RECRUITMENT AND HIRING
Introduction
Recruitment and hiring are two of the more critical management functions of the organization, and as such, should be fully addressed. Restrictions placed on Public Sector Organizations by Government Civil Service Codes and also restrictions on both government organizations and NGOs through Union agreements need to be taken into account. In addition, it is important for the organization to have a clear commitment to recruitment and hiring practices which are equitable to all people and free of bias against individuals because of their gender, race, color, religious creed, sexual orientation, age,  disability, or HIV/AIDS status.  Every member of the management team must be encouraged to maintain a non-discriminatory process of recruitment and hiring.

Recruitment:  
Recruitment activities begin with an analysis of the jobs required by the organization to fulfill its mission and also an analysis of the employment environment in which it operates.  An understanding of the level and number of qualified people available to fill positions will help focus and direct the recruitment activities.  This is true for recruiting from within as well as from outside of the organization. 

It is also important that the organization fully support its recruitment staff and their activities as a critically important management function.  Both the way the recruitment process is conducted and the resulting hiring decision have a lasting and direct effect on the success and performance of the organization. The organizational policy should be, at all times, to engage in ethical and responsible business practices and to make employment decisions based on acquiring the most qualified staff available to fulfill its mission. 

Because much of the work in health organizations is funded either directly or indirectly by outside funds, the organization is generally obligated to comply with established regulations regarding the hiring of staff and consultants. These should be fully understood and strictly adhered to by all members of the organization. It is the responsibility of the Office of Human Resource Development to promulgate procedures and monitor the recruitment and hiring process.

STEPS IN THE STAFF RECRUITMENT/HIRING PROCESS 
The chart below illustrates a series of steps typical to a staff recruitment and hiring process and designates the office/individual responsible. These are designed to provide a coordinated and logical sequence of events, since an unsystematic approach may cause confusion or legal difficulties for the organization.

Steps in the recruitment/hiring process:

	Steps
	Office Responsible

	1.    Identify need for position
	Program Mgr./HRD Office

	2.   Develop/Classify  Job Description
	Program Mgr./HRD Office

	3.    Approve Position to be filled
	Organization Management

	4.    Internal Posting if appropriate
	HRD Office

	5.   Develop/Implement Recruitment Plan
	HRD Office

	6.   Screen Candidates’ resume
	Program Mgr./HRD Office

	7.   Make initial Contact with Candidates
	Program Mgr./HRD Office

	8.   Conduct Interviews*
	Program Mgr.

	9.   Conduct Reference Checks
	Program Mgr.

	10. Make Hiring Decision
	Program Mgr./HRD Office

	11. Make Employment Offer, Negotiate Salary
	HRD Office

	12. Document the Hiring Process
	HRD Office

	13. Conduct Orientation for New Employee
	HRD Office

	14. Conduct Performance Planning with New Employee
	Program Mgr./Supervisor

	15. Review Probationary Period
	Supervisor

	16. Confirm Employment Status
	Supervisor


*     The ideal scenario would be if the Executive Director/Minister would participate in interviewing for all senior  level technical and management positions, but due to their busy and demanding schedules this is not always the case.  If the Executive Director/Minister is not available the Director of Programs or Human Resources will carry  out the interview process.

