Advanced Interviewing and selection techniques

Introduction

ADVANCED RECRUITMENT. SELECTION AND ASSESSMENT 
Introduction

At last real advanced programfor people involved in Recruitment and selection.
 Recent published research has shown that the cost of wrong recruitment is estimated at nine time the cost of the persons salary –you just cant afford to make mistakes

In todays  business world Interviewing has been identified as a critical management skill. Proven results have concluded that the 'Old Style' interview is a failure. Published results show it’s less than 1.5% likely to be successful. The new approach to interviewing is to use the behavioural approach – as recommended by psychologists. The approach once mastered will transform your ability to interview effectively. Also featured in this advanced programme will be explanations and demonstrations of psychometric tests and personality questionnaires. This technique – once mastered can be used for appraisal and disciplinary interviews.

Objectives

By the end of this programme you will be able to:
· Recognise the complexities of recruitment and selection in  modern environment

· Understanding the 9 stages of recruitment and selection, and the importance of each stage

· Know how to analyse a particular job and develop a job description and person specification to find the key tasks

· Apply and use a plan for selection short listing that will dramatically save time

· Consider the concept of and know when to use testing, and personality questionnaires and when assessment centers are appropriate.

· Be able to use the new skills of the behavioural interviewer

· Be able to design and use the two step questioning technique which has numeric scoring.

· Be able to write and practice using pre written questions and the balanced score scoring system.

· Be able to use and decode behavioural body language

· Practice live interviewing to perfect your skills

Training Methodology

Very practical, interactive, delegates get to keep a video of their own performance in the course, video film examples and group work. All carried out in a relaxed supportive atmosphere. Due to the practical nature of this course –the participant numbers will be restricted.

Organisational Impact

· Maximise time, effort and costs of recruitment

· Know how to design recruitment and selection procedures that incorporate self selection into the process to save company time

· Utilize the techniques of job analysis to prepare a job description and person specification

· Be able to use the new behavioral system as an effective tool to aid recruitment

· Provide up to date solutions to information packs for candidates

· Build awareness of competitors benefit system

· Maximise your effort in recruitment and minimize error rate dramatically

Personal Impact

· You will assess your own understanding and experience in recruitment and selection

· You will know the nine stages in a successful recruitment programme

· You will get to practice the skills required during the interview process

· You will develop personal action plans for improvement - particularly the balanced score method and the new behavioural questioning system

· You will have carried out an interview using the technique gathered

· You will be able to use techniques to discover when documents are falsified or when the candidate is not telling the truth.

Competencies Emphasised

This programme aims to enable participants to develop the following competencies:
· How to interview to an International standard

· How to decode Body language

· How to decide if testing and personality questionnaires are appropriate

· How to structure and conduct interview questions to a standard

· Forward Planning

· Interpersonal Skills

Who Should Attend?

Whether you have vast experience in recruitment of just a few years, this programme will be of benefit to all. It will be of particular benefit to those who want to explore opportunities for improving their current recruitment and selection process in their own organisation as well as building upon their existing personal skills. This is a practical course – run by an acknowledged Psychologist who specialises in the new behavioural recruitment skills and profiling.

 SEMINAR OUTLINE 

SESSION 1

Skills development
· Introduction and seminar objectives

· Self assessment – knowledge and interviewing skills

· The recruitment process – the new process map including testing and why we use behavioural questionnaires

· Importance of behavioural listening skills –DVD demonstration and exercise

· Completion of a world class personality profile for feedback later in the week

· End of session review

SESSION 2

The Recruitment Process
· Why people cheat and lie at interviews – demonstrations

· The need for Testing –psychometric ability tests, ability tests and medical issues. Practical demonstrations

· Personality profiles the big five measurement profilers

· The process of interviewing – Step one Identifying the key processes of the job

· The process of interviewing - Step two incorporating all the technical information – writing the job advert –the new style

SESSION 3

The Art of interviewing
· The process of interviewing -Step three – Short listing, and the new way of preparing behaviour led interviewing questions – video Knowledge based and probing questions. PRACTICE

· The process of interviewing - Step four Pre writing interview questions using the behavioural score system -PRACTICE

· The process of interviewing – Step five – how to ask and take replies from the questioning process – examples.

· The process of interviewing – How to tell when candidates are not telling the truth –video clips and examples

SESSION 4

Practice Makes Perfect
· Step six - How to sell the company and be a model PR person throughout the interview

· Step seven – The techniques of running a professional interview – room layout, positioning, how to structure the panel. PRACTICE

· Step eight – Two techniques to radically improve the decision making progress. PRACTICE

· Step nine – ensuring your interview is in accordance with international law – examples and demonstrations – video “what did I do wrong

· End of session review

SESSION 5

Final interviews
· Review of previous learning

· Practical interviews

· Interview feedback

· Observation skills

· Interview process in practice

· Review of listening skills

· Review of question techniques

· Observable behaviour from candidates

· Observable behaviour from interviewer

End of course review presentation of certificates

