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1. INTRODUCTION
Don’t just pay lip-service to ‘people-power’ – make your organization truly talent-attractive. 



  


        Tom Peters
Recruitment – the elusive art of securing the perfect ‘fit’ between company and individuals. Is it possible? 

You’ve all been in an interview situation at some stage of your working life – and we all know the feeling of being put under a magnifying glass! Years ago the interview often consisted of a series of questions to assess you as a person and the ‘feel good’ aspects that the interviewer deemed important or relevant. Thus the typical questions like’
· Why should we appoint you?

· What are your key strengths and your key weaknesses?

· What do you have that we need?

And so on …
The landscape of the recruitment industry has changed significantly and has become much more focused and scientific – thus new terms such as behaviour-based selection, e-recruitment, outplacements, niche-recruitment and many more have developed.

According to Swanepoel, et al (South African Human Resources Management, 2003) recruitment are those activities in the Human Resources (HR) function that are designed to attract sufficient job applicants who have the required potential, competencies and traits to fulfill the job needs and to assist the organization to achieve it’s objectives.

As such the challenge is to attract and retain the interest of relevant talent and to inspire them to apply for positions. Inherent to recruitment (and often forgotten) is the need to project a positive image to the outside world. Inherent to the recruitment process are the following:

· Attraction 

· Brand and image management

· Talent retention

· Value-add

· Cost 

Recruitment is not only about the optimal fit between the person and the organization, but also to find the best fit between the job requirements and the applicants available. If both are achieved, it is believed to lead to increased job satisfaction and job performance.
2. LATEST TRENDS IN RECRUITMENT
2.1 E-RECRUITMENT

One of the new buzzwords and one of the latest trends in recruitment is ‘e-Recruitment’. In laymen terms it can be described as online recruitment and it uses technology or web-based tools to assist the recruitment process. The tool can be a job website, the organisation’s corporate website or its own intranet. Many large and small organizations are using Internet as a source of recruitment. Job vacancies can be posted on relevant job sites on the internet. 

Job seekers can also send their applications or Curriculum Vitaes (CV’s) electronically to large databases and websites that can be browsed by employers, recruiters and head-hunters.

According to the Chartered Institute of Personnel and Development (CIPD) in the United Kingdom, the use of technology within HR Management has grown considerably in recent years:

· A CIPD survey in 2005 showed that 77% of organisations internationally used some form of HR information system
· 51% of organisations reported that their use of technology systems were for recruitment and selection purposes
· Almost two-thirds of respondees to a 2006 survey described themselves as using e-recruitment
· Eighty-four percent (84%) of respondents have made greater use e-mail applications in the last three years
· Over 70% organisations also say they are advertising jobs on their corporate websites and using online applications
In South Africa the following was found in a survey conducted by CareerJunction, with HR directors and managers from 60 of the top 200 companies (as defined by the Financial Mail):

· Approximately two-thirds (68.97%) believe the internet is an effective recruitment channel

· Almost half (46.81%) are using it as part of their overall recruitment strategy
· The results show an increase of 22.81% since 2003 in online recruitment

In South Africa we still use traditional methods more than overseas. South African companies that use e-recruitment also use the following methods:

· Printed media (25.19%)

· Recruitment agencies (37.04%)

· Word-of-mouth (18.52%)

· Other means (19.26%)


In South Africa most organisations have a careers page on their website (71.43%). 

In line with international trends, most South African companies opt to rent recruitment application technology and services (27.78%), compared to 5.6% who opted to develop their own technology.
 
An interesting statistic is that over 84% of South African companies store resumes in a talent pool database.


Types of advertising:

· Four out of five companies (81.25%) have a careers page on their website
· Just over six percent (6.25%) advertised their job pages in print
· Just over twelve percent (12.50%) made use of job boards
The key drivers for e-recruitment are:
· Reducing recruitment costs 

· Broadening the selection pool

· Increasing the speed of time to hire 
· Greater flexibility and ease for candidates

· It strengthens the employer brand
More and more South African organisations take a ‘partnership’ approach, working closely with recruitment consultancies and specialised web agencies who manage the online process for them as they don’t have the necessary skills in-house. 
Commercial job boards are also growing. These are large databanks of vacancies. These may be based on advertising in newspapers and trade magazines, employment agencies, specific organisation vacancies, social networking websites and many other sources. They often have questionnaires or tests for applicants to improve their job-hunting skills to act as an incentive for them to return. 

Pnet.co.za and careerjunction.co.za are examples of a commercial job boards. 
Advantages of using e-recruitment 

· Speed up the recruitment cycle and streamline administration 

· Allow organisations to make use of IT systems to manage vacancies more effectively and co-ordinate recruitment processes 

· Reduce recruitment costs 

· Reach a wide pool of applicants or a niche pool of applicants
· Make internal vacancies widely known across multiple sites and separate divisions 
· Enhance the image of an up-to-date organisation, reinforcing employer branding and giving an indication of organisation culture 
· Offer access to vacancies 24 hours a day, 7 days a week reaching a global audience 
· Be a cost-effective way to build a talent bank for future vacancies 
· Help handle high volume job applications in a consistent way 
· Provide more tailored information to the post and organisation eg case histories of the ‘day in the life’ or self-assessment questionnaire or quiz to assess fit with role 
· Be spontaneous for candidates as ease of use means there is the ability for applications to be instataneous. 

Disadvantages of using e-recruitment 

· Limit the applicant audience as the Internet is not the first choice for all job seekers – a large portion of SA’s talent do not necessarily have access to a computer 

· May cause application overload or inappropriate applications 
· Limit the attraction of those unable to fully utilise technology eg certain disabled groups 

· Give rise to allegations of discrimination, in particular the use of limited keywords in CV search tools 

· Make the process impersonal, which may be off-putting for some candidates 

· ’Turn-off’ candidates, particularly if the website is badly designed or technical difficulties are encountered 

· Lose out on candidates, especially if your own website is below the search engine ranking of your competitors 

· Provide too little or inappropriate information, for example, corporate recruitment guidelines might not be written in a web friendly style.

According to general marketing trends for 2008, online networking and advertising will become increasingly popular as a means to communicate with and attract the generation X & Y market.
In South Africa, more and more people have regular access to the internet and this has resulted in the steadily increasing, successful use of Online Recruitment advertising and online Social Networking strategies. 
Online Recruitment – Reaching Generation X & Y

Although traditional newspaper advertising remains effective, more and more jobseekers are realising the true value of online recruitment. 
Further research conducted by GradX.net (RSA), suggests that graduates, the next generation of talent to hit the job market, are using more online recruitment tools than ever before due to increased access to the internet at Universities. Graduates cite online recruitment as easy to use and flexible in terms of time as they are no longer limited to applying for jobs during office hours.

2.2 SOCIAL NETWORKING – THE NEXT CANDIDATE RESOURCE
Social networking sites have been flagged as the next most valuable resource for recruiters and HR personnel looking to successfully attract talent. As many generation X & Y candidates are active members and regular visitors to these sites, often to keep in touch with friends and colleagues across the world, the opportunities for attracting not only a local, but also a global pool of talent is endless.

The most popular social networking sites used in South Africa include Facebook and LinkedIn. Both of these sites are well frequented within the United States, the United Kingdom, Australia and Canada and to a lesser extent, other areas of Europe.

Statistics show that Facebook has a current average of 66 million educated active users within the Generation X group, who are joined to a range of over 55 000 regional, work related, tertiary education and high school networks.  LinkedIn is a more corporate network of educated professionals and comprises of more than 19 million individuals from around the world representing 150 industries.

These statistics represent an enormous group of users who spend on average 30 minutes per day networking, as well as taking part in interactive discussions and posting comments on blogs.

Online advertising and social networking are relatively inexpensive methods of attracting talent when compared with traditional print and paper options. In 2008, and ever more increasingly in years to come, it will become more and more essential for organisations across the board to creatively and strategically embrace the explosion of virtual and online resources in order to remain ahead of the rest in an increasingly demanding candidate market.
2.3 TEMPORARY STAFF
In South Africa temporary staffing has increased in popularity – even at executive levels. 

Temporary assignments appeal to a fair proportion of the X & Y generations – they prefer a more diverse and flexible work environment. It is expected that temporary staffing will increase. 
Benefits of using temporary staff
· Creates diverse skills and exposure

· Temporary staff are often very adaptable
· A temporary appointment allows the company to evaluate a potential candidate and role before it is made permanent
· Temporary workers can be useful in organisations where there are seasonal fluctuations and workload changes
· Temporary appointments can save on permanent employee costs

2.4 RECRUITMENT PROCESS OUTSOURCING (RPO)

Many organisations, within a global and competitive market are constantly evaluating support functions and cost centres (especially in view of value-adds, effectiveness and efficiency).

As a result outsourcing of a number of support functions, including recruitment, is more and more prevalent in modern companies.
What is Recruitment Process Outsourcing?
RPO – or Recruitment Process Outsourcing is where an organisation outsources part, or all of its recruitment activities to an outsourced service provider either remotely (i.e. from the outsourced service providers premises) or from the premises of the client.
The Benefits of an RPO

· Cost savings – reduction in staff costs and outsourced recruitment providers often work on reduced fees or retainers (resulting in lower placement fees to the organisation)
· Outsourced providers usually work against a Service Level Agreement and usually have a strong focus on results and quality

· HR can focus on other core and strategic issues

· Outsourced providers usually have extensive databases – this makes the search for suitable candidates easier and more effective 
· Focus on promoting Employer Brand

2.5 THE SOUTH AFRICAN LABOUR MARKET
According to Stats SA's Labour Force Survey for March 2004 the informal job sector in South Africa is stagnant or even shrinking. Analysts suggest that since 2000, the formal sector has been responsible for most of the jobs created in the country - this is in contrast to the 1990s, where the informal sector was South Africa's primary job creator. 
SA's unemployment rate stands at about 30%, a significant increase from 26,4% in February 2000. The increase in unemployment is ascribed to a decrease in the number of workers in the subsistence and small-scale agricultural sectors, as well as fewer people working in the informal sector. Employment in the formal sector (including commercial agriculture) has, however, remained stable. 
Economists believe that South Africa's economy needs to grow by at least 5% – 6% a year to absorb job seekers. Economic growth will stimulate investment and make it worthwhile for companies to employ people
All of the above pose significant challenges to recruitment in corporate South Africa – it needs to be flexible and innovative to find scarce skills and contribute to skills capacity is South Africa.
2.6 RISK MANAGEMENT

According to Kirsten Halcrow, MD of the Employers' Mutual Protection Service (EMPS) research in 2007 suggested that:
· 4% of all checks had criminal records
· 22% had some financial record

· 12% had false qualifications

· 26% of driver's licences could not be verified

These statistics paints a dark picture regarding the increased risks that organisations take when making an appointment. As such employers in South Africa are increasingly making use of pre-employment screening as a risk-management tool manage and avoid hiring problem employees in the first place.

Pre-employment background screening includes: 

· Checking criminal records. It is estimated that 10% of job applicants have criminal conviction records relevant to the hiring process.

· CV verification. It is estimated that up to 30% of CVs contain false information regarding previous employment and education.

· Other tools can include financial background checks (when relevant to the job), Identity (ID) verification and driver's licence verification.

Benefits of pre-screening include:
· It often discourages applicants with something to hide. 
· It limits uncertainty in the hiring process
· A screening programme demonstrates that an employer has exercised due diligence, providing a legal protection in the event of a lawsuit

· Having a screening programme encourages applicants to be honest in the interview
3. THE DIFFERENT GENERATIONS – CROSSING THE GAP
We are entering an era where a number of different generations will be working together for the first time. The younger generations (new millenniums and Y’s, and to some extent the X’ers) have different views of the work and of work, and as such will require new recruitment approaches to attract and retain them.
The problem is that recruitment methods that work for baby boomers will definitely have no appeal for a generation Y person. Attraction methods need to be diverse, multi-channeled and innovative to appeal to various age-groups, values and interests. 
A generation Y or new millennium candidate will probably find a job through a friend of a friend on Facebook, whereas the baby boomer will diligently look through the Sunday Times to see what is available.

Younger generations will also be attracted to advertisements and job information that sells diversity, individual growth and opportunity, as opposed to older generations who will be attracted to job content, titles and security.

4. FACTORS IMPACTING ON RECRUITMENT
Various factors can influence the recruitment process in an organization. It can usually be classified as internal or external factors (Nel, et al, 2004). 
External Factors

· Labour Market Conditions: This can include skill shortages, supply and demand factors, etc.

· Government Policy and Legislation: In South Africa government policy and legislation plays a substantial role in recruitment processes. A number of acts and laws impacts on recruitment – i.e. the Employment Equity Act and the Labour Relations Act 66 of 1995 are of particular relevance to recruitment practices in SA.

· Trade Unions: Unions impact on recruitment in that many organizations have recognition agreements with unions governing recruitment and selection processes for bargaining unit members. Unions are also often involved (or are seeking to be more involved) in recruitment and appointment decisions. In South Africa recruitment practices should be transparent and acceptable to all stakeholders.
Internal Factors

· Business/Corporate Strategy
· Organisational recruitment policy

· Recruitment criteria:

· Costs

· Sources

5. RECRUITMENT VERSUS SELECTION
Both recruitment and selection are phases of the employment process. The differences between the two are:
 
Recruitment: This is the process of searching the candidates for employment and stimulating them to apply for jobs in the organisation. The basic purpose of recruitment is to create a talent pool of candidates to enable the selection of best candidates for the organisation, by attracting more and more employees to apply in the organisation. Recruitment is a positive process i.e. encouraging more and more employees to apply

Selection: This involves the steps by which the candidates are screened for choosing the most suitable persons for vacant posts. The basic purpose of selection process is to choose the right candidate to fill the various positions in the organisation. Selection is a negative process as it involves rejection of the unsuitable candidates.

6. THE PROCESS OF IDENTIFYING THE JOB SCOPE AND REQUIRED COMPETENCIES
A proper job analysis and resulting job and person specifications are key to effective recruitment.

Identifying staff requirements - Job Analysis and role profiling

During this process you determine the following:

· Exact job content

· Standards and outputs

· Minimum requirements (including experience, qualifications and training)

· Competencies required

A role profile should have:

· Clear and concise outputs that are SMART (Specific, measurable, achievable, realistic and time-bound).
· KPA’s (Key Performance Areas) that are relevant to the role and the achievement of company goals

· Alignment with business strategy and objectives

· A clear functionality and should not overlap with other roles

A well-defined profile should have:

· The overall job purpose (mission)

· The KPA’s  and related outputs

· Minimum requirements

· Performance measurements (standards)

· Key tasks/Activities

· Competencies

Some guidelines for position/role profiles:

DO:

· Ensure that the profile links with the organizational objectives, unit objectives and hierarchical constraints

· Define the role with the incumbent or a person who knows the role well.

· Apply the rule ‘ a full days work’ and ensure it is defined at the requisite level

· Clarify all the aspects of the job

· Ensure it is challenging, but achievable

· Define the competencies to ensure understanding and align competencies with corporate values

· Agree standards and criteria of performance up front

· Ensure the incumbent agrees and understands the profile fully

DO NOT:

· Get involved in endless semantic and academic debates

· Defining a role without the bigger context

· Not discuss the role with the employee and assume he/she knows what the job is all about

· Define a role that is too narrow or too wide

· Be vague, generalistic or deal with it as a piece of ‘HR’ paper stuff

· Ignore the standards/criteria (the ‘how’)

· Criticize a persons past performance or job history when you do a role profile

The following questions are crucial to profiling a role:

· What is the overall purpose of the job (how does it contribute to the department and company mission and goals)?
· Why does the job exist?

· What are the key performance areas that are required to achieve this purpose?

· What are the key outputs/objectives of each KPA?

· How will you know when the output has been achieved successfully (in terms of quality, quantity, time lines, etc)

· What are the skills, knowledge and personal attributes required to be successful in this role? These are the competencies required.

You can use the following model as a guideline:

Skills - The ability to do something at a required level
· Analytical

· English verbal and written communication

· Problem-solving

· Numerical

· Negotiation 

· Interpersonal 

· Project management

Knowledge - This refers to theory, practical and applied knowledge required

· GAAP

· Labour Law

· Budgeting process

· Operational processes

· Project management

· Accounting principles and tax regime

Behaviours/Attributes – The traits required to be effective
· Extroverted

· Team player

· Leadership

· Decisiveness

· Handling stress

· Persistence

· Flexibility

REMEMBER: Competencies are those skills, knowledge clusters and attributes that cause or predict success. It is those ‘things’ that makes the difference between a good, brilliant and average performer.

Competencies should be measurable, descriptive (in terms of specific behaviours) and is concerned about the HOW things are achieved.

7. THE ADVERTISEMENT – A KEY TOOL TO ATTRACT THE RIGHT SKILLS
Advertisements (both electronically and paper-based) remain the most popular method of attracting candidates. Any job advert has one underlying principle and that is communication. The key purpose of an advert is to get the right candidate’s attention and interest. This however must lead to action (to actually take the trouble and apply).

Any good advertisement should comply with the AIDA principle:

A
=
Attention (heading, layout, variety, colour, etc)

I
=
Interest (brand, job information, attractive factors, etc)

D
=
Desire (salary, benefits, travel. Opportunities, etc)

A
=
Action (what is expected, sense of urgency, etc)
8. THE RECRUITMENT PROCESS
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2. Prepare job description and person specification

3. Advertising the vacancy

4. Managing the response

5. Short-listing
6. Arrange interviews
7. Conducting interview and decision making 
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A few thoughts and tips regarding screening and shortlisting candidates:

· A ‘screening’ process is where you eliminate candidates that clearly do

· Not qualify in terms of minimum requirements. These decisions are made

· On the facts presented in the CV’s, letters, any other attached documents,  telephone responses, references, etc.

You can screen applicants through:

· Telephone screening: This method can be used effectively is you have a limited response time. Typically you can conduct a brief structured interview over the phone and you can use a pro-forma to note down responses.  Ideally you should focus on the following:

· Job history

· Qualifications

· Experience

· Contact details

· References

· Verbal presentation of the applicant over the phone

· Paper Scanning: This includes the scanning of the submitted CV’s and application documents. Considerations such as the following are important:
· Overall appearance of the presented documents (spelling, language, layout, thoroughness, neatness, organising of facts, etc)

· Checking for omissions

· Long intervals in employment and overlaps in dates

· Inconsistencies (i.e. titles)

· Previous and present packages and benefits

· Reasons for leaving previous employment

· Job titles and related functions and responsibilities (be especially aware of ‘buzzwords’ such as manage, coordinate and strategy

Look for evidence of achievement and results.  Also be on the lookout for the following:

· Lengthy educational descriptions (this often camouflage a lack of experience)

· Patterns is employment history (sort stays, etc)

· Too much personal information – possible lack of relevant experience

· Shortlisting: In this phase you need to compile a formal shortlist (and often a long list). The shortlist only contains the best candidates selected. There is no ‘best’ number, but try and end up with between 4-7 candidates. The number usually depends on:

· Importance and level of the job

· Quality and quantity of candidates available
9. QUESTIONING TECHNIQUES (BEHAVIOUR-BASED INTERVIEWING)
In order to ask the most appropriate questions, you need to review and analyse the job profile, job description and extract the competencies, man specs and job specs and specific demands. This will serve as the key inputs to develop questions to ask the candidates. 
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Your questions should elicit examples of past performance and should be asked to each candidate in exactly the same way. Focus on behaviour and not on theory-based answers. Does the following sounds familiar to you?

· ‘Tell me where you see yourself in 5 years’
· ‘Why do you want to work for us?’
· ‘How do you manage people?’
Opposed to the above, behaviour-based interviewing would ask candidates questions like the following:

· ‘Tell us about a time when you had to meet a deadline whilst your work was being continually disrupted. What caused you the most difficulty and why?’
· ‘What do you do to control errors in your work..’? Give an example of how you applied this in your work in the recent past.’
Use the following approach:

· Position your question in a specific situation or task

· Ask the applicant what actions he or she took (what was done and how?)

· What results were achieved (effect of action)

Formulating the questions

· Use the identified dimensions/competencies (as per the job analysis)
· Apply the behaviour-based questioning method approach (collecting evidence of competence/incompetence)

· Sample questions 
· Describe a time in which you had to solve a problem and had to take action to correct it.
· Give us an example of when you had to implement cost-cutting initiatives. What did you do and what was the outcome?

You can take any situation and task and convert them into a question. Use opening stems such as:

· Provide an example of a time when………

· Describe an instance when you ………….

· Tell me about a time when you had to……

You can use the following in the interview:

· Rapport-building questions: These are questions you would typically use at the onset of the interview. They are good at putting the candidate at ease. An example:

‘Good afternoon John. I am Susan. I appreciate your coming here today and making time to talk to me. In reviewing your CV I noticed you moved from Cape Town to Johannesburg last year. How do you find Johannesburg compared to Cape Town?’
· Open-ended questions: These questions do not elicit ‘yes’ or ‘no’ answers. They should focus on past behaviours and invite the candidate to develop his/her own answers. 

· Non-question questions: Very effective to obtain more information. There is a huge psychological difference between:

‘Why should we hire you’,


AND

‘You appear to conform to most minimum requirements of the role. Take a moment to detail what you believe you can bring to the company and how will we benefit’.

· Use ‘soft’ words: By softening your questions, one tends to get better responses – it is less threatening and therefore candidates are more willing to answer them. Use words such as:
· Perhaps

· Maybe/Might

· Somewhat

· A bit

· Sometimes

· Is it possible that…….
10. RECRUITMENT AND SMME’s (CHALLENGES)

SMME’s face very specific challenges regarding recruitment of skills and staff. These challenges include:
· Absence of a professional HR resource: This poses a risk in that interviews are often very informal and the identification of people is often by word-of-mouth.
· People often view a smaller enterprise as  a stepping stone, and as such do not stay long before they move on to ‘bigger fish’. Retention and continuity are often difficult in SMME’s.

· The manager/owner fulfils a more diverse role that their corporate counterparts – he/she often plays the role of MD, financial director, HR manager and clerk. This may result in inadequate focus on areas that may not be familiar to the person, or just a lack of time to give attention to areas such as recruitment, induction, branding the business, etc.

· Recruitment is often informal, unstructured and reactive. Proper planning is often difficult in smaller enterprises and recruitment is often a ‘knee-jerk’ activity to deal with an unexpected vacancy or need.

· SMME’s need to compete for skills in a competitive environment and with larger organisations who can offer better packages and benefits. 

11. INTERNAL VERSUS EXTERNAL RECRUITMENT
Internal Recruitment

Internal recruitment is appropriate when:

· Adequate training and development initiatives were done over time that resulted in strong internal capacity

· When the company is in a growth phase and a fair number of jobs are being changed, made redundant and also new ones are created

· Where internal resources meet most or all requirements of the vacancies

· When the Company has clear policies and procedures regarding promotions, transfers and internal movements (including salary decisions)

Key issues that you need to get clarity on before you embark on an internal recruitment process:

· Salary implications (notches, % increases, etc.)

· How the advertisements will be communicated to ensure a fair and accessible communication

· How to deal with the unsuccessful applicants (motivation, feedback, etc)

· Process of transfers (including all managers concerned)

· Payment of costs (travel, relocation, etc)

· Affirmative Action and Employment Equity policies

Internal recruitment methods include:

· Current employees

· Referrals from employees (research showed that referred staff stay longer, show more loyalty and have higher levels of satisfaction (Smit & Cronje – 2004).

· Former employees (‘safe hires’)

	Advantages of internal recruitment
	Disadvantages:

	· Motivating for performance
· Promotion opportunities
· Assessment of potential
· Inspires morale and loyalty
	· Inbreeding/no innovation
· Politics, infighting
· Need a strong MDP


External Recruitment

External recruitment is appropriate when:

· The position is highly specialized and need immediate placement

· The current resources within the company do not have the required skills

· It is a temporary or contract position

· Long service and slow staff turnover may suggest that ‘new blood’ is required for new ways of doing things

· Where the Company has designated roles earmarked for bursary recipients and school leavers (learnerships, etc)

Key issues to consider:

· Sources of external sourcing (i.e. headhunting, media advertisements, agencies, school visits, career exhibitions, web pages, etc).

· Salary considerations and impact on internal equity

· Travelling and accommodation costs

· Affirmative Action and Employment Equity policies

· Ability and infrastructure to deal with large responses (this can go up to 500 per vacancy!)

External Recruitment Methods:

· Advertisements

· Campus recruitment

· Customers

· Direct mail

· E-recruitment

	Advantages of external recruitment
	Disadvantages

	· New insights and ideas
· Existing hierarchy remains intact
· Diversity

	· Loss of time – to adjust
· Current staff do not apply

· ‘Fit’ is sometimes an issue


12. ASSESSMENTS – ETHICAL CONSIDERATIONS
Psychometric testing is specifically mentioned in Section 8 of the EE Act. It states clearly that any psychometric or other similar assessments are prohibited unless the test has been scientifically proven to be valid, reliable and fair towards all employees and people. 

Assessments must therefore be validated for all cultures, situations and groups in SA. 

Most reliable tests are controlled by the Test Commission of the Republic of South Africa and usually an assessor should be registered with the Health Professions Council of South Africa as a psycho-technician, psychometrist or psychologist.

Typically the following assessment tools can be considered:

· Cognitive assessments – these tools measures general intelligence and mental capacity. Examples are:

· The South African Wechsler Individual Intelligence Scale for Adults 

· The Mental Alertness Scale (NPI of SA)

· The New SA Group Test
· Aptitude Assessments – these tools assesses specific abilities such as numeracy, spatial ability, reasoning, etc. Examples are:
· The High Level Scales

· Senior Aptitude Test (SAT)

· Personality Tests – these assessments identify personality traits and predictive behaviours. Examples are:

· The TAT

· 16 PF Questionnaire

· Myers-Briggs Type Indicator (MBTI)

· The Rorschach
· The TAT projection test

· Interest Questionnaires – they determine preferences, likes and dislikes of people. Interests are important to consider in recruitment as interest are related to motivation and satisfaction (Swanepoel, 2003). 

The purpose of selection tests is mainly to predict job success among a number of applicants and should be used as one of many different inputs to predict success in a role.

13. CONCLUSION

Recruitment is a predictive science and a very costly exercise. Employers pay large amounts to recruitment consultants and spend valuable time trying to find the proverbial round peg for the (hopefully) round hole. Often we end up with a square! 
It is therefore important to apply good practice and be diligent during the recruitment process – otherwise it will result in both the employee and the employer being dissatisfied. So gone are the days of fuzzy and meaningless interviews, word-of-mouth appointments and informal processes.
Some researches suggest (as a recent Carte Blanche programme showed) that we still tend to make up our minds subjectively within the first few seconds to 4 minutes in the interview whether we will appoint the person or not – it is human nature. It is therefore paramount to at least try and reduce subjectivity and obvious risk factors as much as possible.
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