
For your own documents:  comment on why you think your documents are professional, fit for purpose and include accurate business terminology.  Then do the same for your Interview buddy’s documents.   How could the documentation be improved?  (this can be linked with D2).

Take the following into consideration when completing P3:

1) Mention that you followed a template via Prospects website in order to complete the documents, this allowed you to complete the documents in a formal manner.
2) Ensure that you check spelling etc. 
3) Does the letter make sense?
4) Have you “sold yourself” in the letter? 
5) Have you provided examples of your job history/ skills to meet the Person Spec and Job Description?
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P4 Participate in the selection interviews, as an interviewer and interviewee. – 
Complete an interview feedback form for your buddy.  An example of which can be found on page 277 Figure 8.8.  This criterion can be linked with M2.  

P5:  Complete a SWOT analysis on your performance in role in the interview activities.

This needs to be detailed so that you are able to use the comments for your development plan in P6.  You need to complete a SWOT analysis for your role as an interviewer and interviewee.   An example of a SWOT analysis will be found on P 285 of the text book.

You also need to comment on your interview buddy’s performance during the interview.  What went well, even better if?

EMC will provide a witness statement of your roles as interviewer and interviewee.  Use all evidence for your self-evaluation.

P6:  Prepare a personal skills action plan for future interview situations.
Here you need to explain how you plan to improve your areas of development and build your confidence in future interviews.  You can incorporate other examples of interviews that you have experienced to support your evidence.  Remember to take into consideration the views of interview buddy who will give you feedback on your communication and employability skills.  Refer to Figure 8.11 on P287

M2:  In recruitment interviews demonstrate analytical responses and questioning to allow assessment of skills and knowledge.

Here you have to analyse the effectiveness of the interview questions in assessing skills and knowledge.  As an interviewer, did your questions allow the candidate to discuss their skills and knowledge?  As an interviewee were you able to provide in depth responses to the questions that you were asked. Provide examples to show these skills.

M3:  - linked with P6
Analyse the results of the process and how your skills development will contribute to future success.

You will also need to show clear links between skills development and how this will enhance your career prospects.  How has the interview helped you?  What have you learnt about yourself? 

D2:  Evaluate how well the documents prepared and participation in the interview activities supported the process for a job offer (this is a continuation of P3).

Your evaluation will reach a reasoned conclusion on whether or not the interview documents were effective and if they fully supported the interview activity.  For example, did the person specification and job description provide sufficient detail for the candidate to write their letter of application?

D3:  Evaluate how well the recruitment and selection process complied with best practice, drawing reasoned conclusions as to how it will support your future career. You will need to carry out some research in order to answer this.
· What do you understand by best practice? What areas of the recruitment and selection process met the criteria for best practice? Comment on the fact that interviews can come in different formats, 1-1 interviews and panel interviews. 
· Evaluate the benefits of both 1-1 and panel interviews.
· As a candidate for a job with a panel interview, would you have to alter the way in which you performed in the interview?
· As part of the interview panel, what skills would you have to use to make sure you carried out your role to the best of your ability?
· Using your experience as an interviewee so far, what have you learnt which would improve your employability skills?
· Why is feedback important he candidate? How has the feedback you have received from your interview buddy helped you in your future career?
	
