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	Recruiting the Right Person

A One –Day Workshop


	Workshop Objectives

	By the end of this one day workshop, delegates will have gained a thorough knowledge of the recruitment, selection and appointment process. The workshop will focus on creating an effective, efficient and fair process that meets best practice guidelines. Delegates will have gained experience of using a variety of tools to help them create such a process and understand how to implement these back in the primary care workplace.



	Target Audience

	This workshop is suitable for all those who are involved in the recruitment process including those involved in employment interviews. It is especially useful for:

· General practice managers

· Primary care managers & professionals



	Workshop Topics  

	· Understanding the recruitment, selection and appointment stages

· Reviewing vacancies – evaluating the role

· Creating an effective personal specification

· Understanding the law on discrimination

· Employment declarations – gathering the information you need

· Application form or CV – pros and cons 

· Making the right people aware of your vacancy

· Short listing – fairly and effectively

· Planning the interview

· Selecting the right person

· Performing the final checks – employment conditions

· Offering the position

· Keeping appropriate records.



	Workshop Booking Information

	This workshop is available as a Trainer-led day for a maximum of 15 delegates. Please contact us for prices or see the Workshop Price Information Sheet.
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