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2.1 Laying the Groundwork
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> - ! # 1
Organization Name:
Title:
Department: (optional)
Date: (optional)
Prepared By: (optional)
Supervisor:

Main Function:

Describe the overall responsibilities of the job in one or two
sentences.

Duties:

List the work duties in order of importance. Use action words to
describe the duties. Don’t forget to include how the task should be
done, where that is important.

! canada - Saskatchewan Career & Employment Services,
http://www.sasknetwork.ca/html/Employers/workplace/workdecriptform.htm

Managing Your Human Assets
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Physical Demands:

This section should include a description of working conditions which
might affect some individuals’ ability to do the work.

Skills:

List the knowledge, personal management and teamwork skills
needed.

Education and Experience:

Identify the education and experience needed. Where possible,
include different combinations of education and experience to widen
your selection of applicants.

Managing Your Human Assets
Module 2: Recruitment
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# # . 3 1 %

Education: Does the job call for university? Technical
training? Any other specific training?

Skills: Must the candidate be skilled in computers?
Machinery? Drafting? Statistics? Technical
work? Any other skills?

Work What type and duration of previous experience in
experience: related job functions is required?

Physical Does the job require heavy lifting or hard physical
strength or labour? If so, is it a significant part of the job or
stamina: does it only occur occasionally?

Intelligence: Does the job involve complex problem solving or

thinking on one’s feet? For such jobs, you can
require candidates to report their scores on
standardized intelligence tests.

Communication Specify the exact communication skills needed
skills: (Ex. Reporting on projects to supervisors,
managing staff on the job, answering the
telephone, or writing professional documents).

Accuracy of If a job calls for “attention to detail,” specify what
work: type of detail work.

Dealing with If a job calls for “the ability to work under
stress: pressure,” indicate what type of pressure  (EX.

daily deadlines, round-the-clock sessions, or
difficult working conditions).

Extroversion or Any staff who deal with your customers (such as
Introversion: a sales rep. or office receptionist) should have an
outgoing personality. Jobs that involve
independent work and little contact with others
are better suited to shy, introverted people.

Special factors: Requirements such as: fluency in a foreign
language, willingness to travel, willingness to
work on weekends, willingness to work overtime
at short notice, etc.

2 Franklin C. Ashby and Arthur R. Pell, Embracing Excellence: Become an Employer of Chinice
Attract and Keep the Best TaldRtentice Hall Press, 2001), 83-85.
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2.2 Writing the Job Description
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® Harvard Business School, Harvard Business Essentials: Hiring and Keeping Bast People
(Boston: Harvard Business School Press, 2002), 143.

4 Margaret Butteriss, Help Wanted: The Complete Guide to Human ResotfiocesCanadian
Entrepreneurs(Toronto: John Wiley & Sons Canada), 49.
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JOB PROFILE

Position Title: Administrative Assistant

Required Experience/Skills: 1-2 years of office experience; 80 wpm
typing; word processing and spreadsheet experience, preferably with MS
Word 2000 and MS Excel 5.0. Good communication skills and ability to
work on a project team are essential.

Education: Post-high school business or secretarial training required;
some college preferred.

Essential Functions: Duties include:

Typing, proofreading correspondence, memoranda, and reports
Organizing and maintaining company files

Entering data into spreadsheet files

Answering telephone, arranging appointments for sales personnel

Salary Range: $25,000-$30,000

° Hiring & Keeping the Best, 143.
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Position Title:

Required
Experience/Skills:

Education:

Essential
Functions:

Salary/Wage
Range:

Managing Your Human Assets
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3.1 Candidate Sources
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ADVANTAGES & DISADVANTAGES OF
REFERRALS

Advantages

It is inexpensive.

People who know your culture
are likely to refer candidates who
will fit in well.

The reputation of people doing
the referring will be enhanced if
they recommend good qualify
people. Therefore, they typically
recommend people with good
potential.

Itis a relatively fast method of
finding candidates.

Disadvantages

It may take up unnecessary time
since you may feel obligated to
interview all the candidates who
are referred to you, even if they
are not suitable for the position
or are not a match for the work
culture.

Relationships may be destroyed
if people continue to refer
inappropriate candidates.

8 :
4 &0 &
F % # % < A
# L H

6 Help Wanted, 58-59.
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ADVANTAGES & DISADVANTAGES OF
PERSONAL CONTACTS

Advantages Disadvantages

It is inexpensive. If personal contacts do not work

You know the people and their out, there may be a reluctance to

work experience. let them go.

You know if they will fit with the You may be tempted to “make”

company culture. them fit a position, because you
want to hire them, even though
the fit is not there.

1/

F %# % 9% A ##

4 % </ g1 % ¢ %
). !

% % 4 :

ADVANTAGES & DISADVANTAGES OF

DROP-INS

Advantages Disadvantages
It is inexpensive. You may get résumeés from
People often know something people who are not suitable.
about the company and They are attracted by your
understand the types of jobs that company and come in even if
the company has available. they do not have the skills that
It provides a constant stream of are needed.
job applicants.

! Help Wanted, 59-60.
8 Help Wanted, 60-61.
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DRIVERS WANTED

We have 10 positions for drivers for long hauls
from Regina, SK. to Brampton, Ont.

Earning potential of $100,000 per year.
Applicants need to have a commercial licence
and meet DOT requirements.

Please contact us at: (phone number, fax
number, mailing address, and/or website).
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° Help Wanted, 61-63.
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ADVANTAGES & DISADVANTAGES OF
NEWSPAPER ADVERTISING

Advantages

It is effective when the job
responsibilities and
competencies are well defined.
It can reach people in the local,
provincial and national

Disadvantages

It is more expensive than “word
of mouth” and referral methods
of recruiting.

It may bring in many applications
that are not a particularly good fit

community. for the position being advertised.
/ % % % #
% #
% % # % 0
% " # 1 # # 8
1 # % % " "
" " / %
1 #
(& & 9 A10*1 & & < :
& Saskatchewan
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ADVANTAGES & DISADVANTAGES
OF HRSDC/ SERVICE CANADA
Disadvantages

Advantages

Itis a free service. Since the postings are seen by a

It allows you to target your search
for the type of people you require.
In small communities, the staff
members get to know more about
the job seekers and employers and
can be helpful in facilitating the best
fit.

large variety of job seekers, you
may get applicants who are not
suitable.

Extra time may be spent on the
screening process.
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ADVANTAGES & DISADVANTAGES OF
CREATIVE ADVERTISING

Advantages

It can be inexpensive and simple
to implement.

Ads can be placed in locations
that will target the type of people
you want to hire.

Disadvantages

It can be expensive, depending
on the methods you use.

Others will copy successful
methods, so the advantage may
only be maintained for a short

It is limited only by your period.
ingenuity.
> e —
F % % #
% I < %
#3 8
% * 6 % #10
B 3 C % 2 # 3

10 Help Wanted, 63-64.
u Help Wanted, 65-67.
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ADVANTAGES & DISADVANTAGES OF
WEBSITES

Advantages

It is a quick and effective way of
matching employers and
potential candidates.

More information can be
inexpensively communicated.
Companies can effectively
illustrate their culture. For
instance, they can quite clearly,
perhaps even humorously,
define the kind of people they
want and don’t want.

Disadvantages

Your ad can only be seen by
those with computers and
Internet access.

Web pages with a lot of pictures
can take a long time to load for
many people in rural areas

This method is limited because
not everyone is accustomed to
looking for jobs in this manner.

40 & L|
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12 Help Wanted, 67-68.
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ADVANTAGES & DISADVANTAGES OF
CAMPUS RECRUITING

Advantages

It allows companies to hire
specific skills, especially by
going to campuses that train for
those patrticular skills.

It can develop long-term
relationships with schools who
can point specific candidates
your way.

It is a source of talent that can
be trained in your particular way
of doing things and can be
molded to your company culture.
It helps to keep talented youth in
Saskatchewan.

Career fairs and on-campus
recruitment help to build your
reputation in the market place as
an employer in a particular
business, industry, profession, or
technical field.

Disadvantages

The competition is significant.
Companies from all across North
America often compete on
campuses for the same kinds of
skills, particularly in a labour
short market.

Presentation and marketing tools
have to be very professional
since companies must compete
against very large organizations
that can offer expensive
incentives.

* & @4 ) &0 & $
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13 Help Wanted, 68-69.
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ADVANTAGES & DISADVANTAGES OF
RECRUITING THROUGH ASSOCIATIONS

Advantages Disadvantages
You can target your recruiting Often there is no filtering of
efforts. application forms, so the quality
This is an inexpensive source of of résumés or applications may
recruits. Some associations not be consistent.
offer cost-effective ways to You may narrow the search too
provide candidates to you. much and miss potential
You may be familiar with the candidates from other
companies that the candidates geographic areas.
have had experience with.
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4 Alberta Human Resources and Employment, Finders & Keepers: Recruitment and Retention
Strategies16.
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ADVANTAGES & DISADVANTAGES OF
INTERNAL JOB POSTINGS

Advantages Disadvantages
Enhances development The skills you require may not be
opportunities for staff “in house”

Limited investment of time and Does not provide for new skills
money and fresh perspectives
Promotes good employee Unsupportive supervisors may
relations block employee participation
Minimizes accusations of unfair

treatment or discrimination

3.2 Evaluating Recruitment Strategies

C % ¢ 0 f . %

1] < . _

Evaluating Recruitment Strategies °

Recruitment Number of Number Number Average Cost per
Strategy Responses Interviewed Hired response hire (cost +
time # hired)

Newspaper
ads

Personal
Contacts

Drop-ins

Websites

SaskJobs
postings

Other

5 Finders & Keepers, 15.
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4.1 Recruiting Persons with Disabilities
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16 Alberta Human Resources and Employment, Tips for Employers: Employment Series for Persons
with Disabilities 14-15.
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4.2 Recruiting Aboriginal People H
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o Aboriginal Human Resources Development Council of Canada, <www.aboriginalhr.ca>.
18 http://www.inclusionnetwork.ca/CareerSite/AIN/index.html
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4.3 Recruiting Older Workers
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19 http://www.ainc-inac.gc.ca/ai/awpi/mbr_e.html
2 Hiring and Keeping the Best, 71-72.

2L Human Resources Development Canada, http://labour-travail.hrdc-drhc.gc.ca/worklife/aw-
overview-recommendations-en.cfm#1.
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4.4 Recruiting Foreign Workers

% 4 . % % .
#oo4 " C '
! ) % % ¢ %%
b
- %% 4
)1 " § / "%
8946% 5 %
- % B §5"C % # * % :
W F ot 9= , :
85" "
B %% " C
* % % § % 0 * 4" %
/ % * - %
B C
C %% !
% * o . %
%% oo . 8%6%
f B < C

2 Human Resources Development Canada, http://labour-travail.hrdc-drhc.gc.ca/worklife/aw-
overview-recommendations-en.cfm#1.
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2 youthPath, http://lwww.youthpath.ca.
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Organization Name:

Title:

Department: (optional)
Date: (optional)
Prepared By: (optional)
Supervisor:

Main Function:

Describe the overall responsibilities of the job in one or two
sentences.

Duties:

List the work duties in order of importance. Use action words to
describe the duties. Don’t forget to include how the task should be
done, where that is important.
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Physical Demands:

This section should include a description of working conditions which
might affect some individuals’ ability to do the work.

Skills:

List the knowledge, personal management and teamwork skills
needed.

Education and Experience:

Identify the education and experience needed. Where possible,
include different combinations of education and experience to widen
your selection of applicants.
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Position Title:

Required
Experience/Skills:

Education:

Essential
Functions:

Salary/Wage
Range:

Managing Your Human Assets
Module 2: Recruitment



+ A

Template C-p 1

Recruitment
Strategy

Cost

Number of
Responses

Number
Interviewed

Number
Hired

Average
response
time

Cost per
hire (cost +
# hired)

Newspaper
ads

Personal
Contacts

Drop-ins

Websites

DCRE
postings

Other
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