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Occupational Counselling Consultants Ltd
Recruitment Interviewing & Selection Training Course

Outline of Content

Objective

This two-day course is designed to equip delegates with the skills required for successful staff recruitment. Delegates are taken step by step through the different stages of the recruitment process from the planning stage to final appointment.

Introductions

- Individual objectives for the course

Traditional Approaches & Misconceptions:

- What is the main purpose of the Recruitment Interview?

Paving the way for an effective interview:

- Job Specifications


- Job Descriptions

- Competencies 

- The Ideal Candidate

- Interpretation of the application form

- Short listing & arranging the initial interview

The Recruitment Consultancy:

- How to get the best from them

Recruitment Advertising:

- What makes an effective recruitment advertisement?

- The legal aspects

Equal Opportunities & Best Practice Recruitment:

- Role-play exploring the do’s & don’ts

The Importance of the Environment

- The interview room

- Adverse conditions

The Interview:   

- Objective of 1st interview

- Objective of 2nd interview

- Interviewing question technique

- Active listening

- Competency based questions

- Common Interviewer mistakes

- Controlling the interview

- Closing the interview

- Practical exercise / Role plays

Assessing the Candidate

- Assessment Methods

- Offering the job

- References




