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Note to teachers 

This handout was not created by Teachers TV but the author has allowed us to publish it here to be used for educational purposes
The Recruitment Process

Job analysis

(Decide what job is needed and what 

the person will have to do)
(
Job description


Job specification

(Describes the tasks the       (Describes the characteristics
person will undertake)

and skills the person needs)
(
Attract applicants

(Advertise the job internally or externally)

(
Applicants apply for post

(People send in a letter of application and CV)

(
Shortlist

(Decide who to interview)

(
Select person for the job

(Interview applicants, use tests if appropriate)

(
Induction

(The process of preparing a new

employee for the job they have to do)
