
Introduction

· Recruitment is one of the biggest single costs for those managing staff, according to The Chartered Institute for Personnel and Development. To get the maximum value from the recruitment process, managers need a number of key skills. They need to be able to shortlist a good selection of suitable candidates and effectively interview the candidates they select to identify the right person for the job.
· Shortlisting Candidates and Interview Techniques provides a basic introduction to shortlisting and outlines essential guidelines for successful interviewing.

Who is the course for?

· This course is most suitable for people who are likely to become first-time managers, or are already in the post but have had little or no formal training and limited work experience. It is particularly appropriate for team leaders, owners of small businesses and sales professionals. The easy to follow, step-by-step format of this course means people can work at their own pace, making it ideal for anyone who is new to the shortlisting and interviewing process. This course is appropriate to any business sector, there are no formal entry requirements and employees do not require any prior experience.

What will you get from this course?

When you have completed this course, you will know how to:

· Identify a pool of high quality candidates using assessments and an objective shortlisting process

· Conduct a successful recruitment interview.

