 Recruitment and Selection Training (Guidance Sheet)
All colleagues who will be involved in the recruitment of staff are required to attend the ‘Training in Equality and Diversity Issues Workshop’ (TMS9) and one of the recruitment and selection training courses listed below, before taking part in the process.
Additionally there is an optional workshop available to colleagues who require training on developing job descriptions and person specifications. Please note that attendance at this workshop by itself will not be sufficient to meet the University’s recruitment training requirements and it should be undertaken in addition to, not instead of, one of the other workshops. 

It is recommended that all staff undergo refresher training where they consider that their skills and knowledge need updating. 

Colleagues who can provide documented evidence that they have attended a comparable training event in the last 12-18 months at another organisation may be exempted from attending. However, they should discuss this in the first instance with their local Human Resources Partner. Where an exemption has been agreed, the HR Partner should contact Sally Shelmerdine in the Staff Training and Development Unit, (extension 64195, s.shelmerdine@manchester.ac.uk) so that the individual’s training records can be updated accordingly. 

WORKSHOP OPTIONS

Colleagues can choose from the following; 

TMS5
Recruiting Staff at Manchester – Recruiting to PSS Roles
9.30am-1.30pm
This workshop is designed for colleagues who are recruiting to PSS roles and are expected to be involved in short-listing and interviewing. 
Objectives

· To develop knowledge and understanding of the recruitment and selection process.
· To understand the importance of making effective selection decisions.
· To practise the shortlisting of job applicants. 

· To structure and carry out an effective interview. 
TMS5
Recruiting Staff at Manchester – Recruiting to Academic/Research Roles 
9.30am-1.30pm 

This workshop is designed for colleagues who are recruiting to Academic/Research roles and who are expected to be involved in short-listing and interviewing. 

Objectives

· To develop knowledge and understanding of the recruitment and selection process.
· To understand the importance of making effective selection decisions.
· To practise the shortlisting of job applicants. 

· To structure and carry out an effective interview. 

TMS5A (Optional Workshop)
 Recruitment and Selection – Job Descriptions and Person Specifications

 9.30am-12.30pm 

This workshop is designed for colleagues who will be involved in the development of job descriptions/person specifications.
Objectives
· To develop knowledge and understanding of the recruitment and selection process. 

· To develop skills in writing a job description and person specification. 
To reserve a place on a workshop please go to; 

https://app.manchester.ac.uk/training/
If you need any help in choosing the most appropriate session, please contact
Denise.fieldhouse@manchester.ac.uk, extension 52550 

Or 

Donna.wilkinson@manchester.ac.uk extension 63533 

