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1 LEARNING OUTCOMES 
 

 
 
After completing this workbook, you should be able to 

 critically discuss different ways in which labour markets can be identified and approached 

 discuss the advantages and disadvantages of internal versus external recruiting 

 describe internal and external methods of recruiting 

 list and discuss a number of hiring alternatives 

 explain the HR department's role in the selection process  

 discuss several types of selection interviews and some key considerations when conducting 
these interviews 

 discuss the merits of references 

 describe the various decision strategies for selection  

 explain how legal concerns impact on both recruitment and selection 
 

2 KEY CONCEPTS 
 

Before you begin studying this workbook, refer to the key terms at the end of chapter 6 in 
the prescribed book. This will assist you in becoming familiar with the different concepts 
that we refer to in this workbook.  
 
 

 
Some of the important key concepts in this workbook are 
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3 INTRODUCTION 
 
In Workbook 04, we introduce you to the concepts of job analysis and job design. You learnt that these 
HR tools are used to determine 

 the tasks, duties and responsibilities to be performed 

 the qualifications and abilities of the people who should perform these jobs 

 how these jobs should be designed to ensure that employees are motivated and perform 
optimally 

 
Once all of this information is known, the HR manager and his/her team can start a process to find the 
right people to fill the available positions in the organisation.  
 
The key questions we aim to answer in this workbook are as follows: 

 How and where should an organisation look for the right people to fill specific positions in 
the organisation? 

 How will the organisation ensure that it selects the right people for the right position at the 
right time?  

 
In our search to find answers to these questions we will explore recruitment and selection as two 
important HRM functions in an organisation.  
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4 RECRUITMENT – CONCEPT, PROCESS AND STRATEGIES 

STUDY 
 
Study the sections "The recruitment process", "Recruitment in a diverse workforce" and "Labour market 
information" in chapter 6 of the prescribed book. 
 
Now that you have worked through these sections, you should be able to answer the following questions: 

 What is recruitment? 

 What are the steps in the recruitment process? 

 What recruitment strategies can an organisation use to deal with the challenges in a complex 
labour market?  
 

4.1 WHAT IS RECRUITMENT? 
 
Recruitment is the process of acquiring applicants who are available and qualified to fill positions in the 
organisation (Wärnich et al 2015). 
 
A successful recruitment process requires careful planning and coordination. The HR team (or 
professional responsible for recruitment in the organisation) uses the recruitment tool to attract people to 
the organisation who will be able to perform specific kinds of jobs effectively. Through the recruitment 
effort, the HR team (professional) is able to obtain a pool of potential employees from which to choose 
the best candidates.  
 
Larger organisations often have an HR professional, who specialises in recruitment, in their HR teams. 
This HR professional and his/her team will be responsible for implementing and managing the 
organisation's recruitment strategy and process. Often smaller organisations cannot afford to have 
specialists to fulfil the different HR functions and will use an HR professional, who functions as a 
generalist. This means that the generalist and a team will implement and manage the different HR 
functions in the organisation. In some cases organisations outsource the recruitment function.  
 
You learnt in Workbook 01 that it is of the utmost importance for the HR team to build relationships with 
the line management of the organisation to ensure that they work in partnership on all HR functions in 
the organisation. An effective partnership between the HR team and line management has many 
benefits for an organisation: 

 The HR team can really fulfil its role as strategic partner and advisor in the organisation. 

 The line manager understands the HR functions and can fulfil his/her role as people manager of 
his/her team members. 

 The line manager is empowered to take joint responsibility for the HR-related aspects of team 
members. This cuts out the middle-man approach, where the HR team is seen as the only people 
manager in the organisation. 

 A partnership allows for HR activities to be integrated with the organisation business objectives. 

 A partnership enables line managers to develop more competent skills in managing people. 

 Line managers can help improve the quality of HRD activities by closing the gap between 
individual and organisational performance. 
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4.2 WHAT DOES THE RECRUITMENT PROCESS ENTAIL? 
 
The main objective of any recruitment effort is to attract the right person for the right position at the right 
time. This is normally accomplished by following a process that is carefully planned and implemented. 
Figure 5.1 illustrates the steps of a recruitment process. Also see figure 6.2 in the prescribed book. 
 
 

 
 
Figure 5.1: Steps in the recruitment process 
Source: Adapted from Wärnich et al (2015) 
 
We explain each of these steps in the recruitment process in the table that follows. 
 

Step Description 

Step 1:  
Identify job openings 

This is done through HR planning or by fulfilling specific requests 
from managers which must comply with affirmative action and 
employment equity plans. The recruiter also has to consider 
environmental influences. These influences can be divided into 
factors outside the HR department but within the organisation (e.g. 
organisation strategy, vision and values), and factors outside the 
organisation but related to the labour market (e.g. the economy, 
competitors, technology and legal influences). 

Step 2:  
Determine job requirements 

Once the job openings have been identified, the recruiter determines 
the type of person needed for each job. This is done by reviewing 
the job analysis information (particularly the job descriptions and job 
specifications) and considering comments from the manager. 

Step 3: 
Decide what recruitment 
sources and methods to use 

A wide variety of internal and external sources and methods are 
available. 

Step 4: 
Obtain a satisfactory pool of 
applicants 

The recruitment process should be followed correctly. An 
organisation's unique needs should always be taken into account to 
ensure a successful recruitment effort that attracts the best possible 
applicants. 

Table 5.1: Steps in the recruitment process 
Source: Adapted from Wärnich et al (2015) 
 
 

Step 1: Identify job 
openings 

Step 2: Determine 
job requirements 

Step 3: Decide 
what recruitment 

sources and 
methods to use 

Step 4: Obtain a 
satisfactory pool of 

applicants 
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Organisations need to remember that recruitment is not always a simple process and cannot be done 
without proper planning. They need to search for the candidate with the appropriate skills who will fit in 
with the organisation's culture. This video further explains how recruiting and selecting talented staff may 
be challenging. 
Recruitment and Selection (available at https://www.youtube.com/watch?v=SYwUfCCMHvk) 
 

4.3 RECRUITMENT STRATEGIES FOR A COMPLEX LABOUR MARKET 
 
After working through the steps in the recruitment process and watching the video on recruitment, you 
should have realised that this isn’t a simple process. It can lead to issues and challenges that impact on 
the recruitment process and subsequently on the organisation. Organisations don’t function in isolation. 
An effective HR manager should always be aware of major developments and trends in the labour 
market. All HR strategies, including those relating to recruitment, need to constantly be updated or even 
altered according to labour market developments. Think about the following examples: 

 In developing countries such as South Africa, with their related unemployment and skilled labour 
challenges, both the public and private sectors need to develop and implement flexible strategies 
to recruit the right people at the right time for the right position.  

 Competing organisations have to attract the best possible applicants from the labour market. The 
labour market is characterised by a great diversity of wage rates for the same occupation. This 
makes it even more important for the HR manager to remain in touch with labour market trends.  

 
The labour market is not stagnant and sometimes lacks mobility, tends to be unstructured and is mostly 
disorganised. It can be divided into different segments: 

 managerial 

 clerical 

 professional 

 technical 

 blue collar 
These segments can be further subdivided into local, national and international markets. 
 
These issues and challenges can be grouped into three main areas, namely the organisation, the 
recruiter and the external environment. Although the influence of these issues may vary from 
organisation to organisation, HR professionals or recruiters need to take note of the most common 
constraints and challenges. These may include organisational policies, HR plans, affirmative action 
plans, recruiter habits, environmental conditions, job requirements, costs and incentives. 
 
As you have probably noted, the HR manager has to consider many important issues relating specifically 
to the labour market before the recruitment process starts. Some of these issues are summarised in 
figure 5.2. These include legal developments (e.g. the Labour Relations Act and the Employment Equity 
Act), the economy, technological developments and their competitors. 
 

https://www.youtube.com/watch?v=SYwUfCCMHvk
https://www.youtube.com/watch?v=SYwUfCCMHvk
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Figure 5.2: Labour market issues 
Source: Adapted from Wärnich et al (2015) 
 

Activity 5.1: Understanding recruitment 
 
Many of you wish to pursue your career in HRM as a recruitment consultant. Watch the following video 
to get a clear idea of the typical activities performed by a recruitment consultant: 

A day in the life of a Robert Half recruitment consultant  
(available at https://www.youtube.com/watch?v=YF8V41v4noY)  

Now apply the knowledge you have gained on recruitment and answer these questions: 

1. Explain the concept of recruitment in your own words. 
2. Discuss some of the challenges an organisation or recruitment consultant may face. 
3. Draw a diagram to illustrate the recruitment process. 

 FEEDBACK 

1. Recruitment is the process of acquiring applicants who are available and qualified to fill positions 
in the organisation. What this means is that this is a method of selecting the most suitable 
candidates and placing them in positions where they can perform well. 

 
2. Organisations face several challenges in recruiting the right employees. Sometimes they are 

required to source candidates with specific skills as specified by the client and they are unable to 
do so. Finding and placing talented employees that match the organisational fit will require a lot of 
planning and coordination and this task should not be done hastily. 

 
 
 

Labour 
market 
issues 

Unemploy-
ment 

Strikes 

Poverty 
Wage 

subsidy 

Labour 
legislation 

https://www.youtube.com/watch?v=YF8V41v4noY
https://www.youtube.com/watch?v=YF8V41v4noY
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3. Compare your diagram with figure 6.2 in the prescribed textbook. You will notice that the 
recruitment process consists of a number of steps that must be followed. The applicants must 
satisfy the requirements of the jobs to be filled. The recruitment effort therefore needs to be 
based on the job analysis and job design (discussed in Workbook 04). If the HR manager doesn’t 
have this information, the recruitment effort will be a waste of time and money. Recruitment is not 
a simple activity carried out by the HR manager every day. Rather, it is a complex process 
consisting of several clearly identifiable steps. Line management is also often involved in this 
process. 

 

5 RECRUITMENT SOURCES TO OBTAIN EMPLOYEES 

STUDY 
 
Study the section "Recruitment sources" in chapter 6 of the prescribed book. 
 
Now that you have worked through this section, you should be able to describe different recruitment 
sources that could be used in the recruitment process. 
 
In this section recruitment sources are divided into two categories, namely internal and external 
applicants. 
 

ACTIVITY 5.2: Sources of recruitment 
 

1. Specify the recruitment source(s) that your organisation uses in most cases. 
2. In table format identify the advantages and disadvantages of the source(s). 

 

FEEDBACK 
 
 

1. You will probably have noticed that your organisation uses both internal and external recruitment 
sources. Many organisations choose to recruit internally first (if they have employees who meet 
the criteria). This will enable greater job satisfaction and increase employee motivation. The 
organisation should weigh the advantages of recruiting internally against those of recruiting 
externally for each job opening. 

 
2. Your table could include all or some of the advantages and disadvantages of the recruitment 

sources outlined here. 
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Advantages and disadvantages of recruiting internally 

Advantages Disadvantages 

 Increases morale of current employees  Unhealthy competition among 
employees 

 Knowledge of personal records  Inbreeding resulting in no new ideas  

 Chain effect of promotion  Morale problem for those who are not 
promoted 

 Need to hire only at entry level  Strong management development 
programme needed 

 Usually faster, less expensive  

 Employee is productive sooner  

 Little or no orientation is needed  

 
 

Advantages and disadvantages of recruiting externally 

Advantages Disadvantages 

 Applicant pool is greater  Destroys incentive of employees to strive 
for promotion 

 New ideas  Individual's ability to fit in with the rest of 
the organisation is unknown 

 Reduces internal infighting  Increased adjustment problem 

 Minimises Peter principle  Takes longer for the employee to 
become productive 

  Comprehensive orientation is required 

 
Source: Adapted from Wärnich et al (2015) 
 

6 RECRUITMENT METHODS 

STUDY 
 
Study the section "Methods of recruitment" in chapter 6 of the prescribed book. 
 
Now you should be able to describe the different internal and external recruitment methods that could be 
considered in the recruitment process. 
 
HR managers have many recruitment methods at their disposal. To make sure you understand the 
purpose of each method, let’s briefly look at the different methods. 
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Figure 5.3: Methods of recruitment 
Source: Adapted from Wärnich et al (2015) 

ACTIVITY 5.3: Selecting the most appropriate recruitment method 
 

1. Think about the organisation that you work for or an organisation that you know of and its 
recruitment procedures. Does it use internal or external recruitment? Specify the method most 
commonly used within the organisation. 

2. Use a table to list the advantages and disadvantages of each internal and external method of 
recruitment. 

 
 

Recruitment 

Internal Job posting 

External 

Direct applications 

Employee referrals 

University/school 
recruitment 

Private employment/ 
recruitment 
agencies 

Advertising 

Direct mail 

Rerecruiting 

Radio, TV and the 
internet: e-recruiting 
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FEEDBACK 
 

1. You would have noticed that organisations use more than one source of recruiting employees. 
The employer will have to consider various factors before determining the source that will be 
used. Factors such as the position ranking, skills and experience required and availability of 
applicants must be considered.  

2. The advantages and disadvantages of recruitment methods 

Method Advantages Disadvantages 

Job posting Easy access by all employees, 24-
hour availability, minimum 
paperwork and immediate 
notification to workers. 

Can create several morale 
problems if not done properly. 

Direct applications Provide an inexpensive source of 
good applicants to the 
organisation, especially for entry-
level clerical and blue-collar jobs. 
 

If a large number of applications 
are received, the cost of screening 
and maintaining a file of applicants 
can be high; medium-sized and 
smaller companies don’t receive a 
large enough volume of direct 
applications to fill all positions with 
available and qualified candidates 
without using other recruitment 
methods. 

Employee referrals Quick, inexpensive and can help 
the organisation pirate successful 
employees from other companies. 

Inbreeding and nepotism can 
cause employee morale problems 
and decrease success and 
productivity of employees. 

University/school 
campus recruiting 

Helps to recruit talented students. Competition with other recruitment 
agencies may occur. 

Private 
employment/recruitment 
agencies 

Useful in selecting skilled 
employees. 

Can become very costly. 

Advertising Allows organisations to recruit 
employees from other 
organisations who are ready for a 
job change. 

Limited to use locally owing to high 
cost of relocation of employees.  

Direct mail Enables recruiter to get the 
attention of desirable candidates 
and gives the employer an 
advantage over other employers. 

For middle and top management 
jobs, the best candidates may not 
respond to newspaper or trade 
journal ads, as they are not actively 
seeking jobs. 

Rerecruiting Employees are already familiar 
with the organisational functions 
and easily fit back into the work 
environment. 

These candidates may not be 
willing to return to the organisation 
to resume working there. 

Radio, TV and the 
internet: 
 e-recruiting 

Attracts a large pool of applicants 
across the globe and allows for a 
quick response from applicants. 

More unqualified applications, 
additional work as more résumés 
must be reviewed and there are 
many observers who don’t apply 
for the job. 

Source: Adapted from Wärnich et al (2015) 
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7 OTHER HIRING ALTERNATIVES 

STUDY 
 
Study the section "Hiring alternatives" in chapter 6 of the prescribed book. 

Now you are familiar with the traditional approaches. Organisations can also incorporate creative 
recruitment approaches, such as using temporary help or leasing employees. After working through this 
section, you should be able to describe the different alternative hiring methods that could be considered 
in the recruitment process. 

 

Figure 5.4: Alternatives to hiring new/additional employees 
Source: Adapted from Wärnich et al (2015) 
  
 
 
 
 
 
 

8 IMPACT OF THE LAW ON RECRUITMENT 
 

STUDY 
 
Study the section "Recruitment and the law" in chapter 6 of the prescribed book. 
  
HR functions are governed by a legislative framework. Figure 5.5 summarises the different Acts that 
form part of this framework. It is the responsibility of the HR team to create awareness about the 
implications of these Acts on the workplace. The team must also inform the organisation and specifically 
line management about changes to the legislation. 
 

Assigning 
overtime 

Temporary help 

Leasing 
employees 
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Figure 5.5: Legislative framework governing HR  
Source: Adapted from Wärnich et al (2015) 
 
With the implementation of the Labour Relations Act 66 of 1995, the Basic Conditions of Employment 
Act 75 of 1997 and the Employment Equity Act 55 of 1998, a number of issues relating to the recruitment 
process have arisen. Employees now have to analyse their recruitment policies and procedures and in 
some cases compile new recruitment and selection procedures. This table describes the legislative 
framework that governs HR in South Africa.   
 
 
Table 5.2: Legislative framework 
 

Act Description 

Labour 
Relations Act 
(LRA) 66 of 1995 

The LRA provides the framework for the collective dimension of people and their 
work. The overall purpose of the LRA is to advance economic development, social 
justice, labour peace and the democratisation of the workplace. This could be 
achieved by fulfilling a range of objectives. These objectives are to 

 give effect to and regulate the fundamental rights in the Constitution 

 give effect to obligations incurred by the Republic as a member state of the 
International Labour Organisation 

 provide a framework within which employees and their trade unions, 
employers and employers' organisations can 

o collectively bargain to determine wages, terms and conditions of 
employment and other matters of mutual interest, also at sectoral and 
workplace level 

o formulate industrial policy 
 

Laws 
governing 

HRM 

Constitutional 
law 

Common law 

Basic 
Conditions of 
Employment 

Act 

Occupational 
Health and 
Safety Act 

Compensation 
for 

Occupational 
Health and 
Injuries Act Unemployment 

Insurance Act 

Labour 
Relations Act 

Employment 
Equity Act 

Skills 
Development 

and Skills 
Development 

Levies Act 

National  
Qualifications 

Framework Act 
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 promote employee participation in decision-making in the workplace 

 facilitate the effective resolution of labour disputes 
The LRA is only enforceable in SA and only in relation to parties that  
fall within its scope, i.e. employers and employees and their employment 
relationships. The LRA is under the jurisdiction of the Labour Court and the 
Commission for Conciliation, Mediation and Arbitration (CCMA). 
It is important to note that members of the National Intelligence Agency (NIA), 
South African Secret Service (SASS) and South African National Defence Force 
(SANDF) are excluded from the ambit of the LRA. 

Basic 
Conditions of 
Employment Act 
(BCEA) 75 of 
1997 

The BCEA aims to advance social justice and economic development. It regulates 
minimum requirements in terms of  

 working time (including meal intervals/breaks, daily and weekly rest periods 
and overtime) 

 work on Sundays and public holidays 

 leave (annual, sick, maternity, paternity, family responsibility leave, etc.)  

 processes related to pay/remuneration and notice periods when the 
employment contract is terminated 

 
The BCEA applies to all employees, except the SASS, NIA and SANDF. 
 

Source: Adapted from Wärnich et al (2015) 
 
Although the implications of these Acts should be considered, the Affirmative Action Act and the 
Employment Equity Act play important roles to ensure fair application of the LRA in the recruitment 
process.  
 
For a more detailed discussion of the relevant legislation, you could visit the Department of Labour's 
website. However, your Labour Relations modules will also discuss the relevant legislation in more 
detail.  
 

ACTIVITY 5.4: HR legislation in practice 
 

1. Critically discuss why it is relevant and important that both HR professionals and line managers 
understand the legislative framework governing HR. 

2. Read this case study and answer the questions that follow. 
 

Recruitment 
 
A long-established charity organisation campaigning for social justice in an international context needed 
to recruit several new employees. Its young and enthusiastic staff group, conscious of their inner-city 
location, wanted to ensure that the workforce reflected the local community, which up to then it did not. 
With three posts to fill, they decided to make sure that a black candidate was appointed to the secretarial 
vacancy, and to make the recruitment to the two campaigns officer posts open. They used their equal 
opportunities monitoring form to shortlist only black candidates, and a relatively inexperienced young 
woman was appointed after she and four others were interviewed. The other posts were both filled by 
white men. 
 
It soon became apparent that the new secretary was unhappy in her post, and she was not able to relate 
well to overseas enquirers, of whom there were many. After only four months she resigned, and during 
her exit interview, she explained that she had found out about the decision to appoint a black person, 
and had felt that hers was a token appointment. There was no incentive to do well, and in any case, 
nobody had offered her training - they just had assumed that she would be able to relate to the 
organisation's international contacts. 
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Source: http://www.voluntarymatters1and2.org/people/staff/case_studies/recruitment.html   
 

2.1 Summarise the main legislative issues as they appear in the extract. 
2.2 Advise the charity organisation by listing the mistakes they made during the recruitment 

process of the secretary. 
 

FEEDBACK 
 

1. As you probably realise by now, an organisation must always stay in touch with the latest 
legislative developments and their impact on human resource practices, such as recruitment. Not 
only do organisations have to consider their recruitment policies and procedures, but failing to do 
so could also have very serious implications. The Employment Equity Act, for example, stipulates 
that an applicant responding to a recruitment advertisement is regarded as an employee! If the 
recruitment process is discriminatory in any way, the applicant may take legal steps against the 
organisation. Candidates are also entitled to enquire why their application for a specific job was 
not successful and the organisation should supply reasons for its choice. Since the 
democratisation of South Africa, organisations have been competing more freely in a global 
market. In view of this development, a good HR manager will also have to stay in touch with 
global issues when his/her organisation starts operating internationally. 

 
2.1 The main issues in the above extract are as follows: 

 In terms of the Employment Equity Act 55 of 1998 and the affirmative action  and employment 
equity practices in South Africa, it is illegal to recruit people only because of the colour of their 
skin or other characteristic that defines their race, even if you are trying to redress an 
imbalance.  

 Employers need to be absolutely clear about what the job is about, and measure candidates 
for their potential to meet its requirements. Some of the requirements may include 
employment equity targets. 

 The inherent job requirements must be met by the recruitment process and the appointment 
that is made. 

 People who are not appointed on their own merit rarely succeed, and always need support.  
 

 2.2 Advice on how the charity organisation should have approached the situation differently: 

 It should have developed a clear job specification and job description to use as a guide for the 
recruitment process. 

 It should have identified a series of tests to measure the key criteria that a candidate had to 
comply with.  

 It should have targeted its recruitment drive at all suitable people in order to find the 
appropriate and qualified candidate for the position.  

 

 

 

 

 

http://www.voluntarymatters1and2.org/people/staff/case_studies/recruitment.html
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RECAP 
 
Now that you have completed the first part of the workbook on employee recruitment, you should be able 
to 

 explain what recruitment is 

 follow specific steps, and adapt them when necessary, while recruiting 

 apply the different recruitment strategies for a diverse workforce, and use the various labour 
market sources when recruiting 

 choose and implement the most effective recruitment source and method that will support the 
organisation's special needs and goals 

 be aware of and use the different hiring alternatives when necessary 

 discuss the legal implications of the recruitment process 

After recruiting properly, the HR manager will have a pool of candidates available. He/she will then have 
to choose the most suitable people for the positions which need to be filled. When the HR manager does 
this, he/she will be using the next tool available, namely selection. 

 

9 SELECTION – CONCEPT AND PROCESS 
 
Earlier we said that to understand the recruitment and selection processes we need to answer the 
following two questions: 

 How and where should an organisation look for the right people to fill specific positions in the 
organisation? 

 How will the organisation ensure that it selects the right people for the right position at the right 
time?  

We have answered the first question by discussing recruitment and its related processes, sources and 
methods.  

Now we will explore the concept of selection and the selection process to answer the second question. 

STUDY 
 
Study the sections "Selection", "An HR responsibility" and "Selection and the law" in chapter 6 of the 
prescribed book. 
 
Now that you have worked through these sections, you should be able to answer the following questions: 
 

 What is selection? 

 Who is responsible for the selection process? 

 What Acts should be considered during the selection process?  
 

9.1 WHAT IS SELECTION? 
 
Given the sometimes large pool of candidates responding to the recruitment effort, the HR manager 
often in conjunction with line management has to select the best candidates for the different positions. 
He/she therefore has a huge responsibility in predicting which people are likely to be the best fit for a 
specific position. Selection is the process of choosing from a group of applicants the individual best 
suited for a particular position (Grobler et al 2011:179). 
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The employee selection process can be extremely complex because people have different personalities, 

qualifications, experiences and motivation levels  in other words, each person is unique. The individual 
differences influence the individuals/panel members who are responsible for selecting the right person 
for a position as well as the individual candidate who participates in the selection process.  
 

9.2 WHO IS RESPONSIBLE FOR SELECTION DECISIONS? 
 
The HR recruitment specialist is responsible mainly for selection decisions and the selection process. 
Once again, it is important that the HR professional or recruiter and line management work in partnership 
to ensure that they select the right person for a specific position. Generally, more effective selection 
decisions are made when many people are involved in the decision and when adequate information is 
available to those selecting the candidates and finalising the selection process. 
 

9.3 WHY ARE SELECTION AND THE LAW SO IMPORTANT? 
 
Refer to figure 5.5 on the HR legislative framework in section 8. With the adoption of the employment 
equity legislation, the Constitution and the LRA, the selection process has, for most South African 
organisations, become somewhat of a nightmare. In a lot of cases it is not applied correctly. The labour 
legislation, especially the Employment Equity Act and the LRA, impact directly on the selection process - 
interviews and tests. Take, for instance, the selection interview. Although there is no standard list of 
taboo questions, the HR team members need to guide the panel to ensure that the process is fair and 
not discriminating (e.g. relating to race, age, marital status, religion, sexual preferences). When deciding 
what selection tests to use or selection decision to make for a specific position, it is important not to be 
biased. 
 

ACTIVITY 5.5: Selection procedures in the workplace 
 

1. Explain the concept of selection in your own words. 
2. Critically discuss the role of the line manager in the selection process. 
3. Read the following scenario and complete the activity: 

Selection 

You are the newly appointed HR manager of a large car manufacturing organisation. After two months of 
finding your feet in your new position, you realise that the selection process in the organisation doesn’t 
comply with South African labour legislation and that discriminatory practices take place. You observe 
that people are selected based on, among other things, their race, gender, culture or sexual orientation. 
Another problem is that interviews are not conducted according to labour legislation. Interviewees are 
asked irrelevant questions about their marital status, whether they plan to have children, etc. 

For example, a very qualified and experienced mechanic applied for a position in the organisation's 
workshop. However, after the interview with the workshop manager, she was not shortlisted, for no other 
reason than that she was female. You are aware that discrimination can be regarded as fair, but only in 
certain situations (as specified in the Employment Equity Act), but the discrimination in this example 
doesn’t seem fair. Or is it? Let's find out. 

After discussing your concerns with senior management and getting their approval, you arrange a 
meeting with all the line managers as well as the HR team in the organisation.  

3.1 Provide line management with information about labour legislation and how it influences the 
selection process.  
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3.2 Supply them with information regarding the do's and don'ts of selection, according to labour 
legislation.   

FEEDBACK 

1. Selection is the process of choosing the most suitable candidate in order to appoint the person in 
the relevant position.  

2. You should have noticed that the HR department plays a vital role in the selection process, but 
they are not the only people involved. Other people such as line managers might be able to give 
very valuable inputs and information that can also help the HR manager in the selection process. 
Selection is not always an easy task. It is further complicated by current legislation in South 
Africa. 

3. The Employment Equity Act states that all discrimination, both direct and indirect, is forbidden 
during the employment process. However, there are two instances where fair discrimination can 
take place, namely to take affirmative action measures (consistent with certain requirements) and 
to distinguish, exclude or prefer any person on the basis of an inherent requirement of a job. 
According to labour legislation, there are certain topics that you cannot explore with job 
applicants when interviewing them. If you do this, you are contravening the law because you 
could possibly be discriminating against the person. The bottom line is that selection criteria 
should be based on job-related issues only. This brings us to the actual selection process, which 
we will discuss in the next section. 

 

10 SELECTION PROCESS 

STUDY 
 
Study the section "The selection process" in chapter 6 of the prescribed book. 
 
Now you should be able to describe the steps in the selection process. 
 
Normally, most selection processes follow a standard pattern as illustrated in figure 6.4 in the prescribed 
book. These steps may be altered or followed in a different sequence, according to the organisation's 
unique needs. 
 
Because of its importance, the selection process is often regarded as the heart of an organisation's HR 
activities. Just imagine the wasted time and money (measurable and immeasurable) when the wrong 
person is chosen! There is also no doubt that the selection process can be just as expensive as 
recruitment in terms of possible legal action against the organisation if it is not done correctly. The 
selection tool should be used with care. Let’s consider selection in practice. 
 
Because of the subjectivity of the selection process, there is no method to guarantee that only the best 
candidates will always be selected. In an effort to ensure that the main purpose of selection is met, 
various people are usually involved in the selection decision. 
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Figure 5.6: Steps in the selection process 
Source: Adapted from Wärnich et al (2015) 
 
Table 5.3: Different types of interviews 
 

 
Source: Adapted from Wärnich et al (2015) 
 
 
 
 

Initial 
screening 

Minimises the 
time that the 

HR department 
must spend on 
the selection 
process by 
removing 
obviously 

unqualified or 
undesirable 
applicants. 

Determines if 
the applicant 

meets the 
critical job 

specifications 
or other 

requirements 
as stipulated in 

the 
Employment 
Equity Act. 

Completion of 
application 

blank 

A formal 
record of the 
individual's 

application for 
employment. 

The 
information on 
the application 

blank is 
compared with 

the job 
specifications 
to determine 
whether there 
is a potential 

match between 
the company's 
requirements 

and the 
applicant's 

qualifications. 

Interviews 

The purpose of 
the interview is 
to determine if 
the applicant 
has the ability 
to perform the 
job and to be 
motivated to 

perform the job 
and to 

determine if 
the applicant's 
needs match 
those of the 
organisation. 

Pre-
employment 

testing 

The use of 
testing in the 

selection 
process has 

had periods of 
growth and 

decline. Some 
tests weren't 
reliable and 
others didn't 

predict 
employee job 
performance 
accurately. 
Today most 

employees are 
far more 

careful with the 
selection and 
use of tests 

and consider 
reliability and 
validity of the 

tests. 

Reference 
checks 

A reference 
check can 

save energy 
and serves as 
a cost-effective 

method of 
screening out 
undesirable 
applicants. 

Medical 
examination 

After the 
decision has 
been made to 

make a job 
offer, the next 
step involves a 

physical 
examination. 

Medical testing 
is only 

permitted in 
certain 

situations and 
must comply 

with the 
Employment 

Equity Act and 
other labour 
legislation. 

Different types of interviews 

Unstructured 
interviews: 

Questions are 
developed from 

answers to previous 
questions. 

Structured 
interviews: A set of 

standardised 
questions are asked 

to all the job 
applicants.  

Mixed: A set of 
standardised 

questions as well as 
questions 

developed from the 
answers to previous 
questions are used. 

Behavioural: 
Applicants give 

specific examples 
of how they have 

performed a certain 
task or resolved a 

problem in the past. 

Stress: Interview 
designed to create 

anxiety and put 
pressure on an 
applicant to see 

how they respond. 
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11 SELECTION DECISION AND RECORD-KEEPING 
 

STUDY 
 
Study the sections "The selection decision" and "Record keeping" in chapter 6 of the prescribed book. 
 
Now you should be able to explain the importance of the selection decision and record-keeping to 
complete the selection process. You should also be able to critically discuss the impact and 
consequences of ineffective selection and placement decisions on the organisation. 
 

12 SUMMARY 
 
You should now realise how important the recruitment and selection processes are. If these processes 
are neglected or carried out incorrectly, the organisation will suffer. Remember that the recruitment effort 
should aim to attract the best possible candidates to ensure a competent, able and effective workforce. 
This, in turn, ensures optimal organisational goal achievement. Although we discussed the possibility of 
recruiting temporary workers in this workbook, we could ask: Aren’t organisations exploiting these 
workers?. In other words, are organisations giving them all the benefits that permanent workers enjoy? 
What do you think?  
 
The selection process is the heart of an organisation's HR function. After all, the main objective of 
selection is to ensure that the right person is appointed in the right position at the right time. Once this 
has been done, the organisation can concentrate on ensuring that this employee contributes to the 
overall achievement of the organisational vision and goals. The selection process must be acceptable to 
all interested parties, including the applicants, selectors and managers. The final decisions should be 
made fairly and objectively. This will lead to a more cohesive workforce and a business that 
demonstrates sound and healthy HR practices. 
 
In this last section, make sure you can recognise, relate and apply your new knowledge and skills in and 
at your workplace. The final activity will help you in this. 
 

ACTIVITY 5.6: Application of knowledge gained in Workbook 05 
 
Read the case study at the end of chapter 6 in the prescribed book and answer these questions: 
 

1. You are the recruitment consultant for Batho-Pele Air. Explain to the HR manager the types of 
recruitment methods Batho-Pele Air could consider.  

 
2. Give him reasons why you recommend these methods. 
 
3. Advise the manager which methods (internal and external) you, as Batho-Pele's recruitment 

consultant, think are the most effective. 
 
4. Taking the Employment Equity Act into consideration, advise the manager on the advertising 

media that Batho-Pele Air should use when recruiting externally. Refer to table 6.3 in the 
prescribed book. 

 
5. Draw a diagram to illustrate the steps you will follow in recruiting a flight attendant for Batho-Pele 

Air. 
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6. Refer to the advertisement that Batho-Pele Air uses to advertise the position of flight attendant. 
 

6.1 Critically discuss the fairness of this advertisement. Give reasons for your viewpoint. 
6.2 Rewrite the advertisement to deal with the issues of unfairness. 
6.3 Draw a diagram to explain the selection process you will follow to ensure that a fair process 

is applied. 
6.4 Draft a list of five to eight interview questions for the panel members, who will interview the 

candidates for the flight attendant position. 
6.5 Draw up a letter of appointment for the newly appointed flight attendant, Ms Thembi 

Mpesela.  
 

 FEEDBACK 
 
Most organisations don’t use only internal or external recruitment sources; they use a combination of 
both to satisfy their needs. In view of the legislation and most organisation policies, they would start with 
internal recruitment efforts so that employees have the opportunity for career advancement. Batho-Pele 
Air will also use both recruitment sources. The recruitment sources will be determined by the 
organisation's needs and goals at the particular time. For example, if Batho-Pele Air needs to recruit an 
experienced pilot for a new Boeing that it has acquired, it would probably give existing staff members the 
opportunity to apply for this position before advertising externally. In the case of a flight attendant, it will 
probably also advertise internally first before recruiting externally (as in the case study) to increase the 
pool of applicants and acquire new, enthusiastic employees to join the organisation. Once the sources 
have been identified, a decision has to be made about the recruitment method to be used. 
 
You should now realise that, although there are various recruitment sources and methods, the HR 
manager has to be very careful to use the appropriate source and method for a particular job in order to 
maximise the recruitment effort. There are also certain advantages and disadvantages of each type of 
advertising media which need to be taken into account. Although most organisations recruit to increase 
their permanent body of employees, some prefer to use other hiring alternatives. To ensure that the best 
possible candidate is obtained, certain recruitment steps should be taken. A diagram such as figure 6.2 
in your prescribed book clearly indicates the recruitment process that should be followed.  
 
The HR manager of Batho-Pele Air is planning to place a job advertisement in a local newspaper to 
advertise the position of a flight attendant. This obviously means that the company is looking for a new 
employee to fill this position. It is therefore busy with the process of recruitment.  
 
Batho-Pele Air is allowed to specify certain physical requirements such as height because of the limited 
space in an aircraft, which makes it an inherent requirement of this particular job. Other requirements 
such as work experience, willingness to travel and so forth are directly related to the job's requirements. 
When these factors are taken into account, the requirements/criteria in the advertisement are fair. 
 
Possible problems with the advertisement that might arise include the following:  
 

 There is no information in the advertisement about the remuneration package and/or benefits that 
the position of flight attendant offers to the successful candidate. A candidate needs to know 
what the organisation offers before they can apply for the position. The current trend is to include 
a statement such as "The organisation offers market-related remuneration and excellent 
benefits".  

 In the light of the labour legislation in South Africa, especially the Employment Equity Act 55 of 
1998, it might occur to you that the word "man" used in the advertisement (looking for flight 
attendants to man flights) may be regarded as sexist and chauvinistic. Recruitment is strongly 
influenced by labour legislation, which needs to be taken into account when drafting an 
advertisement.  
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 The case study states that the advertisement is going to be placed in a "local" newspaper. This 
could be problematic if the advertisement is placed in an Afrikaans or Sotho newspaper, for 
example, as it would be discriminatory towards people who can't read and understand those 
languages. The pool of applicants would also become much smaller, because the advertisement 
would not reach people who cannot read and understand those languages. If the organisation 
decides to advertise in a local newspaper, it will have to choose a widely read newspaper that will 
not unfairly discriminate against potential applicants. 

 
Once the advertisement has been placed and the recruitment process is completed, the HR manager 
and her assistant would probably continue to the selection process. Figure 6.4 in your prescribed book 
clearly indicates the steps that should be taken during the selection process. The HR manager and her 
assistant will typically work through the applications to establish who they want to invite for pre-
employment tests. Then they would probably conduct interviews with the candidates that are the most 
suitable for the flight attendant position. They could even arrange second interviews with some of the 
candidates. Some of the questions they can ask the applicants could include: "Tell me about your work 
experience in customer service", "Are you willing to travel?" and “What do you typically do with a difficult 
customer who doesn’t want to adhere to the in-flight rules (such as remain seated during take-off and 
landing)?”. 
 
In some cases during interviews line management might also be involved. Lastly, the company would 
make a job offer to the most suitable candidate. The candidate will then respond to the offer and, upon 
acceptance, receive a letter of appointment. A good letter of appointment should include all the aspects 
listed in your prescribed book.  
 

13 SELF-ASSESSMENT 
 
 Now that you have completed this workbook, you need to determine whether you have 
achieved the relevant learning outcomes stated at the beginning of the workbook. 
Therefore, read through the learning outcomes again before attempting to answer the 
self-assessment questions.  
 

To ensure that you have achieved the learning outcomes, answer the questions that follow and then 
study the feedback on the questions. Remember, the feedback is provided only to ensure that you are 
on the right track – it doesn’t provide model answers. You are still required to consult sources of your 
choice to answer the questions and achieve the learning outcomes. 
 
The self-assessment questions consist of multiple-choice questions and written questions. To access the 
multiple-choice questions visit the self-assessment tab on myUnisa and begin your assessment. 
 
Question 1 
 

a. Differentiate between human resource planning, employee recruitment and employee selection 
by defining each concept. 

b. Explain how they are used together to ensure that an organisation has sufficient employees with 
the required skills, knowledge and experience to do the work. 

 
Question 2 
 
You are the CEO of a large mining company that is struggling to reach its employment equity targets. 
The organisation suffers because of the shortage of skilled labour. The HR manager holds a meeting 
with you, asking you which of the non-traditional recruitment strategies you would recommend to the HR 
department to implement in the mine in order to resolve this problem. 
 
Write a one-page report with suggestions to the HR manager. 
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Question 3 
 
As the HR manager of a car manufacturing company, you have determined that the organisation has 
certain staffing requirements.  
 
Explain where you will start to fill these vacancies. In your answer refer to the recruitment sources that 
you will consider. 
 
Question 4 
 
You have been working as an HR officer for a small publishing firm for the past three years. The owner 
and CEO of the firm are young and want the organisation to be part of the information age. The owner 
has decided that, instead of advertising vacancies in the print media, the organisation will now only 
advertise on the internet. You disagree with this decision and must draw up a short report defending your 
case.  
 
Write a one-page report in which you 

a. compare the different methods of recruitment 
b. list the advantages and disadvantages of the different methods 
c. indicate the requirements of the Employment Equity Act in this regard  

 
Question 5 
 
Your organisation advertised a position for a sales assistant. The position requires someone with Grade 
12 and two years' experience in an engineering environment, as well as a sound ability to speak English 
and at least one other language (the person will have to deal with overseas customers).  
 
There are also employment equity targets that must be met at the end of the year. You have received 
more than 300 applications, mostly from young, inexperienced school leavers. You have screened all the 
applications and assisted the sales manager in drawing up a shortlist consisting of six applicants, four of 
whom are non-white. Of these four, two don’t have Grade 12, but have been working in sales in an 
engineering environment for more than five years. The sales manager is reluctant to include the two 
candidates who don’t have Grade 12, saying that you just want to saddle her with someone who won’t 
be able to do the job. You believe the two candidates are both suitably qualified, even though they don’t 
have Grade 12.  
 
Write a one-page report in which you 

a. explain the concept of "suitably qualified" to the manager 
b. discuss the implications of unfair discrimination in recruitment and selection processes 

 
Question 6 
 
Refer to the scenario in question 5 and answer the following questions: 

a. List the steps you would follow in the selection process for the position described and explain the 
purpose of each step.  

b. Indicate whether you would leave out any of the steps in the selection process. Substantiate your 
answer. 

 
Question 7 
 
The interview is the most popular selection tool used in companies. Yet research has shown that the 
interview is low in both reliability and validity.  
Discuss how you can ensure objectivity of the interviews for the position described in question 5. 
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FEEDBACK 
 
Question 1 
 
Make sure that you understand that although HR planning, recruitment and selection are all concerned 
with finding qualified workers, they are distinctly different HR activities. Make sure that you don’t become 
confused. Use a table to clearly distinguish between these concepts. You will see that HR planning 
indicates whether the organisation will need to find additional employees, and recruitment is the start of 
the process of finding qualified workers. Recruitment ensures that there is a large pool of candidates for 
the organisation to choose from, while selection is the actual choosing of the most appropriate 
candidate. The processes complement one another: you cannot select without recruiting first and you 
cannot recruit without first determining whether you need to. 
 
Question 2 
 
You can find the answer to this question in "Recruitment strategies in a diverse workforce" in the 
prescribed book. 
 
While answering this question, keep in mind that most organisations that use tried and trusted 
recruitment sources may struggle to meet employment equity targets. When the demographics of the 
workforce have to change, this implies a change in the recruitment sources and strategies. Think 
carefully about this answer before you make a recommendation. You as the CEO could have made 
recommendations such as implementing training programmes in mining for the disadvantaged to help 
employees in designated groups meet job requirements; or implementing learnerships, apprenticeships 
and mentoring programmes to help employees and give them guidance to improve their skills and gain 
experience. A different recommendation could also have been made if substantiated sufficiently.  
 
Question 3 
 
You will find the answer to this question in "Recruitment Sources" in the prescribed book. 
 
When answering the question, note that you as the HR manager must decide whether a job opening 
should be filled by a person that is already employed by the organisation, or by someone from outside 
the organisation. You should also discuss internal and external applicants in your answer, as well as 
provide information on the advantages and disadvantages of both these sources of recruitment.  
 
Question 4 
 
You will find the answer to this question in "Methods of recruitment" and "Recruitment and the law" in the 
prescribed book. 
 
When answering this question, don’t just list the advantages and disadvantages of each recruitment 
method, but study them carefully and then decide which of the advantages and disadvantages will suit 
your argument best. Also include the requirements of the law in terms of employment equity and 
advertising of posts in your answer. 
 
Question 5 
 
You will find the answer to this question in "Selection and the law" in the prescribed book. 
 
Start this answer by clearly describing the term "suitably qualified". Then relate this to the example given, 
stating whether a person who doesn’t have the minimum qualifications required in the job may still be 
suitably qualified. Can some of the requirements be substituted for others? Give reasons for your 
answer. Should the organisation appoint someone who is not suitably qualified simply to meet their 
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employment equity targets? Will this be fair or unfair discrimination? When answering this part of the 
question, remember to distinguish between fair and unfair discrimination before you decide. 
 
Question 6 
 
You will find the answer to this question in "Steps in the selection process" in the prescribed book. 
 

Make sure that you answer the whole question  you must list the steps and describe the purpose of 
each. Then decide if you would leave out any steps and why. 
 
Question 7 
 
The answer to this question can be found in "Interviews" in the prescribed book. 
 
This question is easy to answer, as all the steps to ensure the objectivity of an interview are discussed. 
When answering this question, don’t just list the steps in the book, but make sure you discuss them in 
sufficient detail to prove that you understand the process, and relate them to the example described in 
the question. 
 

CARRY ON 
 
Now that you have successfully completed Workbook 05 and all the activities, you can go on to 
Workbook 06. 
 

 
 
 
 


