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	RECRUITMENT TOOLKIT

	PART A: Pre - Interview

	

	· Who Should Recruit?
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WHO SHOULD RECRUIT?
Summary:

Who should recruit largely depends on the position that is being filled and the size of the organisation. 

	OTHER:

	HR Officer
	The human resources officer in a company of medium size usually performs a similar function to an outside agency .He /she advertises for, interviews and screens applicants and refers them for final selection to the head of the department requiring the labour. They can make recommendations; however, the final choice is mostly left to the department head. 

	Group Members
	Where employees work in close-knit groups or semi-autonomous work groups, often the group members are allowed to make the final selection. Since it is important that these groups function as a close-knit unit, the new recruit must be able to fit in with the rest of the group. In a situation like this, the members of the group may meet the applicant in an informal situation to assess his/her suitability. 

	Agencies
	Companies may also choose to use employment agencies that would handle specific categories of staff, e.g. clerical, managerial or professional staff. The agency is assigned the task of submitting a short list to the company for final selection. This is a valuable means of saving time where otherwise important employees would have to be removed during production time to interview applicants. However, it can also be costly, and you need to consider carefully the advantages and disadvantages. 


	IN GENERAL (SMALL BUSINESS):

	Position
	Who should Recruit?

	Executive Staff
	CEO or General Manager

	Accounting and Clerical Staff
	Company Secretary/Financial Controller / Office Manager

	Factory Labour
	Production Manager

	Office Staff and other labour for stores and transport
	Purchasing officer (warehouses manager)

	Retail Staff
	CEO or General Manager


