	

Recruiting the Right Person
A One Day Workshop



	Objectives:
	By the end of this one day workshop, delegates will have gained a thorough knowledge of the recruitment, selection and appointment process. They will understand how to avoid discrimination and to interpret the law into best practice. Delegates will have tested out a variety of tools designed to make the process effective and simple and will have many ideas on how to implement good recruitment practice in the workplace.

	9.30
	Coffee

	09.45
	Welcome, Introductions and Objectives

The recruitment, selection and appointment process

Reviewing the vacancy and updating the job description

The Person Specification – the vital starting point!

Different formats – selecting what works for you

	11.00
	Coffee

	11:15
	Discrimination in employment

· The legislation in practice

· Direct and indirect discrimination

· Employment declarations 

Application form or CV?

Effective advertising

	12.45
	Lunch

	13.45
	Short listing applications – applying your person specification

Planning your interview questions – including tests

Checking each aspect of the Person Specification

Preparing the panel  

Keeping appropriate records

	15.00
	Tea

	15.15
	Reviewing candidate information

Selection the right person – the person specification again!

Offering the position – subject to any conditions

Starting a new employee

Final Questions

	16.15
	Questions and close
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