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Introduction
This workbook serves as the notes on the workshop entitled How do [ recruit the best?

There are six webinars and a workbook page is devoted to each. The final activity is a face to face and/oronline workshop.

Webinar 1: A new approach for a new recruitment and selection age - 19th October 2018
Webinar 2: Setting foundations: Designing the right jobs - 26th October 2018

Webinar 3: Developing the decision criteria: Specifying the ideal candidate - 2nd November 2018
Webinar 4: Expanding the search: Finding the best candidates - 9th November 2018

Webinar 5: Designing decision tools: Making sure you select the best - 16th November 2018
Webinar 6: Closing the deal: Making sure the best join - 23rd November 2018

Workshop - Online/Face-to-Face Workshop: How do | recruit the best? - 7th December 2018

Recruiting people

Effective recruitment and selection is critical for the achievement of organisational strategic objectives. Recruitment and
selection is a topic of increased interest to organisations given economic volatility, the pressure on productivity and the need to
sustain organisational economic performance.

And yet recruitment and selection methods don’t often embrace good science. The recruitment and selection processes are
often neither fair nor robust. It’s said that processes and methods lag research findings and suggestions by up to 30 years.

This workshop aims to look at whether these claims are justified - and if they are, why this is so and what can be done.

Key requirements

To recruit the best, any recruitment and selection system should a) use good science and b) be fair.
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Webinar 1: The present process

The decision problem: most

The specification problem: decisions made by managers
assumes ab|||ty to define are based on whether they like
what’s wanted. Assumes agent the candidate.

has capacity to understand.

The validity problem: few
managers use high poredictive
validity tools. Tools like the
interview typically have PV or
0.2 or less.
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Call recruitment
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Agent searches \

- Decision

‘- Agent sends CVs

- Offer
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sifts

The bias problem: few
decisions are based on
objective criteria, so most a re
biassed. And typically
managers discuss in order to
conclude. Assumptions are rife.

The search problem: the
window of search is open for a
short time. Search only seeks
those available for work.

The criterion problem: if the The detacr;me_nt IFFObllfrtTr::
specification is not fixed, the managers typically ask the
manager(s) have only what’s in recruitment agents to make the
their minds to determine who offers on their E)ehalf. .
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Webinar 2: Designing the best jobs
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Accountability: do something, to
something, to achieve a result.
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manager

investment

l 1 Full Time Equivalent (FTE)

product management

production operative

office manager

production invoicing
. sales & marketing exec. . .

delivery designer financial accounting
. . promotional marketing S
implementation product design 1.5 FTE

sales .

production methods
order intake
6.5 FTE support
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Webinar 3: Specifying the ideal candidate

What matters is
performance

If someone is... then they will likely

The Big Five Personality Traits

Supports the concept of person-environment fit

perform well in this job. procrastinates self-disciplined
If we see this... in them, then... < concientiousness
- disinterested loves others
Prediction - agreeableness ———»
So, what criteria do you use in the emotionally volatile emotionally stable
prediction? < neuroticism >
L . conservative curious
Decision Making < openess >
Fight or Flight / Neuralistic / Rational introversive extroversive
- - extroversion >
How do you make decisions?
Preferences General Mental Ability
Ability to reason with;
R(ialistic) Numbers
. anguage
C(onventional) 7 Concepts and ideas

I

I .

I Competencies

! :

/ * Understand ... (something)
\ _ Know ... (something)
\ I(nvestigative) Be competent in (something)
Behaviours
Work .... (at something)
S(ocial) A(rtistic) Be ... (something desirable)

Build ... (something)
Do ... (something)

Further Reading

https://timelesstime.co.uk/knowledgebase/recruit-like-a-punter-rationalise
https://timelesstime.co.uk/knowledgebase/are-some-psychometric-assessments-discriminatory
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Webinar 4: Finding the best candidates

Agencies - no win, no fee
one in three success so price = 3 x effort

Agency fees - 10%-30% 1st year reward
LinkedIn search - touch 300, talk to 30, interview 10
Rare breed - talk to 30 interview 3

Open advert - 300(0) apply,
1st interview 10, 2nd interview 3

Headhunting effort - 100 hours

Time to find

r 3

Search (1)

Scarcity

Unique qualiiies

Time to find Competencies

| Search (2)

>

Position in career

Spectrum engineer
Chartered surveyor
Nurse

Medical sales person

Spectrum engineer
Chartered surveyor
Nurse

Medical sales person

Exercise: Plot the following jobs on the graphs.

Exercise: Where will you look for them?

Warehouse person
Search engine optimisation operative
Translator

Warehouse person
Search engine optimisation operative

Translator
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Webinar 5: Selecting the best people

Aim:

For a given job as defined
in the job description and
person specification, and
from some activities that
you’ll have the candidates
do, and that you’ll
evaluate, predict who will
excel in the job.

So what tools, how will
you assess candidate
performance in the tools,
and how will you make a
decision?

Predictive Validity

GMA
Work sample testing
Structured interview

Job knowledge test

Behavioural consistency

Job try out

Unstructured interview

Assessment centre

Conscientiousness tests

Reference checks e o
1 = positive linear association

Job experience 0 = weak linear association

-1 = negative lin iation
Graphology egative linear associatio

0.2 0.4 0.6 0.8 1
Strength of relationship in predicting job performance

GMA

Verbal Reasoning
Which of the following is the odd one out?
Time, Hour, Month, Week, Night, Day

Numeric Reasoning

What comes next? 50, 59, 60, 52, 70, 74.

Abstract Reasoning

Look at these numbers: 4, 5, 9, 14, 23, 37.

4. Excel Column Name to Number Converter [40 minutes]

Columns in the default Excel spreadsheet view are assigned a letter such as A, B, DS, etc.
Respectively each column maps to a number of 1, 2 and 123,

Write a function (with helper functions if required) that will take a string value of an Excel column
name and outputs the corresponding column number,

Instructions
You will be given an ASP.NET WebForm called ExcelColumnConverter which will contain three
control, a textbox labelled Column Name, a button labelled Go, and another textbox labelled Result.

Assume that there will be no errors in the input, i.e. you will not have to incorporate error handling
into this exercise,

The Go button will link to a function called Go_Click,
Output result to the Result textbox,

Testing
A=l

E=5

AA =27
EG =137
JT =280
22 =702

Further reading:

https://timelesstime.co.uk/knowledgebase/recruitment-search-and-selection-get-it-right
https://timelesstime.co.uk/knowledgebase/work-sample-tests-in-recruitment-and-selection
https://timelesstime.co.uk/knowledgebase/psychometric-testing-focus-aptitude-tests
https://timelesstime.co.uk/knowledgebase/personality-testing
https://timelesstime.co.uk/knowledgebase/so-which-psychometric
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Webinar 6: Making sure the best join

5 = Job
Conducting the Interview Qe
]
Explain the process, candidate knows what to expect Questions,
Tell them a little about your firm tests
Ask easier to answer question first to put person at ease
Ask competency questions and general questions s
Ask follow-up questions to clarify/get real answer _
Conduct work sample tests Scoring
Find out why they are interested in the role
Give candidate chance to ask questions 3
Ask if they would accept the role if offered N
Tell them what happens next Decision
Conscious bias Attribution Contrast Horns :‘ P
Beauty Gender S
Conformity ’/

Making Job Conditional Offer

Proof of Requirement for all roles.
right to Can be fined £20,000 per worker and sent to jail for up to two years.
work in UK | Can receive unlimited fines if knowingly employ an illegal worker.
Must see original documents and must check documents are valid with the worker present.

References | There is no legal requirement to provide references but most businesses will provide factual
information (e.g. dates of employment). It is lawful to provide a less favourable reference as long
as the content is based purely on fact.

Criminal Unless there's specific need to check someone’s criminal record for a job, it's against the law for
record employers to refuse to employ them because of spent convictions, However, it is reasonable to
checks make a conditional offer on the basis of a clear DBS check in many instances, for example for
(DBS) people who are working with children or vulnerable adults.

Medical Under the Equality Act 2010 it is illegal to ask prospective employees any questions about their

questions / ' health at the interview stage.

exams You can ask health-related questions after making a conditional offer of employment.
If, however, you then fail to make ‘reasonable adjustments’ to accommodate a disability (as
defined by the Equality Act), or you withdraw the offer after learning of a medical condition, unless
it specifically prohibits that person from doing the job in question, you could face a discrimination
claim.

: We work to bring
to our lives.

e & “‘ -\ -
Career satisfies personal needs of: |
achievement, power, affiliation and §
autonomy. '

S

—

Candidates want:

+ Challenging, interesting work;

A good work-life balance;

Ability to use their knowledge;
Personal development;

To feel valued by their manager:
Do work valuable to society.

Further reading

https://timelesstime.co.uk/knowledgebase/recruitment-game
https://timelesstime.co.uk/knowledgebase/calculating-total-reward

https://timelesstime.co.uk/knowledgebase/so-you-think-you-can-interview

https://timelesstime.co.uk/knowledgebase/on-remuneration-a-pay-model-for-smes
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Because your
people are important

Managing people is complex.

We know. We’ve managed firms and led
teams for many years in organisations in
the UK and worldwide.

We'll help managers hire their people -
taking any or all aspects of the search,
selection and on-boarding processes.

We'll help them manage their people
day to day - taking on any aspect of
organisational development and
performance management.

And we’ll help them develop their people
- taking on mentoring, coaching and
training as needed to ensure
competency and behaviour growth.

Our aim is to optimise the contribution
that people make to our clients’ firms.

About TimelessTime

TimlessTime is a management consulting firm
specialising in strategy development, human resource
management and organisational development.

We provide practical, detailed support to managers in
every aspect of people-management.

We have possibly the best qualified and most
experienced consultants of all. Check us out at https://
timelesstime.co.uk/about.
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TimelessTime works across the United Kingdom and
abroad for UK organisations. We work too for foreign
firms starting and running subsidiaries or branch
offices in the UK.

All initial meetings are free of charge. No job is too
small; no job too large. TimelessTime works with
managers, taking on as much or as little of any job to
help complete necessary tasks. TimelessTime
consultants aim to transfer knowledge at every stage.

TimelessTime Lid
Kingfisher House

Hurstwood Grange
Hurstwood Lane
RH17 7QX
Haywards Heath
West Sussex
United Kingdom

+44 (0)1444 810454

+44 (0)203 700 3014
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