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             ON TUTORIAL | In this tutorial we cover the following topics: 

          employment process form a point of view of the employer  

          4 steps in the employment process  

          successful candidate  

          imperative of having a successful employment process  

 

 

People need jobs and jobs need people. For most people, having a job is the primary source of 

income and represents an environment in which a person spends almost a third of his life. Work 

can be a source of personal satisfaction and fulfillment, but also a source of frustration and stress. 

Therefore, the choice of a job or career path is one of the most important life choice one makes.  
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‘’Choose a job you love, and you will 

never have to work a day in your life.’’ 

 
Confucius 

 

 

Also for the employers this is a pivotal issue. A good selection of new employees can bring a lot of 

benefits and novelties to the employer - new ideas, new energy, new competences, etc. With the 

wrong choice, the employer can lose a lot of time, money, reputation, clients, and get disturbed 

team relationships, a drop in discipline, motivation, and efficiency. Therefore, employment policy 

and human resources policy are among the most important business policies, regardless of the 

activity and size of the employer. 

 

Question for discussion: 

Why an employer employs? 

 

The employer employs only when there is a clear need for new employees. This need is noticed 

by the employer when certain duties do not end on time or are not delivered (in a high-quality 

manner or in general), while at the same time all employees are engaged in full capacity. When 

the need for new employees is identified, it becomes known also in which position most of the 

additional capacity is lacking, and which competencies should have a future successful candidate. 

 

In order for the job seeker to prepare better and be successful in finding a job, it is necessary to 

understand how the employment process works and to try to see it from the perspective of the 

employer. Better prepared candidates have greater chances to highlight their qualities and get a 

job, and make the employment process simpler even for those in charge of the company.  
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In the process of recruiting new staff, the following four steps usually occur: 

 

 

 

 

STEP 1: DEFINING THE ToR 
 

When the employer identifies the need for recruitment of new staff, the first step to take is to 

define the type and title of the job or position for which the candidate is sought, and to prepare 

the Terms of References. 

 

WHAT DOES A ToR REFER TO? | Terms of Reference (syn: job description, position description, 
task description) is a document listing what daily duties of a newly employed person should 
be, what competencies a candidate should have and what formal requirements he/she should 
satisfy, as well as the conditions of the employment - the type and duration of the contract, 
whether there is probation period, working hours, salary, perks and benefits, etc. 

 

 

 

 

 

 

 

STEP 1: ToR

STEP 2: RECRUITMENT

STEP 3: SELECTION

STEP 4: HIRING
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Here is an example of ToR: 

 

Task:  
Analyze the ToR in a group. 

 

 

 

STEP 2: RECRUITMENT  
 

During the creation of the Terms of Reference, the employer 

simultaneously considers the desired profile of the contributors 

for the performance at the given position, that is, what kind of 

competencies, experience and personal qualities should have a 

future staff member, and how to attract candidates with such a 

profile to apply for an open position. 
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WHAT DOES RECRUITMENT REFER TO? | Recruitment refers to attracting individuals in 
sufficient numbers and with appropriate qualifications, to apply for job (Mondy, R. W., 2008). 

 

Two directions of recruitment process are possible to take place: 

• Recruitment within the company and 

•   Recruiting a new person outside the firm 

 

As a rule, the employer first examines whether within the current personnel there is someone who 

could take the vacant position and who has the appropriate profile. This is usually done with an 

oral interview with managers and an internal competition among employees. If an employer 

identifies someone who is deemed to be able to take the office, that person is officially promoted 

to a new duty, receives a new official title, a description of the job and the appropriate salary. 

Hierarchically higher positions are more often filled in this way. This type of employment has its 

advantages and disadvantages. 

 

On the side of advantages these can be enlisted: 

 The person is already familiar with internal procedures and corporate culture and is 

integrated into the system of functioning of the company 

 Transition and acquaintance with a new job takes shorter and is simpler 

 He/she knows business goals and priorities of the company 

 He/she knows employees and employees know him (her) 

 

If the employer cannot find a suitable profile for filling a vacant position within the company, or if 

he or she wants to introduce a new person to current personnel, candidates are recruited outside 

the company. 

 

Recruiting a new person outside the company can rely on different communication channels: 

 

 

 

 

  

 

 

 

 

 

Mouth to mouth 
Via social 
networks  Via an agency 

Via mailing lists 

Via an ad in 

electronic/ 

written media  
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Regardless of the selected channels of communication, recruitment should achieve 2 effects: 

a) bring sufficient number of interested candidates with a preferred profile to apply for a job 

in order to make the selection more successful 

b) refrain from applying candidates with an inadequate profile. 

 

 

STEP 3: SELECTION 
 

When a sufficient number of candidates are registered, the selection process is followed. The 

selection process may be simple or complex, and may include some of the following review 

activities and assessments of competencies and candidate profiles: 

 

 Review of supporting documentation on the candidate 

 Interview 

 Test 

 Checking of references 

 

REVIEW OF SUPPORTING DOCUMENTATION ON THE CANDIDATE | Reviewing the CV, motivation 

letter and the supporting documentation on the candidate the employer forms an image of a 

candidate professional profile, his/her education, professional career, competences, 

achievements, membership in professional bodies, published papers, participation on projects, 

personal interests, etc.  

 

INTERVIEW | A personal interview with the candidate serves to 

present the candidate, express his views and opinions regarding 

the job, demonstrate verbal skills (e.g. communication, 

presentation, negotiation, etc.) and the general culture of 

behavior. An interview is open, but it is necessary to prepare in 

advance in the form of important questions or topics to cover. 

Especially important are the situational issues through which the 

employer can carry out an assessment how the candidate could 

behave and work in the working environment in particular 

situations. Interview is an important segment in creating the overall impression of the employer 

about the candidate, but also the candidate about the employer. 

 

More information on the interview follows during the training… 

 



M6 Tutorial 1 

7 

TESTS | The test can more reliably check the knowledge (about work, specific topic, general 

knowledge) and candidate's competence (foreign language test, computer or machine test, 

situational test), but on the basis of the test you can also create a psychological profile or 

personality profile of the candidate (personality test, psychological, situational test, etc.). 

 

Question for discussion: 

What are your experiences with testing? 

 

CHECKING OF REFERENCES | Through a conversation or e-mail conversation with contact persons 

referred to as references, employers obtain the opinion of these persons about the candidate and 

their experience in working with the candidate. References can also be presented as written 

testimonies by former employers. Employers often ask to hear the opinion of previous employers 

about the candidate. 

The selection process ends with the decision on the best candidate to be offered the position. 

There are numerous ways of making a decision - from the oral interview of the team that analyzed 

the candidates and participated in the selection process, to collecting the points that the 

candidates received in various forms of verification and verification of candidate information 

displayed during the selection process.   

 

Question for discussion: 

What should stand out in (written) references? 

 

O REFERENCAMA | References can be written (reference in the form of a letter), and oral (in the 

form of a personal testimony of a colleague on the personality and professional profile of the 

candidates). Written references have weight as well as oral, especially if they come from high-

ranking people. In written or oral references, it is important to highlight the qualities of the 

candidates and to describe the specific situations in which the candidate demonstrated these 

qualities, to whom the reference person testified. 

  

Question for discussion: 

Which criteria is the most important during the selection process?  

 

SUCCESSFUL CANDIDATE | Recent research (Glassdoor 2017) indicated that 9 out of 10 (88%) 

hiring decision makers agree that AN INFORMED CANDIDATE is the one that gets hired at the end. 

That is a candidate who: 

 Actively approaches job search  

 Is well prepared for the interview and has readily prepared questions for the employer  

 Is fairly familiar with the position and its tasks  
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 Is fairly familiar with the values, aims and company culture  

 Can showcase relevant experience  

 Has got reasonable expectations on salary and perks  

 

According to the survey, employers also have many benefits from recruiting informed candidates: 

 Better employee retention 

 They are more productive 

 They are more committed  

 They are team players 

 Better relationships among 

employees 

 

 

STEP 4: HIRING 
 

Hiring involves signing contracts with successful candidates, getting to know them with the staff 

and introducing them into the work process. This step also includes the period of introduction and 

adaptation to a new random environment, during which it is expected that someone from the 

personnel will be in close contact with the newly employed and help him/her to integrate as much 

as possible into the team.  
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COSTS OF HIRING 

 

 In the end, we need to know that the employer also has the imperative 

that the employment process be completed successfully by finding and 

selecting an adequate candidate, because employment also implies 

costs. Not only financial, but also the intangible ones. Recent US 

employment surveys in the UK reveal that the average recruitment cycle 

from the moment of defining the Terms of Reference to the moment of 

signing a contract with a successful candidate lasts for 52 days. 

 

Employment costs can be grouped into two categories, whether they arise before or after a 

decision on employment. The difference is that some costs are incurred even before the decision 

is made and after the competition is conducted (e.g. due to the inadequate profile of the 

applicants, the inadequate qualifications of candidates, etc.), while the costs after signing the 

contract only occur when one of the candidates receives employment after the conducted 

competition. 

 

COSTS BEFORE DECISION COSTS AFTER DECISION 

Costs of preparation, 

 recruiting and selection process  

 

Costs related to engagement of a team 

working on preparing ToR and conducting 

the selection process  

 

Paid advertisement / marketing related 

activities  

 

Paid recruiting agency 

 

Other costs 

Costs of employment and initial introduction 

training of the new employee  

 

Costs of contract preparation  

and registration of an employee on the 

labour market  

 

Costs of adaptation and integration of the 

newly employed  

 

Paid training for the new employee 

 

 Other costs 
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