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Introduction to Recruitment 
 

Aim 

The aim of this workshop is to help newly appointed recruitment staff to understand the role 

that effective recruitment practices play in the labour landscape. The delegate will learn the 

basic concepts and techniques that they will need to become a successful recruitment 
consultant. 

 
 
 
About this Course...        

 

 

 
 

 
 

 
 

 
 

 

 
 

Who Should Attend this Course? 
 

This course will benefit all staff involved in the recruitment process. 
 

Outcome 

 

This workshop will assist you in honing your interviewing skills and using your new skills 

effectively to take ownership of the selection process and to ensure that you employ the 
right people to achieve business objectives, as well as building relationships with your 

candidates and clients. 
 

 

The unit standards above are an indication of the content of the workshop.  Our workshop theories are designed to include the 
outcomes recommended by SAQA US IDs.   

 

 
 
  

SAQA US ID NQF LEVEL CREDITS US TITLE 

10978 4 10 
Recruit and select candidates to fill 
defined positions 

  

 
 

To help newly appointed recruitment staff 
to understand the role that effective 

recruitment practices play in the labour 
landscape 

Duration: 2-Days 
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Content 
 

Prepare a Comprehensive Job Order  The first step in the recruitment and 

selection process is to decide what 

education, experience and 

competencies are needed to do the job 

 Job analyses are clearly written 

statements of the functions, 

responsibilities and duties of particular 

positions 

 

Perform Basic Search Skills Using Social 

Media  

 E-Recruitment is the process of 

recruitment, using electronic 

resources, in particular the internet 

 Companies and recruitment agents 

have moved much of their recruitment 

process online so as to improve the 

speed by which candidates can be 

matched with live vacancies  

 

Match Candidate and Job Specifications  The more information you gather the 

more likely you will be to be able to 

make a fair and accurate judgment of 

a candidate‘s ability to do the job 

 

Understand and Demonstrate the Ability 

to Take References 

 Getting reference checks on your 

candidates can sometimes be 

considered unreliable 

 What are the key ingredients of an 

effective reference check? 

 

Prepare Professional, Relevant CVs  When writing your CV, it is essential to 

include variables in order to sell your 

candidate on paper 

 Your 'Word' curriculum vitae should be 

written with the same intention as any 

marketing brochure 

 

Build Customer Relationships  Good clients are rarely good from the 

start; they develop as time goes by 

during the building of the relationship 

 Meeting with clients cements this 

relationship further and quicker due to 

the level of trust that can be fostered 
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Experienced Facilitators 

Staff Training  

Why Choose Staff Training? 
 

Our facilitators are experienced and well-versed in obtaining the desired outcomes for our 

workshops. We use a variety of presentation methods and are extremely capable of adapting 

to the needs of the room (group) on the day. 
 

On-Going Learning 
 

Staff Training provide a number of SETA and SACE assessment options, as well as our Online 

Skills Check and Afterburner options (expanded on below). 
 

Immediately Implementable 
 

Our workshops are highly interactive and practical allowing for easy implementation of 

theory in the working context. This is of paramount importance to us and our facilitators 

work hard to assist the learners with this translation of theory to practice. 

 

Adaptable Training 
 

It will always remain at the trainer‘s discretion to include or exclude small parts of a module 

that they find more applicable to the needs of the group. That said, our trainers are always 

clear on their mandate prior to the training. 
 

Appropriate Setting 
 

Training is always most effective in a room where it is quiet and uninterrupted and there is 

space for groups to move around or break away during group discussions. Should the 

workshop be hosted at your premises, we request that the delegates are fully present and do 

not get called out to see to daily matters as this is disruptive for the remainder of the group. 
 

Individualised Preparation 
 

In some instances there may be pre-workshop preparations necessary by the delegates, but 

this will be communicated in good time. 
 

Thinking Ahead 
 

Staff Training offer a follow-up service to the client where we keep contact with the 

delegates, encouraging them to explore areas of self-improvement identified during the 

workshop or as a result of their internal Skills Check evaluations. The easy process we walk 

them through culminates in a report that can be forwarded to their line managers through 

our portal and your HR department. Our clients find this service invaluable. The companies 

who use it report a higher level of accountability amongst their staff and more visible and 

sustained behaviour change.  
 

Our Afterburner is a post-workshop, online add-on with three additional topics of learning, 

two quizzes and a myriad of videos applicable to the relevant course content. 
 

There are additional charges for these services. 
 

Highly Customisable 
 

Should you wish for Staff Training to customise your workshop we humbly request wherever 

possible at least four working weeks‘ notice prior to presentation. 
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