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RECRUITMENT AND SELECTION 

WITHIN A BUSINESS 
 

 
 ‘Recruitment’ and ‘Selection’.  What do the terms mean? 
 
 
 
What are the ���������	
�	�� when a business recruits and selects a person for a 
job? 
 
Business identifies that it needs a new employee 
 
 
 

Business identifies the tasks of the job 
 
 

Business produces a job description 
 

 
Business produces a person specification 

 
 
 
Candidate applies for the job through a C.V. or letter of application 
 
 
 

Business reads the C.V.’s or letters of application 
 
 
Business then short-lists candidates 
 
 
 

Business then invites certain candidates to interview 
 
 
 
Business interviews candidates 
 
 
 

Business selects suitable candidate 
 
Question: 
Why is it important for a business to go through the above stages of recruitment and 
selection?  
 


