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After you have read this chapter, you should be able to:

* ldentify different ways that labor markets can be identified and
approached.

« Discuss advantages and disadvantages of internal and external
recruiting.

« Specify three internal sources for recruiting and issues associated
with their use.

 List and briefly discuss five external recruiting sources.

« Explain why Internet recruiting has grown and how employers are
conducting it.

« Discuss three factors to consider when evaluating recruiting
efforts www.midocean.ae
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SIS RECRUITING
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o Recruiting: Process of generating a pool of qualified applicants for

organizational jobs.

o Employer should:

\_

» Know the industry to successfully recruit qualified employees

» Identify keys to success in the labor market, including competitors’

recruiting efforts

» Cultivate networks and relationships with sources of prospective employees
» Promote the company brand so that the organization is known as a good

place to work

» Create recruiting metrics in order to measure the effectiveness of recruiting

~

W,

efforts
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STRATEGIC RECRUITING

FIGURE 7-1 Strategic Recruiting Stages

HR Planning Organizational Strategic Recruiting Recruiting
¢ How many employees Responsibilities Decisions Methods
will be needed? W)y ¢ HRstaffand W= ¢ Organization-based vs. |WEmss=3»- ¢ |ntemal
¢ When will employees operating outsourced recruiting ¢ External
be needed? managers ¢ Recruiting presence ¢ Internet/Web
¢ Whar specific KSAs and image based
will be needed? ¢ Recruiter training
¢ Whar diversity goals ¢ Regular vs. flexible
need to be met? staffing

¢ EEO/diversity
considerations

¢ Recruiting source
choices

www.midocean.ae



|
MIDOCEAN
S8 LABOR MARKET COMPONENTS: KEY TERMS

~

 Labor Markets
 The external supply pool from which organizations attract their employees

« Labor Force Population
 All individualswho are available for selection if all possible recruitment strategies are used.

» Applicant Population
A subset of the labor force that is available for selection using a particularrecruiting approach.

« Applicant Pool
« All personswho are actually evaluated for selection

\_ W,
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m Labor Market Components v eRs Tl

" —
\ Labor Force Population ’
\ Applicant Population /
\ Applicant Pool /

Individuals
Selected
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DIFFERENT LABOR MARKETS AND RECRUITING

Labor Markets

Geographic Industry Educational
and and

Occupational Technical
Qualifications

Local
Regional

National KSAsS
International

www.midocean.ae
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@rganizational=
Based Vs.
@utsourcing

Recruiting
Presence and

Image Regularvs. Elexible
Staffing

Strategic
Recruiting

Recruiting
Source ChoICES:

Training of
Internal'vs. External

Recruiters

Recruiting and
Diversity.
Considerations
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Organizational-Based VS. Outsourcing

~

« Recruiting can be outsourced in a number of ways. For example, some large
employers outsource such functions as placement of advertisements, initial
screening of resumes, and initial phone contacts with potential applicants. Once
those activities are done, then the employer’s HR staff members take over the rest
of the recruiting activities.

« Qutsourcing gives a firm more flexibility because a vendor may be able to fill
those positions faster and cheaper than in-house recruiters can.

* Professional Employer Organizations and Employee Leasing: A specific type
of outsourcing uses professional employer organizations (PEOs) and employee

. leasing. This approach has grown rapidly in recent years. )

www.midocean.ae
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Typical Division of HR Responsibilities

HR Unit Managers

» Forecasis recruiting needs. » Anticipate needs for employees fo fill
VACAncies.
* Prepares copy for recruiting adds and « Determine K5As needed from applicanis.
CAampaigns.
* Plans and conducts recrutiing efforts. « Assist in recruiting effort with
mformation about job requirements.
» Audits and evaluaies all recruiting » Review success/fatlure of recruiting

activities. activities.

Figure 7-3

www.midocean.ae
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Recruiting Presence and Image

1. Continuous efforts to recruit offer the advantage of
keeping the employer in the recruiting market. .
2. Intensive recruiting may take the form of avigorous .| ReGruitine
recruiting campaign aimed at hiring a given number of Presenge
employees, usually within a short period of time. Effective

Recruiting

The way the “employment brand” of the organization is
viewed by both employees and outsiders is crucial to
attracting applicants and retaining employees, who also Image
may describe the organization in positive or negative
terms to others.

Recruiting

www.midocean.ae



Training of recruiters

Training of

Recrulters

They should be trained on interviewing
techniques, communications skills, and
knowledge of the jobs being filled, learn
the types of actions that violate EEO
regulations and how to be sensitive to
diversity issues with applicants.

1
MIDOCEAITII

www.midocean.ae



|
MIDOCEAN

Chapter Regular VS. Flexible Staffing
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Flexible staffing Use of workers who are not traditional employees. These
arrangements can use temporary workers or independent contractors.
= Temporary Workers Employers who use temporary employees can hire
their own temporary staff members or contract with agencies supplying
temporary workers on a rate-per-day or rate-per-week basis.
= |ndependent contractors Workers who perform specific services on a
contract basis.

. W,
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Recruiting and Diversity Considerations vivers |l

Employment
Advertising
Content

| Targeted

Compliance Recruitin
with EEO Recruiting - .
of Diverse

Regulations

Applicants

Training of
Recruiters on
EEO/Diversity
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S Recruiting Nontraditional Workers
~N
Nontraditional sources may include:
® Older workers m Welfare-to-work workers
® Stay-at-home moms B Homeless/substance abuse workers
m Single parents m Workers with disabilities
\_ J
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The increased use of HR management
systems allows HR staff members to
maintain background and KSA
information on existing employees.

\

ERIGYEENDAICIICSES]

System in which the
employer provides
notices of job openings

Internal
- Job Posting Recruiting
and employees respond Process

by applying.

Promotions and
Transfers

Many organizationschoose to fill vacancies
through promotions or transfers from
within whenever possible.

www.midocean.ae
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Advantages and Disadvantages of
Internal and External Recruiting Sources

Recruiting

Source

Internal

External

Advantages

Morale of promotee

Beitter assessment of abilities
Lower cost for some jobs
Motivator for good performance
Causes a succession of promolions

Have to hire only at entry level

New “blood™ brings new perspectives
Cheaper and faster than training professionals
No group of political supporters in
organization already

May bring new industry insights

Disadvantages

» Inbreeding

» Possible morale problems of those not
promoted

« “Political” infighting for promotions

* Need for management development program

* May not select someone who will “fit" the job
or organization

* May cause morale problems for internal
candidates not selected

* Longer “adjustment” or orientation time

Figure 7-5
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Curreni-Emaloyes
Refarrals

Employee-Focused

Recruiting

Re-Recruiting of

Former Employees
and Applicants

www.midocean.ae
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EXTERNAL RECRUITING onivers Ty

Collegeand HighiScheolsiand

Unliersiiny mechnical'Schiools
RECTUIting

Media Sournces SN SIS Labor
and Job Fairs Recruiting Unions
Sources \
Competitive

. -
Employment Agencies
and Search Firms
-

Sources
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WHAT TO INCLUDE IN AN EFFECTIVE RECRUITING AD

EMPLOYMENT OPPORTUNITY

Information on the Job and Process of Application

e Job title and responsibilities

e Location of job

e Starting pay range

e Closing date for application

e Whether or not to submit a resume and cover letter
* Whether calls are invited

e Where to mail application or resume

Candidate Desired Qualifications

e Years of experience

e Three to five key characteristics of successful candidates

Information on the Organization
e That it is an EEO employer
e [ts primary business

Figure 7-6
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MONSTER Yahoo!

JOBS

Joo Bozirels

/SHRM\ @A STD Professional/
% Wi Career Web Sites

CSUSM

E-Recruiting

Places

EmployerWeb Sites

www.midocean.ae
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INTERNET RECRUITING

» Advantages  Disadvantages
* Recruiting cost savings * More unqualified applicants
* Recruiting time savings  Additional work for HR staff
» Expanded pool of members
applicants « Many applicants are not
» Morale building for seriously seeking employment
current employees  Access limited or unavailable

to some applicants

www.midocean.ae
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EVALUATING RECRUITING

Evaluating Recruiting
Efforts

Evaluating EValtating EValuating

Recruiting Time Recruiting

Costs ana ReqUIred to Quality and
BENENts Filll@penings Quantity,

www.midocean.ae
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\
» General Areas for Evaluating Recruiting
* Quantity of applicants
. SEO goils mgf  Acceptance Rate
- Quality of applicants * Percentage of rejected job offers
e Yield ratios * Success Base Rate
« A comparison of the number of applicantsat ) Cor?_parltng phercentage raée of plast
one stage of the recruiting process to the applicanis who Were good employees
number at the next stage. to that of currentemployees.
» Selectionrate
 The percentage hired from a given group of
candidates
\- y,
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RECRUITING EVALUATION PYRAMID

Offers/Hires
(Yield ratio = 50%)

Final Intervievw/Offers
(Yield ration = 66%)

Selection rate = 5
Initial Contacts/Final Interview
(Yield ratio = 15%)

Applicants Remaining = 30

Total Applicants = 100

Figure 7-7
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Part (2):Staffing the Organization
Selecting and Placing
Human Resources
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LEARNING OBJECTIVES

After you read this chapter, you should be able to:

« After you have read this chapter, you should be able to:
Describe why selection and placement must consider
both person-job and person-organization fit.

Diagram the sequence of a typical selection process.
Identify three types of selection tests.

Discuss several types of selection interviews and some
key considerations when conducting these interviews.

www.midocean.ae
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~

e Selection

 The process of choosing individuals who have needed qualities to fill jobs in an
organization.

* Organizations need qualified employees to succeed

* “Good training will not make up for bad selection.”
* “Hire hard, manage easy.”

* Reasons for centralizing selection
» Easier to have applicants in one place.
 Contact with outside applicants is easier.

« Managers can concentrate on operating responsibilities rather than the selection process.
« Selection costs are lower with no duplicated efforts.

\_ W,
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HR EMPLOYMENT FUNCTIONS |

* Receiving applications * EXit interviewing departing

 Interviewing applicants employees

» Administering tests to * Maintaining employee
applicants records and reports.

 Conducting background
Investigations

* Arranging physical
examinations

* Placing and assigning new
employees

» Coordinating follow-up of new
employees

www.midocean.ae
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Chapter PLACEMENT
s O N

* Placement
* Fitting a person to the right job.

* Person-job fit

* Matching the knowledge, skills and abilities (KSAs) of people to
the characteristics of jobs (tasks, duties and responsibilities).

* Benefits of person-job fit
* Higher employee performance
* Lower turnover and absenteeism

\_ W,
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JOB PERFORMANCE, SELECTION
CRITERIA, AND PREDICTORS

- Selection Criterion: A characteristic that a person must have to do a job successfully

- Validity: The correlation between a predictor and job performance

MIDOCEA

- Reliability: The extent to which a predictor repeatedly produces the same results, over time.

Elements of Job
Performance

 Quantity of work
 Quality of work

» Compatibility with others
* Presence at work

* Length of service

* Flexibility

Selection Criteria for

Employees Meeting

Performance Elements

* Ability

¢ Motivation

e |Intelligence

¢ Conscientiousness

» Appropriate risk for
employer

* Appropriate permanence

Figure 8-3

Predictors of Selection
Criteria

* Experience

* Past performance

* Physical skills

* Educatioin

* |nterests

e Salary requirements
» Certificates/degrees
¢ Test scores

¢ Personality measures
* Work references

* Tenure on previous jobs
* Previous jobs held

* Drug test

* Police record

www.midocean.ae



SELECTION
PROCESS FLOW
CHART

{
Applicant job Interest MI D(F:)—C E*A Iﬂ

Pre-Employment Screening

Test

e B www.midocean.ae
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LIMITING WHO BECOMES AN APPLICANT

* Pre-screening interview
« \erify minimum qualifications
« Electronic pre-screening

Individual Interested |
in Employment

e Scanning resumes and Limiting Applicant _
. . = Current or anticipated openings only
appl IC&tIOnS = Job preview/interest screen
. o - Ti.mc‘e limit on applicatioras :
° Electronlc Sme ission Of « Limited number of applications

= Apply for specific job

Applicant

Figure 8-5

applications

)
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Chapter APPLICATIONS
\
« Purposes of Applications * References contacts
« Record of applicant’s interest in the job * Obtains applicant’s permission of contact
: . : references
* Provides a profile of the applicant Ermol _
« Basic record for applicants who are hired mp o;_/r_nent te§t|ng .
: : * Notifies applicants of required drug tests,
 Research effectiveness of the selection ohysical exams, or other tests.
rocess o .
p_ _ o _  Application time limits
* Application Disclaimers and Notices » Indicates how long the application will
« Employment-at-will remain active.
* Indicates the right of the employer or * Information Falsification
employee to terminate the - - Indicates that false information is grounds
employment relationship without for termination.
cause or notice
\_ W,
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.. Today's Date Eclucation
Application for Employment ‘ AT VR
. * 0. of Years id Yau
An quml 0|)p0rtl.|n|ty Employer School level School Name & Address Attended Craduate? Course of Study
Personal Information Please Print or Type High Scheoal
Name (Last] (First) (Full Middle Name! Social Security Number
i _ Viao-Tech, Business
Current Address City State Lip Code Phone Number or Trade Sehoal
()
What position are you applying for? Date available for employment? | e-mail address College
Are you willing to Are you willing to Any restrictions an hours, weekends, or overtime? |f yes, explain.
relocate? travel if required? Gradluate School
Oves O Na Oves ONo
Have you ever been employved by this Company Indicate Laocation and Dates
ar any of its subsidiaries before? Personal Driving Record
[ ¥es ONo . . i . . . . L
— - — - - - — This section is to be completed ONLY if the operation of a maotor vehicle will be required in the course of the applicant's emplayment
Can you, after employment, submit verification Have you ever been convicted Conmvictions will not automatically disgualify job
of your legal right to wark in the United States? of a felony? candidates. The seriousness of the crime and date Haw long have you been a licensed driver? Driver's license number Expiration date ssuing state
OvYes [Na Oves [ Na of conviction will be considered.

Performance of Job Functions

List any ather statefs} in which you have had a driver's license(s) in the past:

Are you able to perform all the functions of the job for which you are applying, with or without accommaodation?

[ ¥es, without accommodation [ Yes, with accommodation

[ No

Within the past five years have
you had a vehicle accident?

L es O Na

Been convicted of reckless If yes, give dates:

or drunken driving?
Oves CINo

Been cited for moving viclations?

If yes, give dates:
Oves ONa

If you indicated you can perform all the functions with an accommaodation, please explain how you would perform

the tasks and with what accommodation.

Has your driver's license ever been
revoked or suspended?

Oves ONo

If yes, explain:

s your driver's license restrictect

OvYes [0 No

If yes, explain:

#We are an Foual Opporunity Foplayer. We da not discriminate on the basis of race, religion, color, gender, age, national arigin or disabilin.

Figure 8—-6
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Chapter SELECTION AND TESTING:
ABILITY TESTS
\
- Cognitive Ability Tests * Work Sample Tests |
» Measure an individual’s thinking, memory, * Require an applicantto perform a simulated
reasoning, and verbal and mathematical task.
abilities. * Assessment Centers
. : 1t A series of evaluation exercises and tests used
Physical Ability Tests for the selection and development of
« Measure strength, endurance, and managerial personnel.
muscular movement * Multipleraters assess participants in multiple
. exercises and problems that are job content-
PSyChomOtor T_eStS o related to the jobs for which the individuals
» Measure dexterity, hand-eye coordination, are being screened.
arm-hand steadiness, and other factors.
\_ W,
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\
TYPES OF SELECTION INTERVIEWS
1 Conce 'ns Wlth Inte rVieWing Most Effective Structured Interviews
. . . . . . e Behavioral Interviews
* [dentify objective job-related criteria to « Situational Interviews

be sought In the interview
« Specify the decision-making criteria used

* Provide multiple levels of review for
decisions

 Use structured interviews, asking the
same questions of all those interviewed

w
Least Effective Unstructured Interviews

Figure 8-9

W,
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G STRUCTURED INTERVIEWS

e Structured Interview

 Uses a set of standardized questions
asked of all job applicants.

* Useful for initial screening and
comparisons
o Benefits

» Obtains consistent information needed
for selection decision

* Is more reliable and valid than other
interview formats

» Meets EEO guidelines for the selection
process

~

* Behavioral interview

 Applicantsare asked to give specific examples
of how they have performed a certain task or
handleda problem in the past.

» Helps discover applicant’s suitability for
current jobs based on past behaviors.

 Assumes that applicants have had experience
related to the problem.

e Situational interview

 Applicantsare asked how they would respond
to a specific job situation related to the content
of the job they are seeking. )

www.midocean.ae
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~

 Nondirective Interview

* Applicants are queried using questions that are developed from
the answers to previous questions.

» Possibility of not obtaining needed information.
* Information obtained may not be not job-related or comparable
to that obtained from other applicants.
* Stress Interviews

 An interview designed to create anxiety and put pressure on an
applicant to see how the person responds.

\_ W,
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WHO DOES INTERVIEWS

ndividials Panel
\ / Intenviews

\/ideo / \ Team
[eWi Interviews

Internviewing

www.midocean.ae
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Chapter EFFECTIVE INTERVIEWING

~N

 Question types to avoid In interviews

- Conducting an Effective Interview * Yes/No questions
» Planning the interview * Obvious questions
» Controlling the interview * Questions that rarely produce a true
answer

« Using proper questioning techniques _ _
* Leading questions

* lllegal questions
* Questions that are not job related

\_ W,
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COMMON
SELECTION
INTERVIEW
QUESTIONS

Selection

General Questions
* What are your strengths and weaknesses?
¢ Why did you leave your last job?

* Why should we hire you?

* What is most important to you in a job?
* What questions do you have for me?

Problem Solving
* What is the most creative work-related idea you have had?
¢ Describe a difficult problem you faced and solved.

What approach to problem-solving works best for you?
¢ Describe a sale you did not make, and explain why.

. What have you done that shows initiative?
* » What career objectives have been met?
How do you measure success?
- & What rewards mean most to you?
* What projects make you excited?

ing with Others
‘e What kind of people do you like to work with?

£ * Tell me about a conflict with a fellow worker. How was it resolved?

Describe your management style.

- How do others see you?

* What three words describe you?

. Tell me about a time when you were not honest.
L * How would you react if you were asked to do something unethical?

If you saw a co-worker doing something dishonest, what would you do?
. thn did you last brcak a rule?

Figure 8-10
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PROBLEMS IN THE INTERVIEW

Problems in
the Interview

Snap Negative Halo Biases and Cultural
Judgments Emphasis Effect Stereotyping Neise

www.midocean.ae
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Chapter BACKGROUND INVESTIGATION
| | | )
 Fair Credit Reporting Act
« Falsification of Background Information * Requires disclosure of a credit check
« One-third of applications and resumes * Requires written consent of applicant
contain factual misstatements or significant » Requires a copy of credit report be given to the applicant
OmIssions. _ » Giving References on Former Employees
* Reference Checking Methods - Employers can incur a civil liability for statements made
« Telephoning the reference about former employees.
* Preprinted reference forms « Employers have adopted policies restricting the release
« Outsourcing reference checking of reference information to name, employment dates, and
. job title.
* Legal Constraints _ _ o
+ Obtaining signed releases from applicants  * 1S of Negligent Hiring 3 S
avoids problems with privacy issues * Employers must exercise “due diligence” in investigating
an applicant’s background to avoid suits for the actions
\ of their employees. )

www.midocean.ae
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o Offer Guidelines

* Formalize the offer with a letter to the applicant clearly stating
the terms and conditions of employment.

* Avoid vague, general statements and promises.
* Require return of a signed acceptance of the offer.

\_ W,
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\
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* Problems In The Interview
« Background Investigation
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