


Thus recruitment guide has been created through a collaborative effort of
skilled trade employers and stakeholders - community members that lead

and drive the Skilled Trade Alliance™

Copyright © 2004 Skilled Trades Alliance™ All rights reserved. This booklet
may not be copied, photocopied, reproduced, translated in whole or part without
prior writlen approval of the Skilled Trades Alliance

ouled Trades Aliance's fuide oo Reer

Contents

Aim of the Recruitment Guide ............................................... 2
Part 1: Recruiting Challenges................o 3
Part 2: Skills, Set and Match: A Basic Skills Audit and Forecast. ...................... 6
Part 3: Skills, Set and Match: Getling Ready to Recruat.............................. 11
Part 4: Skills, Set and Match: Guidance For Recruiting the Right Applicants .. ... .. .. 16
The Day After .......... ... 20

[GGIU

Jfor skilled trades

employers

INDUSTRY-EDUCATION COUNCIL OF HAMILTON
community led, community driven

%//skilled trades alliance



i 01 Tie Receuitmen i

This guide aims to provide a basic understanding for one of the most impor-
tant aspects of human resources management — recruitment. If you are utiliz-
ing this resource, you already understand how important recruitment is to your
business. A Recruitment Plan does not need to be overly complicated; it does
require an investment of time, but with great payoffs that positively impact
your bottom line.

Hiring the ‘right’ apprentice or
Journeyperson at the ‘right’ time

and retaining those employees

= Increased profits and productivity
Workplaces that hire to fill short-term needs may not be creating an environ-
ment that would attract the level of talent needed to grow their business.
Long-term planning leverages sustainable development within your company.

You deserve talent that can lead and showcase your efforts in a competitive and
challenging environment.
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Good hiring practices should always
be in place no matter the internal or
external changes impacting your busi-
ness. Hiring and retaining great people
will increase profits and productivity.

It is essential, however, to be aware of
the following areas of your business
prone to change in order to maintain
this course:

Organizational Changes
A change within your company
structure requires actions to improve
performance by altering job descrip-
tions and scope by:
¢ the grouping of jobs and
departments
* changing the span of responsibility
¢ introducing new staff

When you change a structure, your
communications, decision-making
and human interaction processes will
be altered. Managing this change will
help increase productivity.

When altering an organization,

take extra care that any disruption

of human and social relationships
(which develop into informal working
relationships among members of the
organization), is controlled, as these re-
lationships promote a stable workplace.

Job Changes

Employees may leave your business. It
can be especially difficult when an ap-
prentice decides to leave. This former
employee may be taking more than
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just his or her talent and experience,
but rather all the costly training you

committed to teaching this employee
specific formulas and techniques for

your workplace.

A company’s greatest asset is their
people and the information they have.
Hiring the right people at all levels will
encourage a positive workplace culture
that positions you as the ‘destination
employer’, and in turn you will be
attracting those leaders who have your
best business intentions in mind. Your
current staff and journeypeople play a
crucial role in retaining talent.

Personal Changes

Studies have shown that employees
appreciate employer’s that respect
their needs outside of work. One way
to understand your staff is to adopt an
‘open door policy’ that allows em-
ployees to feel comfortable approach-
ing you about their concerns. Open
door management is becoming more
accepted as a management strategy
leading to better business results and is
evolving from a competitive advantage
to a necessity. Much of the benefit of
open door is the perception from em-
ployees that ‘the company will listen to
me if I say something.’

Societal Changes

Societal changes can be seen on a
large, global scale or as simple as a
pattern of growth within a community.
The shift from a traditional industrial



society to a globalized (deregulated)
economy has created new patterns of
life and work, which has had adverse
effects on everything from consumer
consumption, exercise, time manage-
ment, and desire for financial/emo-
tional wealth.

Knowledge of pending or current
legislation 1s paramount for an
employer to know in order to avoid
missed opportunity

Factors will vary depending on the
type of trade and the type of job. Jobs
that present challenges with regard to
personal time can make it harder for
people to adapt. Performance-based
pressures that are achievable only by
excessive overtime, may encourage
people to make drastic lifestyle changes
just to cope. These changes would
affect your business through lost time
incidents, low morale, general disinter-
est, etc., and may even affect how your
industry operates.

Legislative Changes

There are organizations like the
Skilled Trades Alliance that encourage
community participation to advocate
together to encourage positive legisla-
tive change. Change can come in the
form of subsidies or incentives that
reward employers who invest in the
apprenticeship system by training
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apprentices. In any case, knowledge

of pending or current legislation is
paramount for an employer to know in
order to avoid missed opportunity, and
to keep abreast of workforce changes.

Technological Changes
Introduction of technology or techno-
logical innovations can have far-reach-
ing effects on the structure of the

leads to departmental changes or re-
dundancy in positions, and may affect
overall workplace morale.

Marketing Changes
Successful marketing programs are
built around strong relationships, and
managing those relationships. In the
highly competitive world of skilled
trades, savvy employers must use

In the highly competitive world of
skilled trades, savvy employers must
use every means at their disposal to
build up their profiles

organization and on the behaviour of
the people in it. Technology is often

a key determinant for a skilled trades
business, and a decision to adopt new
technology often involves a decision to
adapt the organizational structure to
that technology. Changes can include:

* Major changes in the division of
labour and the content of work

¢ Changes in the relationship among
workers

e The need for different supervisory
and technical skills

* Changes in operations

» Changes in the decision-making
hierarchy

The extent of these changes depends
on the type of technology being
adopted. Workplace automation often

Skilled Trades Alliance - The Recruitment Guide

every means at their disposal to build
up their profiles. Human resources,
beyond the employer, are usually
required around gathering key data,
customer database maintenance and
customer service. It’s essential to un-
derstand how to market your business,
and how any changes in the above
mentioned areas will affect your busi-
ness plan.
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Farts two, three and four of this guide are
interactive — use the available space to record
iformation about your workforce for

uture considerations.

Measurement —

Know What You Have And
What You Need

Employers have long been cautioned
to recognize the importance of their
workforce. Today’s workforce re-

My Workforce

Ask Yourself Answer

How many of my staff are journeypeople?

quires a diversified workplace that
meets physiological, safety, social and
motivational needs. As an employer,
you need to plan ahead to ensure you
have an action plan in place to meet
your current and future staffing needs.
Below you will find a place to record
a snapshot of your existing workforce,
business climate and where you see
your business heading

What is the average age of my staff, and what

is their forecasted retirement age?

How many are apprentices?

What year(s) do my apprentice(s) complete

certification?

My Business Climate
Ask Yourself

What is my average turnover :
rate? ]

Resources/Tips

How do | compare to the
: average turnover rate of 6%
. per year?

Do | have predictable :
downtimes? If so, would this
be a good time to begin a ]
hiring process?

. Many skilled trades

- employers select one

- particular time of year

. to perform most of their

: recruitment or to reassess
- their human resources.

Am | aware of the current
and future labour market
for my industry (including

competitive salary ranges)?

Turn to pages 13 and 14 to
see a brief overview of labour
trends. For more detailed
information, contact the
Skilled Trades Alliance.
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My Business Future
Ask Yourself Answer

Are plans in place to grow
my business?

Resources/Tips

Have | evaluated any
successful recruiting tactics | -
may have had? ]

Investigate the Try Before
. you Buy Approach - the
- most popular and successful
- method for skilled trades
i employers.

. Resource: The Apprentice
Connection

Have | investigated
incentives for training?
Which incentives am |
eligible to apply for?

i Resource: ROl in Skilled
Trades Training Folder.

Is journeyperson upgrading
an option for my employees? :

: Many Journeypeople

- upgrading programs are free
- through colleges, training

: facilities and unions.

Resources: ROl in Skilled
Trades Training Folder, Job
Grow Program and Opening
Doors: Sharpening Your
Competitive Edge.

Am | eligible to hire an
apprentice? Am | aware of
the benefits to hiring one?

Ministry of Training Colleges
- and Universities Client
¢ Services Branch 905-521-
7764.

Resource: The Apprentice

. Connection

Cwww,
hamiltontrainingnetwork.com
One-stop source for
information about business-

. to-business, shared

. workplace training.

Soft Skills In My Workplace
— More Than Just Technical
Soft skills can help a business survive
economic downturns. During an
economic downturn, you can train
employees on such skills as problem
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solving and conflict management. Soft
skills are harder to measure and are
perceived as ‘nice to have’, but are
often overlooked.

Studies have shown that people who



are good at reaching out to co-workers
on tough issues and offering solutions
when differences arise are more likely
to be seen as effective leaders. On the
other hand, managers who avoid diffi-
cult confrontations or handle them too
harshly are perceived by those above

Soft Skills Audit and Forcast

responsible helpful alert
reliable honest cooperative
resourceful trustworthy focused
punctual adaptable tactful
dependable  capable teachable
industrious dedicated competent
intelligent effective flexible
persistent stable active
thoughtful versatile meticulous
tolerant warm logical
trusting wise methodical
steady creative cheerful
strong inventive friendly
understanding curious talkative
outgoing realistic articulate
precise purposeful quiet
cautious relaxed self-confident

sociable solid self-disciplined

Ask Yourself

and below them as lacking in leader-
ship skills.

Regardless of the size of your business,
participatory leadership is a part of ev-
eryday decisions and company culture.

accurate caring eager
aggressive clever easygoing
ambitious confident emotional
bold conscientious experienced

broad-minded considerate open-minded

business-like  creative optimistic
calm curious organized
careful discreet thorough
serious independent  perceptive
good-natured intuitive loyal
clear-thinking  determined mature
forceful detail-oriented energetic
healthy kind firm
imaginative likable original
patient pragmatic poised
quick autonomous  insightful
progressive  sensitive sincere
positive

How many of these soft
skills does your workforce
employ?

Resources/Tips

What are the key skills that
you should flag and include
in your next recruitment
search?
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Ask Yourself

Resources/Tips

“Liking co-workers” is a key
retention factor for appren-
tices. If a solid relationship
can be established between
the apprentice and their

¢ mentor (journeyperson) this

- will positively impact the

i retention rate.

Do my current journeypeople :
have good mentoring skills?

Resources:

Apprentice Retention in
The Skilled Trades

A Special Labour Force
Study Examining Key Ap-
prentice Retention Factors

If possible, plan your recruitment all standing of your business and what

at once by bringing on board people soft skills you want your workforce to
with similar characteristics to help possess, you can further draw out the
ease them into an existing workforce. areas where you excel and where your
A tight-knit family of workers can be

somewhat resentful of an ‘outsider’

shortfalls may be. Undergoing a basic
SWOT analysis (strengths, weaknesses,
coming in. opportunities, tactics) will highlight
your business’ needs with your employ-
Analyzing Your Business ee’s needs.

Now that you have a basic under-

Ask Yourself Answer

My business needs help in the areas of

| would like to see these skills incorporated in :
my workforce ]

How many are apprentices?

| would like to recruit these skills (include
tactics for getting these skills)
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You know your economics best. Can
you best fulfill your needs with an
experienced journeyperson, an ap-
prentice that you can train to grow
with your business, training opportuni-
ties for existing employees, or all of the
above?

Note: Haring an apprentice doesi’t mean you
need lo recruil a Jost year apprentice.

Undergoing a basic SWOT analysis

(strengths, weaknesses, opportunities,

threats) will highlight your business
needs with your employee’s needs.
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It is important to remain abreast of
changes in your trade, whether through
scanning headlines of trade publica-
tions or newspapers, jolning an associa-
tion, or networking within a profes-
sional group like the Skilled Trades
Alliance as a skilled trades champion.

This section highlights local informa-
tion and links compiled and regularly
monitored by the Skilled Trades Al-
liance. This information is collected
from a broad range of stakeholders
and supporters, which include Human
Resources Development Canada, Min-
istry of Training Colleges and Univer-
sities, the Ontario Youth Apprentice-
ship Program, unions, associations and
internally generated research.

My Internal Workforce -

A Good Place to Start

Training existing staff’ or promoting
from within can engender greater
overall employee loyalty. Existing
employees are already familiar with
the company culture, and can make
use of ongoing relationships within the
company and can draw upon these as
resources in their new position. You'll
have an employee who you know

and trust, have access to government
funding for the training of your new
apprentice, and have an option to re-
duce the time consuming recruitment
process. The overall investment in
training existing staff’ may be less time-
consuming than you may anticipate.
Look at the following steps when
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looking to train existing employees as
apprentices:
* Review skills and education
histories

Meet with the selected employees
to discuss interest in training and
promotion

* Announce the selections and the
reasons for the selections company-
wide

* 'Train or coordinate training for
your employees

* Coordinate with supervisors and
other workers to be sure that work
schedules and responsibilities are
adjusted accordingly

* Consider implementing a coach/
mentoring® program using your
journeypeople**

* Monitor trainees to make sure
transition is smooth and there is no
confusion

 After training is complete, monitor

progress and make sure employee

is comfortable in their new position

**About Upgrading
Journeypeople...

Journeyperson Updating Programs
are available to employers through or-
ganizations, associations and training
institutions, sometimes for free, that
are designed to provide continuous
skills enhancement for the workforce,
updating the skills of journeypeople
to current standards, train to new
technologies within current standards
and develop a journeyperson’s skills as
a trainer.



Specialized training is increasingly
becoming a condition for employ-
ment. Journeypeople need to consider
ongoing training as an essential part
of their career. By keeping themselves
employable, journeypeople are better
suited to be pass down their skills to
help build your future workforce.

*What Will a Mentoring
Program Achieve For My
Recruits?

The foundation for careers in skilled
trades has been the sharing of knowl-
edge and experience between experi-
enced workers and apprentices. Most
journeypeople could benefit from
courses or programs designed to teach
better training techniques for on-
the-job. These programs are usually
comprehensive and well-supported,
applying learned techniques in leader-

ship, organization, communication,

coaching, mentoring, human relations,
job proficiency, and personal develop-
ment, as a basis. These programs can
actually help lay the foundation for
future management to ensure that
your business continues on.

External Talent Pool

The availability of talent is constantly
changing as it reacts to new technolo-
gies, demographics, business climate
and consumer trends. This is why it is
important to emphasize that by being
prepared for sudden lapses in eco-
nomic trends, you can plan to retain
talent while offsetting any losses. This
will also help you when considering
whether the time is right to invest in
an apprentice over the long-term or to
offset upcoming retirements.
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Ontario (Statistics Canada 2001 Census & Census Data Ontario, 2001, Stats Canada)

* Total labour force in Ontario in a ten year time span (from 1991 to 2001)
grew 575 580 for a 10.4 percentage of growth

* Key service trades, such as Chef, Hairstylists, and Early Childhood Educa-
tors are averaging 50% or more growth over a ten year time span. Horti-
cultural Technicians grew over 100%, as did Motorcycle and other related
mechanic occupations

* The most recent census data for labour force replacement ratios (number
of employees aged 15-24 compared to those 55+) averaged at 1.24 for all
occupations (the lower the number = older workforce, the higher the number
= younger workforce). This points towards many journeypeople retiring over
the next 5-10 years.

* Primary industry and manufacturing has the oldest workforce. General la-
bourers, semi-skilled labourers, floor covering specialist and roofers are a few
of the trades which hold the youngest age distribution

Over the last year Hamailton has seen an
almost 50% increase in the number of
active registered apprentices.

Hamilton (MTCU Hamilton Apprenticeship Client Services Area Office)
* Active, registered apprentices by trade sector are as follows, as of
November 2004:
- Service — 1001 active apprentices
- Motive Power — 1254 active apprentices
- Construction — 1659 active apprentices
- Industrial — 1123 active apprentices
* Over the last year Hamilton has seen an almost 50% increase in the number
of active registered apprentices. As of November 2004, Hamilton has a total
of 5037 active apprentices. This is the next generation of skilled workers that
could impact your business. New registrations give a glimpse of those inter-
ested 1n registering as an apprentice. By registering, apprentices show a strong
commitment to their trade and their education. An employer benefits by hav-
ing a customized worker that will understand and grow with their business.
* As of November 2004, new registrations (first-year apprentices) for the Ham-
ilton area are as follows:

Skilled Trades Alliance - The Recruitment Guide 13



* Service — 341 newly registered apprentices

* Motive Power — 286 newly registered apprentices

* Construction — 400 newly registered apprentices

¢ Industrial — 243 newly registered apprentices

e Total of 1270

This speaks to awareness efforts and employers who are willing to take on more

apprentices for future business needs.

* During the 2000 — 2001 school year there were 55 signed Ontario Youth
Apprenticeship Program (OYAP) apprentices with 465 students participat-
ing in OYAP from both the Catholic and Public School Boards. In 2004 the
number of signed OYAP apprentices more than doubled to a total of 126

signed apprentices.

* At time of print, the number of journeypeople in Hamilton was not avail-

able. Check with the Alliance in the future to see if hiring a journeyperson is

an avenue for you.

WHERE CAN I LOOK FOR
POTENTIAL CANDIATES?
As a member of the Skilled Trades
Alliance you can access pre-screened
apprentices based on your identified
needs. The Alliance will narrow the
field for you to select from and can also
help you access hiring incentives such
as wage subsidies and complete all of
the paperwork once you have signed
your apprentice with the Ministry of
Training Colleges and Universities.

WHAT INFORMATION
DO I NEED TO PROVIDE
THE SKILLED TRADES
ALLIANCE TO BEGIN THE
SEARCH?

1. Number of positions required

2. Title(s) of position(s)

3. Brief job description

4. Necessary requirements (1.e. trans-

portation)

5. Start date

6. Level of apprentice

7. Mandatory training required (i.e.
WHIMIS)

8. Estimated hours per week

Recommended Sources
for Candidates
www.apprenticesearch.com
www.workopolis.com
www.employers.jobbank.gc.ca

TEST DRIVE ‘Try before
you buy approach’

If you’re not ready to invest in a first,
second, third, fourth or fifth year ap-
prentice you may consider Hamilton
Skilled Trades” employers number one
method of recruiting apprentices.

Low risk, eye opening, recognizable,

inducing of long-term planning and
success, not only 1s the ‘try before you
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buy’ approach the most preferred

and successful approach to hiring and
retaining apprentices, but hiring an
apprentice through this method makes
you eligible for a Co-operative Educa-
tion Tax Credit.

Consider participation in Expe-
riential Learning Opportunities:
Ontario Youth Apprenticeship Pro-
gram — OYAP

Test out a potential apprentice
through OYAP!

OYAP takes secondary school Co-op
one step further. OYAP is a program,
which offers students the opportunity
to begin an apprenticeship while still
in high school at no financial cost to
the employer. (Note: All WSIB costs
are covered through the Ministry of
Education).

If you’re interested in taking on an
OYAP student, please contact:
Hamilton-Wentworth District School
Board

Contact: Reece Morgan

Phone: 905 527.5092, Ext. 2631
E-mail: rmorgan@hwdsb.on.ca

OR

Hamilton-Wentworth Catholic District
School Board

Contact: Leo Paone

Phone: 905.525.2930, Ext.2304
E-mail: PaoneL@hwcdsb.edu.on.ca

Mohawk College: Co-operative
Education Department
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Benefits include:

Accessing employees who are moti-
vated, skilled and productive
Opportunity to effectively evaluate
potential permanent employees
Reduced recruiting costs and im-
proved retention through a better
match of individual and position

Increased visibility in attracting quali-
fied personnel

For more information:
http://coop.mohawkc.on.ca/

Faculty Coordinator: Elizabeth Bain
Phone: 905-575-2168

The Centre for Skills Develop-
ment & Training
www.thecentre.on.ca

Contact: Partnership Developer, Mike
Minty

860 Harrington Court, Burlington,
ON

Phone: 905-333-3499, ext. 131

Fax: 905-634-2775

Email: mintym@thecentre.on.ca

Job Connect
http://jobconnect.mohawk.on.ca
Provides employers with applicants
matched to their job requirements
Offers on-going support throughout
the placement for both the employer
and the employee

Phone: 905-575-2177

Email: jobs@mohawkcollege.ca or
yee@execulink.com
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Advertising
Once the need to fill a position
becomes clear, the word needs to
get out. In addition to pre-screening
services, employers have numerous
media options in which to advertise,
some more cluttered than others. Ad-
vertisements should be clear, concise,
legal and relevant and should reflect
fairly the requirements of the job,
consistent with the job description and
person specification. An advertise-
ment should include:

 Job title

* Location of work

 Salary

* Key tasks of the job

* Qualifications and experience

required

* Procedures for applying

 Point of contact and closing date

* Any standard business clause or

statement

can be done via snail mail or online).
The advantage of using an application
form is that it allows you to determine
what information is to be presented
rather than the candidate who show
themselves at their best advantage.

An application form also encourages
candidates to answer specific questions
rather than leaving them to frame
their application on the basis of what
they think may be required. It also
ensures the collection of information
essential to you and protects against
false declarations as the applicant must
sign the completed application form.

Shortlisting

Shortlisting is the process by which
you match the information given on
the application form/advertisement
with the requirements of the job, using
the agreed job description and person
specification. Using a criteria matrix
when shortlisting will simplify this task,

Advertisements should be clear, concise,
legal and relevant and should reflect
fairly the requirements of the job

Advertisements can also be used when
soliciting a co-op or intern student,
whether it’s direct to student or
through an administrator or counselor.

Applications

In addition to accepting resumes, you
may wish to consider having appli-
cants fill out an application form (this

and ensure candidates clearly dem-
onstrate that they meet the essential
criteria. If the shortlisted pool is still
too large to interview, you may wish to
consider conducting some tests or pre-
liminary informal interviews in order
to reduce the pool of candidates.

Checking References
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References should be obtained for all
shortlisted candidates (including inter-
nal candidates) before the interviews
take place. This can be a crucial phase
of the recruitment process since it uti-
lizes past behaviours to predict future
ones. You can ask for references from a
combination of sources including past

candidates will react to certain
situations, e.g. customer dissatisfac-
tion, supplier shortfalls, co-worker
relations.

 Personality tests: to measure for
specific personality traits

* Ability tests: to measure specific
abilities, such as verbal and nu-

Candidates perform best in an
winterview if they are able to relax
and respond freely to questions

employers, colleagues (journeyperson)
and instructors. Keep the following in
mind when checking references:
* Contact current and former em-
ployers
* Check certification
Ask yourself:
* Would this candidate fit into this
work environment?
* Would they work well with
current staff?
* Do they seem dependable?

Selection Tests

Tests can be used as part of the selec-
tion process to assist with the deci-
sion making process. It is not always
possible to test whether an applicant
meets certain essential criteria from
the application form and interview
alone. Tests may include:

* Written tests: to measure written
skills (e.g. grammar, ability to write
invoices/inventory etc.)

* (Case studies: to measure how
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merical comprehension

* Group exercises: to measure inter-
personal skills, leadership skills and
SO on

* Skills tests: to measure specific hard
skills required for the job

* Service presentations: to measure
an applicant’s oral communication
and presentation skills

Interview Skills

Your on-site interview is an essential
tool when determining if an individual
will be a good fit in your workplace.
Candidates perform best in an in-
terview if they are able to relax and
respond freely to questions, rather
than being put under undue pressure.
Have potential candidates demonstrate
their skills. The following guidance is
relevant to all interviews:

* Be relaxed and friendly in ap-
proach in order to encourage the
candidate to feel relaxed and to be



more open

» Cover all aspects of the candidate’s
application in relation to the post,
identifying any particularly inter-
esting points or discrepancies

* Allow the candidate to do most of
the talking during the interview,
avoiding interruptions

* Ensure that the candidate is aware
of the specific requirements of
the job

* Identify any misconceptions the
candidate may have about the job
and rectify these

¢ Irom time to time, check that you
have understood the candidate by
re-interpreting their statements and
gaining confirmation

* Give verbal and non-verbal en-
couragement. It is bad practice for
interviewers to sit stone-faced or
unresponsive, worse still for them
to be staring out of a window or
engaged in other work during
an interview

 Listen to what the candidate is say-
ing. Much information will be pro-
vided during the interview which
you will need to recall during the
decision-making process

Open questions are useful as a means
of gaining the most information from
candidates as they are designed to
encourage the candidate to talk, to
provide facts, to describe events and
to express opinions. Such questions
are usually prefaced by “What, When,
How, Who or Where” and allow the

interviewee to give a more considered
and substantial reply. The following
are sample open questions:

 Strengths/weaknesses

* What are some of your long-term
goals?

* What accomplishment are you
most proud of ?

* What can you do for my company?

* How would you describe your
personality?

* What are your wage expectations?

Avoid closed questions which generally
require a “Yes” or “No” answer e.g
“Do you like dealing with the public?”
Whilst some closed questions may
have to be asked, they shouldn’t make
up the majority.

Avoid multiple-headed questions
where two or more questions are asked
at once. Candidates will either answer
only the part which they want to or
are able to, or they might become con-
fused and forget parts of the question.

Avoid leading questions where the
answer expected is given away in the
question itself e.g. “This job requires
someone with good interpersonal skills
and mitiative. How do you think you
measure up to these requirements?”
Such questions play into the hands of
a good talker or the individual with
more interview experience. Simi-
larly, self-assessment questions such as
“What makes you think you are the
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best candidate for this job?” should be
avoided. Such questions are difficult
to answer satisfactorily and are of
little value in assessing the candidate

Once you’ve made your decision, don’t
waste any time contacting your candi-
date as he/she may have been inter-
viewing with other potential employers.

Avoid hypothetical questions where a
situation s described and the candidate
is asked what they would do in those

circumstances.

against the person specification.

Avoid hypothetical questions where a
situation is described and the can-
didate is asked what they would do

in those circumstances. It is better
practice to allow the candidate to draw
on their own experiences e.g. “How
have you handled a situation in which
somebody is not performing to the
level required of them?”

Reviewing Your Notes

It is advisable to keep all the original
documentation relating to the recruit-
ment and selection process for a long
period after hiring. This should in-
clude the application forms, a copy of
the job advertisement, job deseription
and person specification as well as-the
details of shortlisting, any interview
notes and the reasons for selection.
This is a vital record of exactly what
happened and could be useful-to-give
constructive feedback to candidates.

Loughborough University’s Good Recruitment
Giuide was referenced when compiling this list
of puidelines for recrusting the right applicants

Skilled Trades Alliance - The Recruitment Guide
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The hiring process doesn’t end with making the selection. Your new employee’s
first day is critical. People are most motivated on their first day. Build on the mo-
mentum of that motivation by having a place set up for them to work, making
them comfortable and making them feel welcome. Don’t just dump them on the
floor and shut your door. Be prepared to spend some time with them, explaining
job duties, getting them started on tasks, becoming acquainted with co-workers
or even taking them out to lunch. By doing so, you’re building rapport and set-
ting the stage for a long and happy working relationship.

Good luck with your recruitment.

For resources to help you with retention please refer to the Skilled Trades Alliance’s
Guades on Motwation, Teamwork and Performance for some tools to help integrate, and
retain, your new employee(s).

For additional information about this booklet or other matters of recruitment
and retention in skilled trades, contact:

The Skilled Trades Alliance
75 Hunter Street West, 2nd Floor
Hamilton, ON L8P 1P9

Phone: 905.529.4160

Fax: 905.529.5525

alliance@skilledtrades.ca
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