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2. Human Resources  

• Recruitment Advertisements – how to make 
them stand out 

• Value for Money 
• Measure Effectiveness 
• Design an Application Form 
• What App Forms can tell you about the 

Applicants 
• Short-listing 
• Deal with High Response 
• Rejection of Unsuitable Candidates 



3. Recruitment - Internal 

• Purpose – primary means of recruitment 

• Internal – External 

• Internal Advantages & Disadvantages 

• Quick, Effective, Cheaper, Opportunities for 
promotion, mobility to different departments, 
staff motivation 

• Reaction on rejection, psychology 

• The ‘Peter Principle’ 



4. Recruitment - External 

• Well-crafted ad essential to recruitment of right 
applicants 

• Depending on the position, should include SOME 
of the following: 

• Concise Summary of Job? 
• Information about company – however minimal? 
• Years of experience? 
• Minimum education of vocational qualifications? 
• Required documents? 
• Preferred method of application. App Form + CV? 

 



5. Effective Job  Add 

• Creative Job Title 

• Relevant Key Words 

• Concise description of requirements 

• Personal, relatable tone? 

• More Formal Tone? 

• YOU HAVE TO KNOW THE COMPANY’S 
CULTURE  

• It is NOT a Job Description! 



6. Job Advertising 

https://makespaceoxford.org/careers/


7. Add (1) 

https://www.doverbroecks.com/posts


8. Add (2) 

http://www.aspireoxfordshire.org/current-roles


9. Add (3) 

https://dragonschool.current-vacancies.com/Careers/dragon-school-1479/
https://dragonschool.current-vacancies.com/Careers/dragon-school-1479/


10. Add (4) 

https://www.merton.ox.ac.uk/vacancies


11. Add (5) 

http://www.stclares.ac.uk/contact-us/recruitment-and-careers/


12. Add (6) 

mailto:oxford@catserv.co.uk


13. Add (7) 

mailto:apply@surecareoxfordshire.com
mailto:apply@surecareoxfordshire.com


14. Add (8) 

https://www.summerfields.com/contact-us-/recruitment


15. Add (9) 

mailto:sbrennan@chandlings.org.uk


16. Job Add 

• Job Title – make it attractive 

• Location – how long will it take to get to work 

• Qualifications: education, skills, Drivers License  

• SELL THE POSITION: (benefits, work hours..) 

• Summary: duties 

• Promote the Company: values, impact of position 

• Directions for Applying 



17. Value for Money (1) 

• Calculate budget beforehand.  
• Cost of Recruiting vs. value salary 
• Cost will be affected by:National/local 

newspapers 
• Trade and professional magazines 
• Job centres 
• Commercial employment agencies which will 

provide shortlists of candidates (they do the 
advertising and shortlisting removing 
administration time and cost – but expensive) 
 
 



18. Value for Money (2) 

• Specialist careers centres (army) 

• University ‘milk-rounds’  

• Local radio, internet, social media sites 

• Internal newsletters, notice boards, billboards 

• Word of mouth 

• Headhunting (recruitment consultants seek 
right person) 

 

 



19. Measure Effectiveness 

• Keep track of where you advertise – not only 
cost but also: 

• How many responses  

• Efficiency/Accuracy/Suitability of Candidates 
Applying 

• Keep checking and Recording results for future 
recruitment 



20. Recruitment (1) 

• Let’s re-cap: 

• Recruitment plan in place: where, timelines. 
i.e. if you plan to advertise in a trade journal, 
know their deadline. 

• Country’s economy: if high unemployment, 
you’ll receive more applications 

• Be prepared.  Anticipate. 

 



21. Recruitment (2) 

• Your own Website? Recruiters? – agencies, 
professional organizations, websites, trade 
journals. 

• Executive Search Firms: high-level positions 
(might charge 10%-20% of first year salary!!) 

• Temporary Recruiting or Staffing Firm. 

• Corporate Recruiter. 

• University campus 

• Professional Associations 

 



22. Recruitment (3) 

• Trade/Labor Unions 

• Websites: company’s own, + 

• Social Media 

• Annual Events 

• Special/Specific Interest Groups 

• Current Employees Referrals 

• DON’T FORGET BUDGET! 

 



23. BUDGETING (1) 

• How effective? 

• Yield/Ratio = % of applicants from one source 
who make it to the next stage in the selection 
process (e.g., they get an interview). 

• Example: 200 CVs received from a professional 
organization advert; 52 make it to the interview 
stage. This means a 26 percent yield (52/200).  

• By using these calculations, we can determine the 
best place to recruit for a particular position.  

 



24. Budgeting (2) 

• Note, too, that some yield ratios may vary for 
particular jobs, and a higher yield ratio must 
consider the cost of that method, too. For an 
entry-level job, campus recruiting may yield a 
better ratio than, say, a corporate recruiter, 
but the corporate recruiter may have higher 
cost per hires. 

 



25 Application Forms (1) 

• Be realistic and appropriate to the level of the job 

• Use clear language 

• Ensure they are tested for reliability and user-
friendly 

• Not request personal information unless is 
relevant to the job 

• State the procedure for taking up references, how 
these will be used and when they’ll be taken 

 



26. Application Form (2)  

• Details of the job and clear information about 
application and selection procedure 

• Enable the organisation to draw up a shortlist 
of candidates 

• Provide a source of information to draw in 
interviews 

 



27. Application Forms (3) 

• Help track how applicants found out the 
position (enables a review of the effectiveness 
of recruitment methods used 

• Provide a store of information about good but 
unsuccessful candidates that can be referred 
to in the future 

 



Additional Adds 

https://www.trinity.ox.ac.uk/vacancies


Additional Adds 

https://www.exeter.ox.ac.uk/vacancies/communications-assistant
https://www.exeter.ox.ac.uk/vacancies/communications-assistant


28.Short-Listing (1) 

• Mechanisms put in place to receive applications--
via email, an Applicant Tracking System (ATS).  
Human Resource representatives to review the 
applications and eliminate candidates who do not 
meet the minimum requirements for the position 
or the company more generally  

• Once a batch of qualified applications are 
assembled, the hiring staff should review the 
remaining candidates and identify those they 
want to interview. 

 



29. Short-Listing (2) 

• 1st stage.  Rejection of obvious candidates that 
do not meet specifications 

• And HOW do you know that?  All you have is a 
filled-in Application Form 

• IF PROPERLY DESIGNED, CAN SAVE YOU TIME, 
MONEY AND HIRING THE WRONG EMPLOYEE 
OR AVOID REJECTING A GOOD ONE! 

• Have your team in place.  They all have the 
same rules and specifications.  

 



30. Short-Listing (3) 

• Identify:  

• A) Essential requirements 

• B) Desired (Additional) 

• C) Extra 

• Look carefully at Cover Letter  

• Look carefully at Space Provided to tell you about 
themselves 

• Now you are ready for First Screening: phone 
interview? 



31. Rejection - Screening 

• Send Rejection letter asap 
• Professional 
• Send letter to those identified for 1st screening to tell 

them they are moving forward 
• Phone Interviews: Initial screens or interviews are an 

essential part of the hiring process. They offer 
employers an efficient way to identify the candidates 
that do not possess the requisite skills and/or 
comportment for the available position and remove 
them from the job search. 

• Phone screens typically last around 15-20 minutes and 
usually consist of similar questions. 
 



32. Phone interviews – 1st Screening 

• Background 
• Screening questions typically start with a candidate’s 

background. Background questions allow employers to 
verify that candidates have the requisite skills, 
experience, and qualifications for the position. 

• Common background questions include: 
• Tell us about your employment history? 
• What were your responsibilities in your last job? 
• What major challenges did you face in your last 

position, and how did you address them? 
• Why are you leaving your current position? 

 



33. Screening (2)  

• New Job Requirements & Responsibilities 

• Questions about the available position allow 
employers to gauge your qualifications for, 
interest in, and plans for your potential new 
role. 

• Common questions in this category include: 

• Are you still interested in this position? 

• Why do you want this job? 

 



34. Screening (3) 

• What relevant experience for this position do you 
have? 

• What attracts you about this position and our 
organization? 

• The requirements for this position include x, y, 
and z. Briefly describe how you meet each of 
these requirements. 

• What is your biggest professional 
accomplishment, and how do you think it 
pertains to this position? 

 



35. Screening (4) 

• Questions about the candidate 

• After an interviewer inquires about a 
candidate’s background and verifies that they 
meet all of the qualifications for the position, 
phone screens typically transition to specific 
questions about the candidates themselves--
their expectations, career plans, ideal work 
environment, and so forth. 

• Questions in this category include: 



36. Screening (5) 

• What are your salary expectations at your next 
position? 

• Where do you see yourself in five years? 

• What is your greatest strength? 

• What is your greatest weakness? 

• What is your ideal work environment? 

 

 



37. Screening (6) 

• Questions for the employer 

• Finally, phone screenings often conclude with 
interviewers asking interviewees if they have 
any questions. As a job applicant, it is 
imperative you prepare questions for the 
interviewer about the role and the 
organization in advance. Declining to ask any 
questions when afforded the opportunity to 
do so is a major red flag for employers. 

 



38. Screening (7) 

• Here are some suggestions for strong 
questions to ask your interviewer: 

• About the Job 

• What does a typical day look like in this 
position? 

• What are the short and long term goals for a 
new hire in this position? 

 



39. Screening (8) 

• About the Organization 

• Why do you enjoy working here? 

• How would you describe the organizational 
culture? 

• What are the companies goals, both short and 
long term? 

• What have been the most significant recent 
challenges the organization has faced? 

 



40. Screening (9) 

• About the Hiring Process 

• What are the next steps in the hiring process? 

•  When can I expect to hear back about next 
steps? 

 



41. Screening (10) 

• Industry/Job-Specific Questions 
• While the above list covers the general questions asked in a phone 

interview, each industry has its own set of questions tailored to 
their profession. 

• For Example: 
• Project Managers: What management tools and strategies do you 

employ? How do you quantify performance, relative to your 
competitors? How much money have you saved your company in 
your current position? 

• Sales Managers: How do you measure performance? How do you 
measure your team’s and your own performance? 

• Salespersons: What is the greatest obstacle in closing a sale? 
• Managers: Describe your management style? 

 



42. Screening (11) 

• Red Flags 
• Here is a list of ‘red flags’ for the phone screen.  
• Employers should be on the lookout for these common behaviours, which 

indicate a candidate might not be the best fit for your role. 
• Lack of enthusiasm - a lack of enthusiasm in the interview likely means a 

lack of enthusiasm for the position 
• No questions for the interviewer - no interest in learning more about the 

position and the company could mean no interest in the position or the 
company. 

• Distracted during phone interview - a lack of focus could mean a lack of 
interest. It could also be indicative or the candidates work ethic. 

• Negative comments about former employers - criticizing former 
employees shows a lack of professionalism. It also shows, potentially, an 
inability to take responsibility for professional missteps. 
 



43. Screening (12) 

• Too much focus on money, benefits and perks - 
employers are looking for someone who is passionate 
about joining their organization and filling the available 
role. If a candidate focuses mostly on salary, vacation, 
work benefits, etc. it suggests that they are not truly 
interested in the organization, which is not a good 
indicator of long-term success. 

• Other inappropriate behaviour - cursing, inappropriate 
comments, or other examples of unprofessional 
behaviour are obvious signs a candidate is not right to 
join an organization 



44. Rejection (1) 

• Part of the recruitment process. Unfortunately, you will 
always have to turn down more candidates than you 
hire. 

• However, how you dismiss candidates speaks volumes 
about your company and its culture. Bad rejection 
practices can seriously damage your company’s 
reputation and that all-important employer brand! 

• Research conducted by Jobbio found that 82% of 
people would not work at a company with a bad 
reputation. With so much riding on the process, you 
really can’t afford to mess it up. Here’s how to reject a 
candidate without hurting anyone’s feelings. 
 



45. Rejection (2) 

• Let the candidate know ASAP 

• Many hiring managers wait until the end of the hiring 
process before they notify unsuccessful candidates. 
Some even wait until their new hire has started work. 
This is just disrespectful. 

• Your candidate may be delaying applying for other 
roles or even turning down offers in the hope of 
securing the job at your company. Once you have made 
your decision, let the applicant know. Put them out of 
their misery as quickly as possible. Respect other 
people’s time and they are more likely to respect yours 



46. Rejection (2) 

• Pick up the phone 
• If you’ve spoken to the candidate on the phone previously, 

you really should give them a call to let them know that 
they are not the right person for the job. Emails can often 
seem cold and impersonal. Take a few extra moments out 
of your day and pick up the phone. 

• Always thank the candidate for the time and effort that 
they put into their application. Let them know that you 
have already offered or are planning to offer the job to 
someone else but you appreciate their interest. It’s also a 
good idea to send them an email reiterating this 
information so they have a record of the conversation. 
 



47. Rejection (3) 

• . Keep it brief 
• Explain in one short sentence or paragraph why you’re 

declining the applicant, for example, ”Although we 
were very impressed with your skills, we have decided 
to go with an applicant who had more hands-on 
marketing experience.” This will give them an idea of 
the areas that they need to work on without entering 
into a long and lengthy discussion. 

• It is a good idea to always include a few positive points 
as well. You shouldn’t sugarcoat things but it is 
important to not come across as overly negative. 
Remember you want to be firm but fair. 
 



48. Rejection (4) 

• . Personalize, personalize, personalize 

• Nothing says ‘’we don’t care about you’’ more 
than a stale rejection email or cold phone call. 
Always include the person’s name and 
mention things that you spoke about during 
your interview. Remember you are dashing 
this person’s hopes so the least you can do is 
treat them with respect and consideration. 
Treat others the way you want to be treated. 

 



49. Rejection (5) 

• . Be honest 

• Now is not the time to start making false 
promises. If you are genuinely interested in 
staying in touch with the candidate then finish 
off your phone call or email with an offer to 
stay in contact about upcoming roles.  

• save their details for future reference. 

 



50. THAT’S IT 

BIG 

THANK YOU! 



 

 

 


