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HR Advice Service factsheet 7 
Recruitment and selection processes 
 
Advertising 
A common myth about recruitment is that there is a legal requirement to advertise 
permanent posts outside an organisation. This is a misconception and is good 
practice, but not a legal requirement. 
 
What is unlawful under the Equality Act is to discriminate in recruitment processes, 
which means that you choose not to employ someone because of a ‘protected 
characteristic’. For further information on discrimination please refer to Factsheet 6. 
 
How and where you choose to advertise is at your discretion, based on what you can 
afford to spend and whether you have capacity within your organisation to fill your 
posts (i.e. creating opportunities for promotion or advancement to existing staff).  
 
There will be certain circumstances when internal-only advertising is a requirement. 
For example, if some of your employees are facing the risk of redundancy, vacancies 
in another area of the organisation should be advertised as redeployment 
opportunities. 
 
Job description and person specification 
This is the single most important document in the recruitment and selection process 
and it is important to review it in advance of recruiting, especially where it has not 
been updated in several years. The job description section outlines the tasks or 
duties that need to be performed by the post holder, whereas the person 
specification outlines the key skills, knowledge and competencies that the post 
holder needs to have in order to undertake the role. 
 
The person specification plays a key role in the recruitment and selection process, as 
you will use this: 
 

• To short list a pool of candidates to assess 
• To design your assessment process and activities around  
• To determine which candidate to appoint  
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Recruitment panels 
If possible, panels should be comprised of a mix of gender, and ideally be a 
maximum of three people (more can be intimidating for candidates). An odd 
number on a panel also allows for a majority decision to be made. However, the 
Chair of the panel, who is often the most senior person on the panel and/or the line 
manager of the post being recruited, would normally have the final say. 
 
It is generally not advisable to have staff on the panel who would report to the 
person being recruited, or who would be their equal or peer, unless they are 
providing technical knowledge or input that other panel members do not possess. 
 
Assessment activities 
Interviews alone are a somewhat unreliable means of assessing suitability and 
competency for a job. It is always best to have one or two additional selection 
activities in order to assess candidates’ actual skills and abilities. This is referred to 
as ‘competency-based assessment’.  Such activities can include: 
 

• A role play or customer service exercise 
• Giving a presentation 
• A form of practical test (IT, financial, data management etc.) 

 
A growing trend in some leading organisations is to move away from competency-
based assessment and towards assessing candidates’ behaviours and values, and 
how they would fit into the organisation’s culture. Research is also beginning to 
show that recruiting people with passion and enthusiasm often has better results 
than focusing on how much relevant experience a person has.  
 
Key point: Whatever knowledge, skills, behaviours or values you are looking for, you 
should reflect this in the person specification so that candidates know what they will 
be assessed on. You also need to ensure that for each assessment activity you have 
agreed objective criteria for measuring and scoring the performance of candidates. 
 
 
 
To find out how York CVS can help with your recruitment, please 
contact Jane Hamilton, HR Adviser, on 01904 683803 or email: 
jane.hamilton@yorkcvs.org.uk 
 


