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How the recruitment toolkit will help you

This toolkit will help you get the right person for the right job.

It takes you through some simple procedures and basic skills that 
are designed to help you achieve good practice at every stage of the 
recruitment process.

The toolkit has been structured around the e-Recruitment system 
workflow and adapted to give all College recruiters, whether 
experienced or otherwise, the information they require to work 
effectively and efficiently to bring on board the right people.

The advice is practical, easy to follow and realistic in terms of what 
a busy manager can be expected to do.  If time is short you may 
prefer to concentrate on the Key Points sections, but for best results 
read the whole toolkit.
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KEY POINTS

1. Get the right people for the job 
and avoid litigation.

2. GOOD PRACTICE = SAFE 
PRACTICE.

1.  KEY PRI NCIPLES

To protect the College from litigation and to ensure we get the right people for the job, 
professional recruitment has never been more important than it is right now.  Whether 
recruiting leading academics or office staff, grooms or veterinarians, we must follow due 
process and best practice.

Statistics from the Chartered Institute of Personnel and Development (CIPD) show that 
the average cost of replacing an employee is currently £8,000.  The College needs recruiting 
managers to ‘get it right first time’.

Good practice is at the heart of everything we do.  Our aim is to help you develop skills, 
techniques and processes that will simplify recruitment as much as possible and minimise 
risk; to you individually and the College as a whole.

Experienced interviewers can share the opportunities to discover new ways of doing things 
as well as sharing their successes and failures.  We all learn from each other.  

Chairs of selection panels are expected to have completed RVC recruitment and equality 
and diversity training.
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2. Stage 1: Pre-recruitment Planning
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KEY POINTS

1. Planning is crucial for an 
effective recruitment process; 
do not underestimate the 
benefits of thorough planning in 
the early stages.

2.
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WHAT IS HERA?
It stands for Higher Educational Role Analysis

There are many ways HERA competencies can help you so check them out in Appendix 1. 

In recruitment they are the key to developing effective Job Descriptions and Person 
Specifications.

There are 14 HERA competencies; most jobs will contain elements of most of these, 
however, for recruitment purposes you should focus on the five or six most relevant ones.  
The competencies help define the key areas of skill, knowledge and behaviour that are 
required to do the job as the College wishes it to be done and also what level the prospective 
job holder is expected to work at.

Many recruiters at the College have been using HERA for several years and have found 
them easy to use both in successfully recruiting the right people and subsequently linking 
them to objectives set during probation, personal development plans and appraisal.

Like to know more? – check out the staff recruitment section on the intranet for several 
examples of HERA’d Job Descriptions and Person Specifications.

https://intranet.rvc.ac.uk/HR_internal/StaffRecruitment/jobevalmgr.cfm

KEY POINTS

For more info about HERA see 
Appendix 1

The 14 HERA Competencies:

1. Communication

2. Teamwork and motivation

3. Liaison and networking

4. Service delivery

5.    Decision making process and 
outcomes

6.  Planning and organizing resources

7. Initiative and problem solving

8. Analysis and research

9.  Sensory and physical demands

10. Work environment

11. Pastoral care and welfare

12. Team development 

13.  Teaching and learning support

14. Knowledge and experience
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WRITING THE JOB DESCRIPTION AND PERSON SPECIFICATION

The Job Description must:

�s���B�E���A�N���A�C�C�U�R�A�T�E���S�U�M�M�A�R�Y���O�F���T�H�E���R�O�L�E��

�s�����I�D�E�N�T�I�F�Y���T�H�E���L�E�V�E�L���A�N�D���A�U�T�O�N�O�M�Y���E�T�C�����W�I�T�H�I�N���T�H�E���R�O�L�E��

�s���B�E���C�L�E�A�R���T�O���P�O�T�E�N�T�I�A�L���C�A�N�D�I�D�A�T�E�S��

The Person Specification must be:

�s���C�L�E�A�R�L�Y���L�I�N�K�E�D���T�O���T�H�E���*�O�B���$�E�S�C�R�I�P�T�I�O�N��

�s���M�E�A�S�U�R�A�B�L�E��

�s���A�P�P�R�O�P�R�I�A�T�E��

�s�����N�O�N�n�D�I�S�C�R�I�M�I�N�A�T�O�R�Y����

�s�����D�I�V�I�D�E�D���I�N�T�O���%�S�S�E�N�T�I�A�L���A�N�D���$�E�S�I�R�A�B�L�E���C�R�I�T�E�R�I�A���A�N�D���M�U�S�T���C�O�V�E�R���T�H�E���K�N�O�W�L�E�D�G�E�����S�K�I�L�L�S���A�N�D��
experience needed for the role.
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THE PERSON SPECIFICATION

The PS is the ‘standard’ by which you will judge candidates.  To create one you must be 
clear about the level of knowledge, skills and experience required to do the job competently.

If the standard is too broad, eg. ‘experience with spreadsheets’, it is not a clear enough 
requirement. It would be much better to clearly state more exact requirements, for example:

�s���@�B�A�S�I�C���U�S�E���O�F���S�P�R�E�A�D�S�H�E�E�T�S���F�O�L�L�O�W�I�N�G���A���S�T�A�N�D�A�R�D���P�R�O�C�E�S�S���O�F���D�A�T�A���E�N�T�R�Y��
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JOB DESCRIPTION 
 
This form  summarises the purpose of the job and lists its key tasks. 
It may be varied from time to time at the discretion of the College in consultation with the postholder . 
 
 
Job Title:   

 
Job ref no:  

 
Grade:  

 
Department:   

 
Accountabl e to:   

 
Responsible for:   

 
Job summary: 
 
 
 
Competency:  
Key tasks: 
 
 
 
Competency:  
Key tasks: 
 
 
 
Competency:  
Key tasks: 
 
 
 
Competency:  
Key tasks: 
 
 
 
Competency:  
Key tasks:  
 
 
 
Competency:  
Key tasks:  
 
 
 
Flexibility: To deliver services effecti vely, a degree of flexibility is needed, and the post holder  may be required to perform 
work not specifically referred to above.  
 

These templates can be downloaded from the staff recruitment section of the HR intranet.
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*A = Application Form      I = Interview 

PERSON SPECIFICATION 
 
This form lists the essential and desirable requirements needed in order to do the job. 
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5. STAGE 4: Gaining approval for your post – 
completing the Staff Request Form (SRF)
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GAINING APPROVAL FOR YOUR POST – COMPLETI NG THE STAFF 
REQUEST FORM (SRF)

Completing the Staff Request Form is the process through which you gain authorisation to 
�R�E�C�R�U�I�T���T�O���A���N�E�W���P�O�S�T�����O�R���T�O���F�I�L�L���A�N���E�X�I�S�T�I�N�G���O�N�E���T�H�A�T���H�A�S���B�E�C�O�M�E���V�A�C�A�N�T�������9�O�U��must complete 
the SRF before going ahead, HR cannot advertise a vacancy for you until recruitment has 
been authorised.

HR can advise and assist with all the following tasks but because you know the job best, it is 
your responsibility to:

�s����
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DEADLINES

Deadlines are often vitally important so check with HR at the outset if you are concerned 
about timing.

HR will tell you who your contact for this post will be and liaise with you regarding any 
issues, queries etc. including media options. 

HR encourage you to meet them face to face to discuss requirements, so make contact; it 
can be very useful and helps speed the process along especially if there are timescale issues.

The SRF must be approved by the relevant HOD, Finance and the Principal (unless the role 
is fully grant funded); this all takes time, so build this into your planning.

After approval by the Principal you should review advertising, shortlisting and interview 
dates and amend if necessary in order that the final stated dates are realistic and achievable; 
seek HR’s advice on what is realistic.

Avoid setting dates ‘in stone’ in case the approval process takes longer than expected; discuss 
dates with HR in order to determine and agree workable timelines.

KEY PEE
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ADVERTISING THE VACANCY

External v Internal

The law does not require you to advertise all posts either externally or internally.

However, it is normally good practice to advertise externally and it gives you access to a 
wider pool of talent.

Sometimes advertising internally only can help avoid making someone redundant or allow 
you to promote from within, but discuss this first with HR.

�s�����(�2���P�L�A�C�E���A�L�L���E�X�T�E�R�N�A�L���A�D�V�E�R�T�I�S�E�M�E�N�T�S���V�I�A���T�H�E���#�O�L�L�E�G�E���S���A�D�V�E�R�T�I�S�I�N�G���A�G�E�N�C�Y�����W�H�O���I�N���T�U�R�N��
can advise on the best media to suit your requirements.

�s�����C�O�S�T�S���A�N�D���R�E�S�U�L�T�S���C�A�N���V�A�R�Y���E�N�O�R�M�O�U�S�L�Y���A�C�C�O�R�D�I�N�G���T�O���W�H�I�C�H���M�E�D�I�A���A�R�E���U�S�E�D���A�N�D���T�H�E�R�E���A�R�E��
many specialist ones which can be used for particular jobs.

�s�����Y�O�U���M�A�Y���A�L�S�O���W�A�N�T���T�O���A�D�V�E�R�T�I�S�E���I�N���P�A�R�T�I�C�U�L�A�R���P�U�B�L�I�C�A�T�I�O�N�S���T�O���U�S�E���Y�O�U�R���A�D�V�E�R�T�I�S�I�N�G���T�O���A�T�T�R�A�C�T��
applications from under- represented groups.

�s�����W�H�E�N���Y�O�U���N�E�E�D���T�O���F�I�L�L���A���P�O�S�T���Q�U�I�C�K�L�Y���W�I�T�H���T�H�E���M�I�N�I�M�U�M���O�F���F�U�S�S�����R�E�C�R�U�I�T�M�E�N�T���A�G�E�N�C�I�E�S���M�A�Y��
be appropriate. 

�s�����F�O�R���V�E�R�Y���S�E�N�I�O�R���P�O�S�T�S���E�X�E�C�U�T�I�V�E���S�E�A�R�C�H���A�G�E�N�C�I�E�S���M�A�Y���B�E���U�S�E�D����

KEY POINTS

Advertising externally
�…���H�J�W�F�T���Z�P�V���U�I�F���X�J�E�F�T�U���D�I�P�J�D�F���P�G��

applicants and meets any ethical 
concerns you or your colleagues 
might have

Advertising internally
�…���F�O�B�C�M�F�T���Z�P�V���U�P���Q�S�P�N�P�U�F���G�S�P�N��

within and maintain motivation
�…���D�B�O���T�P�N�F�U�J�N�F�T���I�F�M�Q���X�J�U�I���U�I�F��

redeployment of someone at risk 
of redundancy

�…���T�B�W�F�T���U�J�N�F���B�O�E���N�P�O�F�Z

You may want to advertise externally, 
but you don't have to.

HR can advise on:
�…���N�F�E�J�B
�…���T�Q�F�D�J�B�M�J�T�U���T�L�J�M�M�T
�…���V�O�E�F�S���S�F�Q�S�F�T�F�O�U�F�E���H�S�P�V�Q�T
�…���B�H�F�O�D�J�F�T
�…���F�Y�F�D�V�U�J�W�F���T�F�B�S�D�I
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ADVERTISING
 
Some advice from advertising professionals

To get the best response your advertisement must CONNECT with your TARGET 
AUDIENCE.

�4�A�R�G�E�T���A�U�D�I�E�N�C�E�S���6�!�2�9���A�C�C�O�R�D�I�N�G���T�H�E���4�9�0�%���/�&���*�/�"���Y�O�U���A�R�E���R�E�C�R�U�I�T�I�N�G���F�O�R��

To connect effectively your ad needs to create:

�s���!�7�!�2�%�.�%�3�3���B�Y���A�P�P�E�A�R�I�N�G���I�N���T�H�E���R�I�G�H�T���P�U�B�L�I�C�A�T�I�O�N���A�T���T�H�E���R�I�G�H�T���T�I�M�E��

�s���0�2�%�&�%�2�%�.�#�%���F�O�R���Y�O�U�R���J�O�B���O�V�E�R���T�H�E���C�O�M�P�E�T�I�T�I�O�N���S���B�Y���U�S�I�N�G���A�P�P�R�O�P�R�I�A�T�E���L�A�N�G�U�A�G�E���A�N�D���T�O�N�E��

�s���+�.�/�7�,�%�$�'�%���B�Y���G�E�T�T�I�N�G���T�O���T�H�E���P�O�I�N�T���A�B�O�U�T���W�H�A�T���T�H�E���J�O�B���I�N�V�O�L�V�E�S��

�s���'�E�T���T�H�I�S���R�I�G�H�T���A�N�D���Y�O�U���W�I�L�L���E�L�I�C�I�T���T�H�E���2�%�3�0�/�.�3�%���Y�O�U���N�E�E�D��

KEY POINTS

the best ads create the most 
IMPACT
impact is VISUAL
but it will be much greater if your 
text is
SHORTER
and more READABLE

get this right and your ads will also 
be more COST EFFECTIVE

your ads will be more successful if 
they
QUICKLY
INFORM
your TARGET AUDIENCE about 
the job in ways that APPEAL to 
them and tell them how to get more 
DETAILS
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RECRUITMENT FROM OVERSEAS

If you might recruit from overseas there are frequently changing legal requirements which 
mean that:

�s���T�H�E���R�E�C�R�U�I�T�M�E�N�T���P�R�O�C�E�S�S���M�A�Y���T�A�K�E���L�O�N�G�E�R��

�s�����T�H�E�R�E���I�S���N�O���G�U�A�R�A�N�T�E�E���Y�O�U���W�I�L�L���B�E���A�B�L�E���T�O���A�P�P�O�I�N�T���S�O�M�E�O�N�E���F�R�O�M���O�U�T�S�I�D�E���T�H�E���%�5����

Always check on the latest position regarding rules and processes.  There is no flexibility 
around Government restrictions currently in place on workers from outside the EU.

As a matter of course, all RMs will be asked to state if it is possible they may wish to fill a 
vacancy from inside or outside the EU. 

If it is from outside the EU please bear in mind:

�s�����W�E���H�A�V�E���T�O���A�P�P�L�Y���F�O�R���A���#�E�R�T�I�F�I�C�A�T�E���O�F���3�P�O�N�S�O�R�S�H�I�P���A�N�D���T�H�E�R�E���I�S���N�O���G�U�A�R�A�N�T�E�E���I�T���W�I�L�L�� 
be granted.

�s���W�E���M�U�S�T���A�D�V�E�R�T�I�S�E���T�H�E���V�A�C�A�N�C�Y���E�X�T�E�R�N�A�L�L�Y��

KEY POINTS

Check with HR for the latest 
position regarding restrictions 
etc.; they monitor the situation 
weekly.
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7. STAGE 6: Shortlisting
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SHORTLISTING

Why do we need to shortlist the way we do?

�"�E�C�A�U�S�E���I�T���E�N�A�B�L�E�S���U�S���T�O���M�E�T�H�O�D�I�C�A�L�L�Y���A�S�S�E�S�S���A�L�L���C�A�N�D�I�D�A�T�E�S���A�G�A�I�N�S�T���T�H�E���0�E�R�S�O�N���3�P�E�C�I�F�I�C�A�T�I�O�N��
using the online shortlisting system.

Shortlisting is the first stage of the recruitment process where you begin to involve other 
members of the Selection Panel.  Over and above ensuring that they are representative of the 
key areas the job holder will come into contact with, there are no hard and fast rules about 
the composition of panels, however please bear in mind the following:

A note on the composition of Selection Panels

Appointments to all posts at the College must be made in accordance with the College’s 
commitment to equality of opportunity and the requirements of its Single Equality Scheme.  
Due consideration must be given to ensure that Selection Committees reflect appropriately 
the diversity of the College community. In this regard, they must always include one male 
and one female member.

KEY POINTS

The work you did compiling the 
essential and desirable criteria will 
come into its own now.

The Selection Panel can work online 
at a convenient time, reducing the 
need for as many meetings.

Reflecting diversity is important; 
try to do this when choosing your 
Selection Panel.

Do not form a single sex panel.
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As part of our Single Equality Scheme Action Plan, the College has stipulated that any 
disabled candidate who meets all the essential criteria must be shortlisted for interview.

Shortlisting can be done at any time from day one after the closing date.  Panel members 
may find it easier to do it ‘one day at a time’ rather than leave it all until the last minute.

�9�O�U�R���(�2���C�O�N�T�A�C�T���C�A�N���S�E�E���A�L�L���P�R�O�G�R�E�S�S�����S�C�O�R�E�S���E�T�C�����B�U�T���E�A�C�H���P�A�N�E�L���M�E�M�B�E�R���C�A�N�N�O�T���S�E�E���E�A�C�H��
others’ scores.

The Chair has to score before being able to see the scores of the other panel members.

The Chair makes the final decision about whom to shortlist and communicates via the 
Vacancy Manager system, the candidates who are to be shortlisted, reserved and rejected.

KEY POINT
If a disabled candidate meets all 
the essential criteria they must be 
offered an interview.
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INTERNAL V EXTERNAL APPLICANTS

If an internal candidate does not meet the criteria, do not interview them.

�"�E�T�T�E�R���T�O���D�I�S�A�P�P�O�I�N�T���T�H�E�M���A�T���T�H�I�S���S�T�A�G�E���R�A�T�H�E�R���T�H�A�N���R�A�I�S�E���F�A�L�S�E���E�X�P�E�C�T�A�T�I�O�N�S���B�Y���I�N�V�I�T�I�N�G���T�H�E�M��
to interview.  Instead, give them feedback on their application; this could be very helpful to 
them in the future.

�9�O�U���M�U�S�T���O�N�L�Y���R�A�T�E���W�H�A�T���I�S���O�N���T�H�E�I�R���A�P�P�L�I�C�A�T�I�O�N�����T�H�I�S���I�S���F�A�I�R���T�O���A�L�L���A�P�P�L�I�C�A�N�T�S���A�N�D���T�H�E���O�N�L�Y���W�A�Y��
to achieve consistency.

If you have any concerns or work very closely with an applicant then ask HR for a second 
opinion if it might help.

All applicants must be treated consistently, therefore assessed on what is contained in their 
application only, using the objective rating system.

KEY POINTS

Don't be kind.

Don't take the easy way out.

Give honest, constructive feedback 
if you are not shortlisting them.
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8. STAGE 7: Ensuring an effective interview
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PLANNING

Thorough planning is essential to a successful interview process.  There are two key stages:

�s���P�L�A�N�N�I�N�G���T�H�E���P�R�A�C�T�I�C�A�L���A�S�P�E�C�T�S��

�s���P�L�A�N�N�I�N�G���T�H�E���Q�U�E�S�T�I�O�N�S��

One of the most common mistakes recruiters make is to assume that if they have planned 
for what they want, then all will be well.

In reality, it’s the planning of what the interviewees might want, require or need that can 
make all the difference.

The practical aspects:

�s���I�N�T�E�R�V�I�E�W���D�A�T�E���A�N�D���T�I�M�I�N�G�S��

�s���I�N�T�E�R�V�I�E�W���R�O�O�M��

�s���A�C�C�E�S�S���R�E�Q�U�I�R�E�M�E�N�T�S����

�s���C�O�N�T�I�N�G�E�N�C�I�E�S��

�s���W�O�R�K�I�N�G���E�F�F�E�C�T�I�V�E�L�Y���A�S���A���P�A�N�E�L���U�N�D�E�R���T�H�E���L�E�A�D�E�R�S�H�I�P���O�F���T�H�E���#�H�A�I�R��

KEY POINTS

Put yourself in their shoes!

Each panel needs a Chair, but 
it does not have to be the RM 
(although it often is).
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Although the date and timings of interviews are usually made to suit the interviewers  
you must also take into consideration important requirements of the interviewees which 
could include:

�s�����2�E�L�I�G�I�O�U�S���C�O�N�S�I�D�E�R�A�T�I�O�N�S�����E���G�����F�A�S�T�I�N�G���D�U�R�I�N�G���2�A�M�A�D�A�N���T�H�E�R�E�F�O�R�E���A�N���E�A�R�L�Y���I�N�T�E�R�V�I�E�W���T�I�M�E��
would be preferable.

�s�����(�E�A�L�T�H���I�S�S�U�E�S���E���G�����U�S�E���O�F���M�E�D�I�C�A�T�I�O�N���M�I�G�H�T���M�E�A�N���T�H�A�T���A���C�E�R�T�A�I�N���T�I�M�E���O�F���D�A�Y���W�O�U�L�D���B�E���B�E�S�T����

�s���$�I�S�T�A�N�C�E���T�O���T�R�A�V�E�L���E���G�����S�E�E���T�H�E���M�O�R�E���L�O�C�A�L���O�N�E�S���E�A�R�L�Y���I�N���T�H�E���D�A�Y��

If candidates are to prepare a presentation then let them know as soon as possible rather 
than spring it on them at the last minute.

Interviews are usually between 30 to 45 minutes, plus time for presentations or tests  
if required. 

Time should be allowed at the end of each interview for the panel members to read their 
notes, rate the candidate and discuss final ratings for each candidate before going forward to 
the next interview.

KEY POINTS

As a rule, allow at least two 
weeks between notifying 
candidates they have been 
shortlisted and holding the 
interviews.

Longer time may be needed for 
overseas candidates who are 
travelling to the College for an 
interview, although a video link 
interview may be available.

Notes
All panel members must 
take notes of some kind to 
provide evidence for their 
rating, which is especially 
important if the recruitment 
decision is challenged.
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THE CHAIR OF THE SELECTION PANEL

The RM often assumes the role of the Chair but this is not obligatory. It can be delegated to 
another panel member if appropriate. Ask HR for guidance if you are unsure.

The Chair is responsible for:

�s���)�N�T�R�O�D�U�C�I�N�G���T�H�E���P�A�N�E�L���A�N�D���W�E�L�C�O�M�I�N�G���T�H�E���C�A�N�D�I�D�A�T�E��

�s�����&�A�C�I�L�I�T�A�T�I�N�G���T�H�E���D�E�V�E�L�O�P�M�E�N�T���O�F���T�H�E���Q�U�E�S�T�I�O�N�S���B�Y���T�H�E���W�H�O�L�E���O�F���T�H�E���P�A�N�E�L���S�O���T�H�A�T���T�H�E�Y���A�R�E��
each aware of the purpose of all the questions and know who is to ask what question, and 
in what order.

�s���%�N�S�U�R�I�N�G���C�O�N�T�I�N�U�I�T�Y���O�F���T�H�E���P�A�N�E�L���A�N�D���T�H�E�I�R���Q�U�E�S�T�I�O�N�S��

�s���!�L�L���E�Q�U�A�L�I�T�Y���A�N�D���D�I�V�E�R�S�I�T�Y���P�R�I�N�C�I�P�L�E�S���B�E�I�N�G���U�P�H�E�L�D��

�s���-�A�N�A�G�I�N�G���A�N�D���F�A�C�I�L�I�T�A�T�I�N�G���D�I�S�C�U�S�S�I�O�N�S���L�E�A�D�I�N�G���T�O���T�H�E���F�I�N�A�L���D�E�C�I�S�I�O�N�S��

�s���$�O�I�N�G���E�V�E�R�Y�T�H�I�N�G���T�H�E���R�E�S�T���O�F���T�H�E���P�A�N�E�L���A�R�E���E�X�P�E�C�T�E�D���T�O���D�O���A�S���W�E�L�L��

KEY POINTS 

Most of the candidates who attend 
an interview will not be successful, 
but we want them to take back a 
positive view of the College and its 
practices.

All panel members are expected to:

�…���B�D�U���Q�S�P�G�F�T�T�J�P�O�B�M�M�Z���B�U���B�M�M���U�J�N�F�T��

�…�����X�P�S�L���U�P�H�F�U�I�F�S���U�P���F�O�T�V�S�F���H�P�P�E��
continuity

�…�����N�B�L�F���J�U���B���Q�P�T�J�U�J�W�F���F�Y�Q�F�S�J�F�O�D�F���G�P�S��
the candidate

�…�����U�B�L�F���B�Q�Q�S�P�Q�S�J�B�U�F���O�P�U�F�T���P�O���F�W�J�E�F�O�D�F��
of competence, to support their 
ratings and also ensure that all 
candidates can benefit from 
constructive feedback
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PLANNING THE QUESTIONS

Questions must:

�s���B�E���P�R�E�P�A�R�E�D���I�N���A�D�V�A�N�C�E��

�s�����B�E���T�H�E���S�A�M�E���F�O�R���E�A�C�H���C�A�N�D�I�D�A�T�E��

�s�����A�S�K���C�A�N�D�I�D�A�T�E�S���T�O���G�I�V�E���E�X�A�M�P�L�E�S�����E�V�I�D�E�N�C�E�	���O�F���W�H�E�N���T�H�E�Y���H�A�V�E���D�E�M�O�N�S�T�R�A�T�E�D���T�H�E�� 
skills required.

Therefore all candidates have the same opportunity to give evidence of suitability.

The planning and asking of the right questions is vitally important; although questions 
must be prepared in advance and be the same for all candidates, the College would not wish 
panel members to ask questions which actually have already been answered in response to 
an earlier question.

Using the Interviewer’s Question Sheet (see next page) to plan your questions aids 
professionalism by helping to ensure that the interview flows well. 

�"�E�F�O�R�E���T�H�E���I�N�T�E�R�V�I�E�W�S���B�E�G�I�N�����T�H�E���R�E�C�R�U�I�T�M�E�N�T���P�A�N�E�L���S�H�O�U�L�D���A�G�R�E�E���T�W�O���O�R���T�H�R�E�E���Q�U�E�S�T�I�O�N�S��
under each of the competency headings on the Person Specification and note them down on 
the form. It will then serve as a structure for the interviews.  

�"�Y���A�S�K�I�N�G���T�H�E���S�A�M�E���S�E�T���O�F���Q�U�E�S�T�I�O�N�S���O�F���E�A�C�H���C�A�N�D�I�D�A�T�E���Y�O�U���A�R�E���G�I�V�I�N�G���E�A�C�H���O�F���T�H�E�M
the same opportunity to give you information.  However, the skill of the interviewer
is in their ability to phrase the questions in such a way that a ‘conversation’ (as
far as possible) develops between the candidate and the panel members, resulting
in both parties feeling as relaxed as possible in what is inevitably a fairly formal
situation, and able to obtain the information they each require.
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If handled incorrectly the questioning process can become formulaic and repetitive.  Panel 
members are encouraged to ask questions in a personable and reasonably informal manner 
whenever possible.

If a candidate’s answers are insufficient in your opinion then you can (and should) ask 
further probing questions, based on the answers they give you.

Their answers should give you enough information on which to base your ratings and 
subsequent decision.

Every panel member must take notes; it is vital that you have a record of the
evidence each candidate gives in order that you can substantiate the ratings that you
subsequently give.

To summarise:

�s���A�S�K���Q�U�E�S�T�I�O�N�S��

�s���M�A�K�E���N�O�T�E�S��

�s���R�E�A�D���A�N�D���R�E�F�L�E�C�T���O�N���Y�O�U�R���N�O�T�E�S���A�F�T�E�R���E�A�C�H���I�N�T�E�R�V�I�E�W��

�s���E�V�A�L�U�A�T�E���Y�O�U�R���E�V�I�D�E�N�C�E�����O�R���L�A�C�K���O�F���I�T�	��

�s���G�I�V�E���A���R�A�T�I�N�G��

KEY POINTS 

Assessment Sheet ratings:

0 = no evidence of required 
standard

1 = some evidence of required 
standard

2 = meets required standard

3 = exceeds required standard

Decision Sheet ratings:

0 = unappointable

1 = appointable with development 
needs

2 = appointable

3 = appointable with skills beyond 
those required in the post
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INTERVIEW QUESTION SHEET
Selection committee members:

INTERVIEW QUESTION SHEET
�4�H�I�S���F�O�R�M���I�S���A�V�A�I�L�A�B�L�E���F�R�O�M���(�2�����"�E�F�O�R�E���I�N�T�E�R�V�I�E�W�S���B�E�G�I�N�����T�H�E���R�E�C�R�U�I�T�M�E�N�T���S�E�L�E�C�T�I�O�N���P�A�N�E�L���S�H�O�U�L�D���A�G�R�E�E���T�W�O���O�R���T�H�R�E�E��
questions under each of the competency headings on the person specification and note them down on the form. It 
�W�I�L�L���T�H�E�N���S�E�R�V�E���A�S���A���S�T�R�U�C�T�U�R�E���F�O�R���T�H�E���I�N�T�E�R�V�I�E�W�S�����!�L�L���C�A�N�D�I�D�A�T�E�S���S�H�O�U�L�D���B�E���A�S�K�E�D���!�,�,���T�H�E���Q�U�E�S�T�I�O�N�S���O�N���T�H�E���S�H�E�E�T��

�…���*ntroductions – names/roles/location

�…�����1 urpose of the interview – opportunity for both sides to find out 
about the other

�… How long it will last

�… Questions based on Person Specification

�… Taking notes as we go through

�… Opportunity for candidate's questions at end

1

2

3

4
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ASSESSI NG EACH CANDIDATE

At the end of each interview the panel members, individually, review their evidence of each 
competency in question and rate it on the Candidate Assessment Sheet. 

The Chair then leads a discussion and may ask each panel member to substantiate their 
rating if there is disagreement. 

Assessment Sheet ratings:

0 = no evidence of required standard

1 = some evidence of required standard

2 = meets required standard

3 = exceeds required standard

Making the decision

At the end of all the interviews, each panel member should rate each candidate
individually and the Chair enters these ratings onto the form.

A common rating should then be agreed for each candidate by the selection panel as
a whole.

All panel members then participate in the decision making process about whether or
not each candidate is appointable, using the Chair’s Decision Sheet.

Decision Sheet ratings:

0 = unappointable

1 = appointable with development needs

2 = appointable

3 = appointable with skills beyond those required in the post

The Chair should note the candidate selected and a reserve. If they have scored a
‘1’, any development needs identified should be listed in the space provided.

KEY POINTS 

To see a copy of the recruitment 
�G�P�S�N�T���H�P���U�P���J�O�U�S�B�O�F�U����)�3����"���;���G�P�S�N�T��

For more information on effective 
interview techniques see the Skills 
Section.

If you want to develop your skills in 
this area we strongly recommend 
that you attend a Recruitment 
training course.
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9. STAGE 8: Using References
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REFERENCES

All job offers are made on the basis that satisfactory references are received.

The offer can be withdrawn even after the candidate has started,if references prove to be unsatisfactory.

References are generally of limited use apart from Academic references; their main benefit is 
to check and confirm information from the applicant.

References should be written rather than verbal; if a verbal reference is obtained a written 
record of the information should be made and a copy sent to the referee for confirmation 
of the conversation.  Only comments that can be substantiated should be used in the 
recruitment process.

Referees can have various motivations for giving the references they do.  For example, they 
might want to keep the candidate so give a less than glowing reference or they might want 
them to leave and embellish the truth to make them sound more attractive to you! 

They might only give a very straightforward, factual reference because that is organisational 
�P�O�L�I�C�Y�����9�O�U���W�I�L�L���P�R�O�B�A�B�L�Y���N�E�V�E�R���K�N�O�W�����S�O���D�O���N�O�T���M�A�K�E���A�N�Y���A�S�S�U�M�P�T�I�O�N�S��

KEY PO
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TAKING UP REFERENCES 

References should not be taken up without the candidate's permission. Failure to do this 
could compromise an individual in their current role, and also prevents them from doing 
their referees the courtesy of forewarning them that a reference request may be on its way.

It's possible that reading references before an interview could lead to interviewers prejudging 
the candidate so a better approach is to take them up - or certainly only to look at them - at 
the end of the selection process.

References and making an offer

�9�O�U���D�O�N�g�T���H�A�V�E���T�O���M�A�K�E���A���J�O�B���O�F�F�E�R���U�N�T�I�L���R�E�F�E�R�E�N�C�E�S���H�A�V�E���A�R�R�I�V�E�D�����B�U�T���Y�O�U���M�A�Y���W�A�N�T���T�O���I�F��
you're in a hurry.

References should then be taken up as quickly as possible, and you may want to fix a date 
on which the job offer will be withdrawn if they have not arrived.
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10. STAGE 9: Making the offer and giving feedback
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MAKI NG THE OFFER AND GIVING FEEDBACK

The Chair:

�s���O�F�F�E�R�S���V�E�R�B�A�L�L�Y�����U�S�U�A�L�L�Y���B�Y���P�H�O�N�E��

�s���S�U�B�M�I�T�S���T�H�E���*�O�B���/�F�F�E�R���I�N�F�O�R�M�A�T�I�O�N���T�O���(�2���V�I�A���T�H�E���V�A�C�A�N�C�Y���M�A�N�A�G�E�R���S�Y�S�T�E�M��

�s�����C�O�N�T�A�C�T�S���U�N�S�U�C�C�E�S�S�F�U�L���C�A�N�D�I�D�A�T�E�S���B�Y���P�H�O�N�E���A�N�D���O�F�F�E�R�S���F�E�E�D�B�A�C�K���I�F���T�H�E�Y���W�I�S�H���T�O���R�E�C�E�I�V�E���I�T��

HR:

�s���G�E�N�E�R�A�T�E���T�H�E���O�F�F�E�R���L�E�T�T�E�R���T�O���T�H�E���S�U�C�C�E�S�S�F�U�L���C�A�N�D�I�D�A�T�E��

�s���S�E�N�D�S���@�R�E�G�R�E�T�����E�M�A�I�L�S���T�O���U�N�S�U�C�C�E�S�S�F�U�L���C�A�N�D�I�D�A�T�E�S��

Not all offers are accepted so notification to a ‘reserve’ candidate is often delayed until 
acceptance is assured.  Interviewing is a two way process and all members of a recruitment 
panel should remember this; not all offers of employment are accepted.

Giving feedback is an integral part of the recruitment process at the College and all panel 
members should be able to give it if required, although it is often given by the recruiting 
manager or the Chair.

Honest feedback demonstrates respect for the candidate; avoid trying to soften the blow by 
concealing problems or making excuses, which is not helpful to anyone.

KEY POINTS 

For more information on giving 
feedback see the Skills Section, 
page 49.

Honest feedback is vital; it requires 
notes not memory.

Many panel members are reluctant 
to give feedback but it can be very 
beneficial for candidates so the 
College encourages panel members 
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11. STAGE 10: Induction
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INDUCTION

Induction starts on Day one, lasts for about three months and is the responsibility of the 
line manager together with their new employee. All new employees receive a personalised 
Induction Pack whilst the Manager’s Induction Guide provides all the necessary information 
their line manager may need.

We must support the new starter during their induction so that they:

�s���M�A�K�E���A���P�O�S�I�T�I�V�E���T�R�A�N�S�I�T�I�O�N���I�N�T�O���T�H�E�I�R���R�O�L�E��

�s���G�E�T���U�P���T�O���S�P�E�E�D���A�S���Q�U�I�C�K�L�Y���A�S���P�O�S�S�I�B�L�E��

�s���U�N�D�E�R�S�T�A�N�D���T�H�E���#�O�L�L�E�G�E���S���M�I�S�S�I�O�N���A�N�D���V�A�L�U�E�S��

�s���B�U�I�L�D���S�U�C�C�E�S�S�F�U�L���K�E�Y���R�E�L�A�T�I�O�N�S�H�I�P�S��

�s���F�E�E�L���T�H�E�Y���H�A�V�E���M�A�D�E���T�H�E���R�I�G�H�T���C�H�O�I�C�E���T�O���J�O�I�N���T�H�E���2�6�#��

In addition to help from their line manager, support for new employees can come from 
many areas including:

�s���3�E�N�I�O�R���-�A�N�A�G�E�M�E�N�T���-�E�M�B�E�R�S��

�s���&�I�N�A�N�C�E��

�s���(�U�M�A�N���2�E�S�O�U�R�C�E�S��

�s���!�C�A�D�E�M�I�C���2�E�G�I�S�T�R�Y��

�s���!�C�A�D�E�M�I�C���$�E�V�E�L�O�P�M�E�N�T��

�s���%�S�T�A�T�E�S��

�s���2�E�S�E�A�R�C�H���/�F�F�I�C�E��

�s���$�E�P�A�R�T�M�E�N�T�A�L���3�U�P�P�O�R�T��

KEY POINTS 

Check out the Employee’s  
Induction Pack and the Manager’s 
Induction Guide.

Support is available from many 
sources; make sure you make the 
most of it to get your new employee 
off to a flying start.
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12. SKILLS SECTION

1. Working together as a panel

2. Asking questions

3. Active listening

4. Giving feedback
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ASKI NG QUESTIONS

Good interviewers ask questions in such a way that the candidate talks for at least two thirds 
of the time.

Genuine interest in the candidate usually produces an effective response.  Questions should 
be probing, powerful, incisive, calculated and searching - as well as being asked in an open 
and friendly manner!

The most useful questions to ask when interviewing a candidate are those based on 
their previous experience.  This is relevant information - how they behaved in a previous 
situation is the most likely indicator of how they might behave if they worked for you.

Questioning techniques
There are a variety of effective styles of questioning, and a good interviewer will use a good 
mix of them.

Open Questions
Start with who, what, when, why or how:

* How did you achieve.....?

* What is the key to...?

* Why did you...?

Also, 'tell me about...', please describe....' etc. 

Use them at the start of the interview to establish rapport and explore attitudes and feelings.

Probing Questions
Help you to get much more detailed information after their  
initial answer:

* Did you really need to do it that way?

* Tell me about the main obstacles you encountered.

* What was the result of you doing that?

Use them to draw out the examples you need to get to the evidence you require.

KEY POINTS 

Ask questions based on 
previous experience:
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Hypothetical Questions
Are used to test out theoretical knowledge, but don't reveal much about the candidate's 
actual experience:

* What would you do if...?

* How would you cope with...?

* What would happen if...?

Use them, if you must, when the limitations of the candidate's experience makes it difficult 
for them to answer questions with real examples.

Do not use:

Multiple Questions
They have several parts; a string of questions are asked before the candidate is allowed to 
reply, e.g.:

* How does your current job compare with your last, which aspects present the greatest 
challenges, and how have they been overcome?

They can confuse the candidate, or they may choose to answer only one part of the 
question, and might have missed the crucial part for you.

Leading Questions
Well it might seem like stating the obvious, but interviewers often ask them!

* We believe in team work here, do you think team work is important?
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3. ACTIVE LISTENING

Asking effective, well thought out questions is one thing, but you 
can ask the best questions in the world and it will all be for nothing 
if you are not really hearing the answers.  It's all about listening. 
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4. GIVING FEEDBACK 

Feedback is very important. Honest feedback on their application 
and interview performance is important for all candidates, successful 
or unsuccessful.  This applies particularly to internal candidates, 
whose future progression in the College could be crucially 
influenced by their experience of your recruitment process.

Unfortunately many recruiters find giving feedback uncomfortable, 
particularly to unsuccessful candidates who might find the feedback 
disappointing.

One way to deal with this is to focus on evidence as the basis 
for your decision.  This de-personalises things, and reassures the 
candidate that your decision was made on the facts available from 
the information presented to you - rather than any subjective 
judgements about them personally.

If you do this, you are not saying "you've failed" just that "you did 
not give us enough of what we were looking for".

Candidates can then be steered in one of two ways, either:

�s�����4�R�Y���A�G�A�I�N���N�E�X�T���T�I�M�E������I���E�����Y�O�U���A�R�E���A���S�U�I�T�A�B�L�E���C�A�N�D�I�D�A�T�E�����B�U�T���G�I�V�E��
some thought to what evidence you can provide next time round.

�s�����9�O�U���N�E�E�D���T�O���D�E�V�E�L�O�P���Y�O�U�R���S�K�I�L�L�S���I�N���T�H�E���F�O�L�L�O�W�I�N�G���A�R�E�A�S���B�E�F�O�R�E��
applying again.

Resist the temptation to soften the blow by concealing problems or 
making excuses.  This does not help the candidate and may lead to 
them challenging the recruitment decision.

�s�� Fact - candidates - particularly internal candidates - benefit from 
feedback.

�s����Problem - most recruiters find giving feedback uncomfortable.

�s����Solution - use evidence to explain your decision- e.g. "you did not 
give us as much evidence of suitability as other candidates.”

Suggest that they either try again or develop their skills before they 
do so.

Honest feedback demonstrates respect for the candidates and 
is safer for you.
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COMPETENCIES
Examples of tasks and evidence, from simple to more complex

COMPETENCY
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COMPETENCY TASK EVIDENCE

4 Service Delivery ‘React appropriately to requests for 
advice or information’

‘Actively promote the services of the 
College to others’

‘Set overall standards of service offered’

Examples of responding to colleagues, students, members of the 
public, drawing on prepared materials.

Evidence of having discussed customer needs to establish the 
best solution available, e.g. agreeing of a conference programme, 
designing a brochure or contacting potential customers to sell 
them services the College can provide.

Evidence of having forecasted the influence of new legislation 
and developed new procedures in response, or set and 
maintained standards for the College’s cleaning or security 
services.

5 Decision Making ‘Autonomy to make decisions regarding 
own work’

‘Autonomy to make decisions regarding 
immediate team’

‘Autonomy to make decisions affecting 
the organisational unit as a whole’

‘Autonomy to make decisions affecting 
the future development of the College’

Examples of having spent cash within a local budget, decided 
when to hold a meeting, chosen materials etc.

Examples of having bought stock or equipment, authorised 
expenditure from a divisional budget, purchased software or 
recruited staff.

Examples of allocating responsibilities to groups of staff on 
an on-going basis, decided on overall allocation of resources, 
decided on the structure of an organisational unit.

Examples of having secured external funding allocations, 
decided on the types of course to be offered, worked on mergers 
with other institutions.

6 Planning and Organising 
Resources

'Plan and organise own work'

'Organise the work of others'

'Operational planning – including 
development of human, physical or 
financial resources'

Examples of having worked to a set pattern each day, preparing 
food or processing data; or completed tasks where there is a 
discretion as to what to do when, e.g. produced a departmental 
prospectus or designed a piece of software.

Examples of having managed and been accountable for 
the resources (people, time, money) of a sub section of an 
organisational unit or managed a project such as a health and 
safety audit.

Examples of having managed the staff of a department or a unit, 
including setting objectives and monitoring progress; managed 
a large research grant or collaborative project with responsibility 
for setting the budget.
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COMPETENCYNC
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14. Appendix 2

Templates and Example Online Forms
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EXAMPLE CANDIDATE ASSESSMENT SHEET
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EXAMPLE CHAIR’S DECISION SHEET
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