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The Recruitment Process

Step 1

Job Description

Specify what the person will have 

to do

Step 2

Person Specification

Specify knowledge, skills & 

experience required for the tasks 

on the Job Description

Step 3

Advert

Reflecting the criteria

Step 4

Application Form

Tailored to the criteria

Step 5

Short-list Against Those Criteria 

Which Are Assessable on Paper 

Evidenced on application e.g. 

qualifications / experience

Step 6

Interview Against Criteria

Assessable during interview -

explore experience, assess skills

Step 7

References

Check suitability for this role 

against the set criteria

Criteria

Established in the Person 

Specification
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Step 7
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