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Recruitment Academy: Recruitment Skills Development Workshop – Corporate

Facilitator’s Outline

One Day Program
	Time
	Topic
	Facilitator Instructions
	Aids

	8.30 – 9.00am
	Introduction


	· Introduction and Welcome

· Agenda & Program Objectives

· Strategic Presentation:
· Why is recruitment such an important business?
· Make to points about: attrition trends, process changes & annual savings, etc

· Predictive validity 

· Costs of an ineffective hire

	· Slides for section
· Handout – participant’s timetable.

· Flipchart and markers

	9.00 – 9.40
	The >CLIENT< Process
	· Outline of the Ideal Selection Process

· Outline the Ideal Selection Process

· Brainstorming Activity – 
· What is the Hiring Manager’s role?

	· Slides for section
· Flipchart and markers



	9.40 – 9.55


	Ethics
	· Legal Recruitment Guidelines
	· Slides for section

· Handout – information on recruitment legalities

	9.55 – 10.15
	Morning Tea



	10.15 – 10.50
	Methodology
	· Considering Competencies

· Considering Motivation

 Activity – 
· Motivators of a role

· Considering Cultural Fit

 Activity –
· Using your companies core values to design interview questions
	· Slides for section
· Handout – job description

· Handout – person specification

· imprint Sample Competency Model
· imprint Sample Interview Guide

· Blank Interview Guide incl. Values



	Time
	Topic
	Facilitator Instructions
	Aids

	10.50 – 11.00
	Sourcing
	· Sourcing


	· Slides for section

Flipchart – Results of Activity

	11.00 – 11.30
	Job Analysis
	· Developing the Person Specification

· Activity –
· Creating the Person Specification
· Identifying key selection criteria


	· Slide for section
· Job description

· Person specification template


	11.30 – 12.00

	Providing the Brief
	· Briefing the Recruitment Agency:
· Clarity re selection criteria
· About the Person Specification
· About the Competency Profile
· Considering personality styles
· Brainstorm Activity – 

· The organisation’s unique selling points


	· Slide for section

· Job description

· Person specification template

	12.00 – 12.15
	Interviewing
	· Types of Interviewing

· Structure

· Unstructured

· Behavioural

· Situational

· Panel

· Characteristics of Interviews

	· Slides for section


	12.15 – 1.00
	Developing the Interview Guide
	· Questioning

· Interview Guide Development

· Competency Questions

· Activity – 
· Creating specific Interview Questions 


	· Slides for section

· Handout – Half Completed  Interview Form

· imprint Sample Interview Guide



	Time
	Topic
	Facilitator Instructions
	Aids

	1.00 – 2.00
	Lunch



	2.00 – 3.00
	Interviewing
	· Brainstorm Activity – 

· Most and least impressive interview experiences (internal versus external)
· Preparing for the Interview 

· Questioning, Listening and Probing

· Note Taking

· Opening, Body, & Closing the Interview

· Activity – 

· Practicing the interview end to end

	· Slides for section

· Interview Form from last session

· Resume/CV

· Job Description

· Laminate



	3.00 – 3.30
	Evaluating the Interview
	· Evaluating the Interview

· Rating Responses & the Rating Scale

· Benchmarking

· Activity – 
· Creating Benchmark Ratings 

· Identifying ‘Red Flags’
· Interview Bias


	· Slides for section
· Articles x 2



	3.30 – 3.45
	Afternoon Tea

	3.45 – 4.00
	Candidate Care
	· Managing Candidates Through the Process

· Discuss Parts of the Process Most Critical for Contact

	· Slides for section

	4.00 – 4.15
	Referencing Considerations
	· Reference Check Considerations

· Integrated Approach to Reference Checks


	· Slides for section
· Article x 1


	Time
	Topic
	Facilitator Instructions
	Aids

	4.15 – 4.30
	Making the Selection Decision
	· Making the Hiring Decision

· Activity – 
· What to take into consideration 


	· Slides for section

	4.30 – 4.50
	Giving Feedback
	· Giving Feedback

· Activity – 
· Preparing to give feedback to external and internal candidates

	· Slides for section

	4.50 – 5.00
	Offer of Employment
	· Offer of Employment

· Rejecting candidates


	· Slides for section

	5.00 – 5.15
	Close
	· Wrap up and next steps


	· Slide


