	


	

	Recruitment & Selection  

	Course Objectives: 

 1. Understand the process necessary to recruit and select new employees.

2. Understand the role of HR managers and non-HR team members who may participate in the recruitment and selection process.

3. Evaluating the recruitment/selection process
Course Outline:

1. The Staffing Needs Analysis Process

2. Job analysis

3. Job descriptions

4. Recruitment 

A. Definition of Recruitment 

B. Planning for Recruitment

C. Internal  & External Recruitment

5. Selection Process

A. Kinds of Interviews

B. Preparation for Interviews

C. Questions  & Answers Analysis

D. Reading Non Verbal Communication signs

E. Types of Tests 

F. Closing the Interview

G. Decision Making

H. Job offer
6. Evaluating the recruitment/selection process:
A. Budget
B. Time
C. Selection & acceptance rates
D. Retention

Who should attend?
· HR Professionals 

· Managers & supervisors from operational departments 

	


