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A GUIDE TO RECRUITMENT
Recruitment for HR Professionals, Managers, Business Operators and Recruiters
COURSE OVERVIEW

Our recruitment training programme ensures that all participants are equipped with the essential knowledge regarding 'Recruitment' and the skills to make informed decisions regarding the placement of a candidate. In addition, the programme equips participants with the knowledge and skills to advise, counsel and support applicants during the recruitment and selection process.   The course will cover the practical skills needed to make recruitment interviews productive and focused. It will allow delegates to understand the stages of the recruitment process and then show them how to conduct an effective interview so that they are able to attract the best candidates and choose the best person for the job. 
	NQF level
	No. of credits
	Unit standard title
	Unit standard number

	5
	9
	Recruit and select candidates to fill defined positions
	12140


DURATION

6 Weeks Self-Study.  Examination upon completion.
OBJECTIVES
This course is not only aimed at developing awareness and knowledge but will help participants to develop practical skills. The course is conducted in a fun, theoretical and practical workshop environment.
TARGET AUDIENCE
This course is designed for people who recruit and select people within an organisation or the personnel recruitment industry for the public sector. In this intensive course, delegates will learn to prepare, recruit and select suitable candidates who will meet organisational requirements.
LEARNING CONTENT

· Candidate Search

· The Myth of the Perfect Employee

· The Recruitment Lifecycle

· Promoting the Vacancy

· Successfully Targeting Candidates 

· Your Web Presence – What does it say about you?

· Interviewing and Assessing Applications

· What to assess in candidates?

· Communication in Recruitment 

· Assessment Rules

· Cultural Fit 

· Induction & Integration

· Importance of successful planning and preparation

· Individual steps in the recruitment process

· Taking an order from a prospective client

· Qualities of a successful job specification

· Qualifying questions

· Essential information to obtain

· Body language

· Advertising as part of the recruitment cycle

· How to write an advertisement

· How to take an advertisement response

· Candidate screening

· Candidate curriculum vitae

· Application forms

· Interviewing

· Advanced interviewing techniques

· Candidate reference checks

· Short listing and selection

· Referrals

· Client and candidate feedback

PRICE/COST OPTIONS

R1 290,00 per delegate.  Includes all training material, assignments, examination, certificate and shipping of material.
ENROLMENT FOR THIS PROGRAMME

To enrol your delegate for this course, kindly contact 012 376 4278 or e-mail Chantelle at chantelle@skillsforbusinessdevelopment.org 
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