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1 Chapter 1 – Recruitment Background

1.1 Introduction

This manual is an introduction to recruiting and combines both industry material and StaffWeb procedures into a single document.

In this first section, we provide an overview of the recruitment business; its history and current trends, and summarise the main elements of how a recruitment business is operated.

1.1.1 [image: image2.wmf]What the Manual is for

This manual is designed as an easy-to-read resource, containing information about the recruitment industry, and the process of doing business in the recruitment industry.

1.1.2 Who the Manual is for

The manual is primarily aimed at prospective StaffWeb network members seeking a common knowledge base of recruitment and how it works within the StaffWeb network.

The business is presented from an entrepreneurial perspective, so references to “recruiter” usually mean a recruitment business owner or manager. However, employed recruiters will also find most of the process content relevant to their positions.

1.1.3 Structure of the Manual

After the introduction, the manual approximately follows the sequence of the recruitment business process.

Beginners will probably focus on the first three modules, whilst experienced recruiters may opt to cover individual modules. The StaffWeb Personal Training Programme follows the same module structure as this manual.

1.1.4 StaffWeb

[image: image3.wmf]StaffWeb is a division of Webb Elgin Associates, a Johannesburg-based consultancy that provides a complete range of services and software to the recruitment industry.  The company has launched a network of SME recruitment agencies that operate under the StaffWeb banner.

1.2 Overview of the Industry

Our StaffWeb Definition

Recruitment is the business of matching people to available positions of employment.

Other Standard Definitions:

must be rigorously recorded and updated. This is easy where small numbers are involved, but can quickly get out of control once multiple placements are being managed at the same time.

1.2.1 Honesty and Ethics

[image: image4.wmf]In recruitment, there are many temptations to misrepresent; either overselling a candidate to a client, or vice versa. This is done to help secure the deal. 

At StaffWeb, when it comes to providing feedback to candidates, we subscribe to a policy of total honesty and ethical behaviour tempered with good judgment. We believe in sustaining long-term client relationships, as must all our members, and any compromise on honesty will surely damage a client relationship eventually.

1.3 Starting Your Agency

In addition to learning the actual process of recruitment, most of you are also going to have to learn how to create your own business.

There is no magic formula for starting your own business, but you should be confident that you are personally well-equipped in the following areas:

( Spotting opportunities

( Being quick and decisive

( High energy and drive

( Self-confidence

( Enthusiastic and optimistic

( Excellent communications

( Self-discipline

Since the StaffWeb formula focuses on small business, you will find that you definitely do not need a business degree or in-depth management knowledge and skills; rather, you have to have the heart for business.

There is a great and simple web test you can take at: http://www.liraz.com/webquiz.htm, which can indicate to you whether you have the potential to manage your own small business. During the StaffWeb training process, we will give you feedback regarding your profile.
1.3.1 Vision and Mission

[image: image5.wmf]We believe that the process of starting your business starts with aligning your spirit and your business. You have to put your heart into this. The creation of your vision and mission will capture the emotional reasons that you have for starting your business, and the pictures that you conjure up in your mind when you think about your business. Often it is not about money, but about creating some legacy in society.

The Vision describes the images you see, such as a huge office block with your name on it, or customers queuing up at your door. In recruitment, we are often driven by the desire to help our fellow individuals to find a position that they will like.

Think of why you have a take-away - you are far too busy to prepare anything or come home late from work and are tired. 

That's the basic premise. 

But do you see how marketing should be at the heart of any business, every business plan and every decision a company makes?

1.3.2 Recruitment Marketing 

Customer need – we have two main customers, these being job seekers and employers. Job seekers need help to find a job, and employers need help to find candidates.

Customer groupings – job seekers – location, education, experience level, active or passive, BEE status, economic group.

Customer groupings – employers – size, location, ownership, industry.

1.3.3 Market Research

Market research consists of both qualitative elements (trends and patterns) and quantitative elements (facts and figures). It includes analysis of potential clients, and of business trends. During the start-up study you need to research the market in terms of such things as:

( How many potential client companies are operating in you area? – there are 1.7 million in South Africa, over 50% of which are in Gauteng

( How many people are employed in your area?

( How much employee turnover is there? – 10% per annum is a very good assumption

There have been plenty of books written about building networks; find one and read it.  One I have found to be particularly noteworthy for content is 'The World’s Best Known Marketing Secret' by Ivan R. Misner.

 XE "Existing files" 

 XE "Applicants:Existing files" 

 XE "Source of Applicants:Existing files" Existing files

A database lives forever unless someone kills it.  Candidates who were just out of school three years ago and were therefore not very marketable to a contingency-based recruiter, can be very valuable after those three years.  Staying in touch with them can be extremely profitable. Keep your files updated with current phone numbers and addresses; don't lose track of people just because they moved or changed phone numbers.  
1.3.4  XE "Lists" 

 XE "Applicants:Lists" 

 XE "Source of Applicants:Lists" Lists

Lists can be purchased from many sources:

( Trade associations

( Trade journals and magazines

( Magazines

( Professional sourcing agents web based or otherwise

Often these lists are acquired in computer media form and can then be imported into your database.  Having the lists loaded into your database speeds up the searching, calling and updating process, and again gives you the ‘one to many’ advantage.

The Internet XE "Internet" \r "D2HBInternet179" 

 XE "Applicants:Internet" \r "D2HBInternet179" 

 XE "Source of Applicants:Internet" \r "D2HBInternet179"  is an excellent source for finding list providers or candidates.  It has stampeded past all other sources and as this text is being written, is just under referrals XE "Referrals" 

 XE "Applicants:Referrals" 

 XE "Source of Applicants:Referrals"  as the most important source of candidates.  The Internet is growing and expanding so fast and in so many directions, that it’s hard to predict just where and how it’s going next.  However, in spite of the mind boggling, overwhelming chaos the net presents, some certainties can be predicted:

( The Internet has changed forever how professionals look for jobs.

( The Internet has changed forever how companies look for people.

( The Internet has changed forever how recruiters provide and perform their services.

1.4 Acquiring Candidates

The Internet has reduced the need for recruiters to actively attract individual jobseekers, since they tend to distribute their CVs widely. 

However, for the higher level positions, or where stock is scarce, recruiters may have to be more pro-active and make calls to attract “passive” job seekers, or to convince a candidate to apply for a specific position. There are two possible approaches that can be used to attract candidates. 

The first approach is to attract them into your database by promoting the service that you as an agency can offer them. These services would include your ability to help them plan a career and market their capabilities. 

The second approach is used when you are trying to attract them to apply for a specific position. This is the more commonly used approach, since recruiters tend to shy away from attracting [image: image6.wmf]






























StaffWeb provides a complete range of services and software to the recruitment industry.  
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