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Make sure to avoid these common
recruitment mistakes:

Not creating an accurate job description. Your job description should clearly set out
therole, its key responsibilities and the relevant criteria. It should be reviewed and updated
regularly and used throughout the recruitment process.

Rejecting an ‘overqualified’ candidate. A candidate who might look overqualified on
paper could have many motivations for applying for arole. They may be able to bring valuable
skills and experience — explore their motivations for their application.

Waiting for the perfect candidate.

There's no such thing!

Not taking notes at the interview. Notes will help you recall
candidates effectively at the decision making stage, as well as help you
provide useful post interview feedback to candidates.

Over reliance on interviews. Interviews have their disadvantages; it's good practice
to use a variety of techniques to assess someone'’s suitability for a particular role.

Being influenced by irrelevant factors (or your unconscious bias).
The most important factor should be the candidate’s experience and skills, and how well
these are aligned to your essential criteria. Check out our guidance on unconscious bias to help you.

Taking too long over your process.
Good candidates will be in demand. Taking too long can mean that we lose a candidate to
other employers, or it could provide a negative perception of us as a place to work.




