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T. POHORIELOVA
PERSONNEL SELECTION PROCESSES

The purpose of this article is to address the challenges faced by HR services in selecting candidates for vacant positions. The work of any company is
inevitably associated with the need for staffing. The selection of new employees not only ensures the normal functioning of the company but also lays
the foundation for future success. The quality of human resources, their contribution to the achievement of the company's goals, largely depends on
how effectively the work on personnel selection is performed. To achieve this goal, the main provisions for selection of personnel in the company are
considered. The identified difference for the selection of personnel from recruitment. The purpose and objectives of the selection are determined, the
main stages of the personnel selection process are listed, the selection methods are considered. Particular attention is paid to the consideration of
problems in the selection of personnel and the development of measures to improve the selection procedure. The sequence of actions for the selection
of personnel for a vacant position is described in detail, namely, it is noted that the selection process consists of five main steps. First, criteria are
developed to determine how the person will be chosen. Second is a review of the applications and résumés, often done with a computer program that
can find keywords. Next is interviewing the employee. The last steps involve testing, and then finally, making the offer to the right candidate. It is
concluded that the selection process refers to the steps involved in choosing someone who has the right qualifications to fill a current or future job
opening. Much work goes into the process of hiring someone, with selection being an important step in that process. A hiring process done correctly
is time-consuming and precise.
Keywords: selection; purpose; objectives and methods of selection; selection system; personnel; personnel management.

T. O. IIOI'OP€JIOBA
IMPOLECH BIIGOPY IIEPCOHAJIY

MeTor0 JaHOI CTaTTi € po3risig mpobiieM, 3 SKUMU CTHKAIOTHCS CITY)KOW YIpaBIiHHS HEPCOHATIOM MPH BixOOpi KaHIWIATIB HA BAKaHTHI MOCalIu.
PoGora Oynp-s1K0i KOMIIaHil HEeMHHY4e MOB's13aHa 3 HEOOXiAHICTIO KOMIUIEKTYBaHHS mTaTy. BinOip HOBHX NpaliBHUKIB HE TLNBKH 3a0e31euye pexkuM
HOpMAaJBHOrO (DYHKIIOHYBAaHHS KOMIIaHii, ane i 3axiagae GyHIaMeHT MaiOyTHBOTO ycmixy. Bim Toro, HacKinbky epeKTUBHO IOCTaBleHa poboTa 3
BiIOOpY MepcoHaly, B 3HAYHIH Mipi 3aJI€KUTh SKICTh JTIOACHKHUX PECYPCiB, IXHiil BHECOK y TOCSATHEHHSI Iiieil KommaHii. J{jisi [OCsATHEeHHs MOCTaBIeHOT
METH PO3IJISIHYTI OCHOBHI TOJIOXKEHHS PO BifOip mepcoHany B KommaHil. BUsBiieHO BiAMIHHICTD OHATH BiIOOPY MEPCOHANY Bij MiA00PY MepcoHay.
BusHaueHO MeTy i 3aBIaHHS BiOOpY, MepepaxoBaHi OCHOBHI €TaIld MPOLECY BiOOpY MepcoHally, po3risiHyTI MeToau Binbopy. OcobnuBy yBary
MPUIIICHO PO3rJsAAy mpobieM mpu Bimbopi mepcoHady i po3poOii 3axomiB LIOA0 BAOCKOHAICHHs MPOLEAypH Bimoopy. leTalibHO OMUCYEThCS
MOCIIZIOBHICT /il P BiOOPi MepcoHaly Ha BaKaHTHY MOCaJy, a caMe 3a3Ha4yaeThCs, 10 MPOIEC BiTOOPY CKIATAETHCS 3 M'STH OCHOBHUX KPOKIB.
CrouaTky po3poOJLIFOTCST KpUTEpii Ul BU3HAYEHHS TOTo, sIK Oyne oOpaHa mroamHa. [To-npyre, me orisn 3asB i pe3loMe, 9acTO BHKOHYBAaHHH 3a
JIOTIOMOT'OI0 KOMI'FOTEPHOT NMPOTpaMH, sika MOXKE 3HAXOJMTH KJIIOYOBi cioBa. Jlani iae cniBOecifga 3i cniBpoOiTHUKOM. OCTaHHI KPOKH BKITIOYAIOTh
TECTYBaHHs, a MOTIM, HAaPEIITi, BUCYHEHHs MPONO3UIIii Mpo NMpHioM Ha poOOTy. 3po0JIeHO BHCHOBOK, IO MPOLEC BiZOOPY BiJHOCUTHCS JIO €TaIliB
BHOOpY IOfIeH, SKi MaroTh HeoOXinHy KBamidikaliro, 00 3amOBHUTH IOTOYHY ab0 MaiOyTHIO BakaHCito. Y Tpoleci HaiiMy CIiBpoOiTHUKIB
notpibHo Garato poOoTH, 1 BiAOIP € BAXJIMBUM €TanoM B I1boMy mpoueci. [IpaBuiabHO mpoBeneHuid mpouec npuiioMy Ha poOOTy TPYIOMICTKHH 1
TOYHUH.
KurroqoBi ci1oBa: Binbip; MeTa; 3aBJjaHHs Ta METOAM BiOOPY; cHCTEMa BinOOpY; MEPCOHAN; YIIPaBIiHHS IIEPCOHAIIOM.

T. A. IIOT'OPEJIOBA
IMPOLNECCHI OTBOPA ITEPCOHAJIA

Llenbio TaHHOMN CTAaTBHU SIBISICTCS PACCMOTPEHHE TIPOOJIEM, ¢ KOTOPBIMH CTAJIKMBAIOTCS CITyXKOBI YIIPaBJISHHs IIEPCOHANIOM IIPH 0TOOpe KaHIUAATOB Ha
BaKaHTHbIE JIOJDKHOCTU. PaboTa o000l KOMIaHWU HEn30€KHO CBsi3aHa C HEOOXOAMMOCTBIO KOMILIEKTOBaHMs mTaTa. OTOOp HOBBIX PaOOTHHKOB HE
TOJIBKO 00ECIIeUNBaeT PEKHM HOPMAIBHOTO (DYHKIIMOHUPOBAHMS KOMITAaHUH, HO | 3aKiaJpIBaeT pyHIaMeHT Oyaymero ycrexa. OT TOro, HacCKOJIbKO
3 deKTHBHO TOCTaBIeHa paboTa MO OTOOPY IIEpCOHANA, B 3HAYUTEIBHOH CTEEHM 3aBUCHUT KadeCTBO YENIOBEYECKHX PECypcoB, MX BKJAJ B
JIOCTIDKEHHE [eNell KOMIaHuu. J[Jis MOCTIKEHMST MOCTABICHHO eI PACCMOTPEHBI OCHOBHBIC TIONOXKEHHs 06 0TOOpe MepcoHaia B KOMIAHHUH.
BBIsIBICHO OTIIMYHE MOHATHH OTOOpa IepcoHana OT moxbopa mepcoHana. OnpeneneHsl edb U 33Jaudl 0TOOpA, HMEePEYHCIICHBl OCHOBHBIC ITAIlbI
nporecca 0TOOpa IepcoHaNa, PacCMOTPEHBI MeToAbl oTOopa. Ocoboe BHHMAHHE Y/IEICHO PACCMOTPEHHIO MPOOIeM NMpU OTOOpe NepcoHaia H
pa3paboTke MEpOMpPHATHI 0 COBEPIICHCTBOBAHHIO MPOIEAYPhl 0TOOpa. JeTalbHO OIICHIBACTCSI MOCIEAOBATENBHOCTh ICHCTBHI MpH OTOOpE
IepcoHaja Ha BaKaHTHYIO JIOJDKHOCTB, @ UMEHHO OTMEUAeTcsl, YTO MPOLECC 0TOOpa COCTOUT M3 ISITH OCHOBHBIX IIaroB. CHavana pa3pabaThIBaroTCs
KPHUTEPUH [UIsl ONpPEeNeHHs] TOro, Kak OyfeT BEIOpaH YelnoBeK. Bo-BTOPBIX, 3TO 0030p 3asiBICHMI M pe3loMe, YacTO BBHIIONHIAEMBINH C ITOMOIIBIO
KOMIIBIOTEPHO# MPOrpaMMBI, KOTOpasi MOYKET HAXOAUTh KITFOYeBbIe cioBa. Jlanee uuer cobecemoBanue ¢ cotpyaaukoM. [locenanne marn BKIIOIaoT
TECTHPOBaHHKE, a 3aTeM, HAKOHEIl, BBIIBIDKCHHE NPEIONKEHUS 0 IpreMe Ha padoty. ChenaHo BBIBOJ, YTO IPOLECC OTOOpPa OTHOCHTCS K dTamam
BEIOOpa JIHOJIEH, KOTOpble MMEIOT HEOOXOAMMYIO KBATH(HMKAIMIO, YTOOBI 3allONHHMTH TEKYLIyI0 WM Oyayllylo BakaHcuio. B mpomecce Haiima
COTPYIHUKOB TPeOYyeTCst MHOTO pabOTHI,  OTOOP SIBISIETCS BAYKHBIM 3TAlOM B 3TOM mporecce. [IpaBuiibHO MpOBEIEHHBII MPOIIECC MprueMa Ha paboTy
TPYIOEMOK U TOYEH.
KaroueBble c1oBa: 0TOOp; LEJb; 3aa94 U METO/IBI 0TOOPA; CUCTEMa 0TOOpa; IIEPCOHA; yIPaBICHHE NEPCOHAIOM.

Introduction. One of the problems of working with
personnel in an organization is personnel selection
process. Selection is an important process because hiring
good resources can help increase the overall performance
of the organization. In contrast, if there is bad hire with a
bad selection process, then the work will be affected, and
the cost incurred for replacing that bad resource will be
high.

Analysis of recent researches and publications.

The topic of this article is relevant, since staff is the core
and main driving force of any organization.

It is very important to understand that the human
product is indeed one of the main vehicles for building an
organization. As a general rule, all services, such as
material, in most cases can be effectively used only
through the efforts of human capital.

Human resources management issues are taken into
account by such public figures, consultants, workers,
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men. In particular, in the work of M. Armstrong, J. Adair,
Thomas N., Drucker P., Kole G.A., Fischer S.D.,
Schoenfeld L.F., Shaul P., L. Meshall L., Ancona D.,
Kochan T.A., Scully M., Van Manen J. & Vestny D.E.

The main results of the study. Personnel selection
is one of the most critical processes in the study of human
work behavior because it determines the efficacy of many
other issues of human resource management.

The selection process can be defined as the process
of selection and shortlisting of the right candidates with
the necessary qualifications and skill set to fill the
vacancies in an organisation. The selection process varies
from industry to industry, company to company and even
amongst departments of the same company.

The process of selection follows a methodology to
collect information about an individual in order to
determine if that individual should be employed. The
methodology used should not violate any laws regarding
personnel selection.

Every organisation creates a Selection process
because they have their own requirements. Although, the
main steps remain the same.

Preliminary Interview. This is a very general and
basic interview conducted Sso as to eliminate the
candidates who are completely unfit to work in the
organisation. This leaves the organisation with a pool of
potentially fit employees to fill their vacancies.

Receiving Applications. Potential employees apply
for a job by sending applications to the organisation. The
application gives the interviewers information about the
candidates like their bio-data, work experience, hobbies
and interests.

Screening Applications. Once the applications are
received, they are screened by a special screening
committee who choose candidates from the applications
to call for an interview.

Applicants may be selected on special criteria like
qualifications, work experience etc.

Employment Tests. Personnel testing is a valuable
way to measure individual characteristics.

Hundreds of tests have been developed to measure
various dimensions of behavior. The tests measure mental
abilities, knowledge, physical abilities, personality,
interest, temperament, and other attitudes and behaviors.

Evidence suggests that the use of tests is becoming
more prevalent for assessing an applicant’s qualifications
and potential for success. Tests are used more in the
public sector than in the private sector and in medium-
sized and large companies than in small companies. Large
organizations are likely to have trained specialists to run
their testing programs.

Advantages of using tests: selection testing can be a
reliable and accurate means of selecting qualified
candidates from a pool of applicants. As with all selection
procedures, it is important to identify the essential
functions of each job and determine the skills needed to
perform them.

Potential problems using tests: selection tests may
accurately predict an applicant’s ability to perform the
job, but they are less successful in indicating the extent to
which the individual will want to perform it.

Another potential problem, related primarily to
personality tests and interest inventories, has to do with
applicants honesty. Also, there is the problem of test
anxiety. Applicants often become quite anxious when
confronting yet another hurdle that might eliminate them
from consideration.

Various types of tests are conducted, such as:

1. Intelligence Test. It is defined as measurement of
mental ability quantitatively. This test generally includes
word fluency, memory, reasoning ability, power of
understanding, etc.

2. Aptitude Test. Aptitude refers to characteristics or
abilities relating to his/her capacity to develop proficiency
on specific jobs. Aptitude test is used to measure an
individual’s potential for development or learning on the
job.

3. Interest Test. This test is an inventory of likes and
dislikes of people in relation to occupations, hobbies and
recreational activities. This test measures the basic
interest of the person and tries to match it with the
required job in order to find out whether the person is fit
for the job or not.

4. Personality Test. This test proposes to discover an
individual’s value system, his emotional maturity,
relational moods, and his intuitiveness. It helps in
weeding out candidates who may not be able to get along
with other people.

5. Achievement Test. This test seeks to determine
how much individuals know about a subject. It tries to
identify as to what a per-son has accomplished.

These tests help to measure various types of
qualities and abilities of the candidates. Their use would
depend upon the nature of post to be filled up and the
company’s policy in that regard. But excessive reliance
on such tests may lead to overlooking more suitable
candidates, who may not have performed well at these
tests.

Employment Interview. The next step in the
selection process is the employee interview. Employment
interviews are done to identify a candidate’s skill set and
ability to work in an organisation in detail. Purpose of an
employment interview is to find out the suitability of the
candidate and to give him an idea about the work profile
and what is expected of the potential employee. An
employment interview is critical for the selection of the
right people for the right jobs, it is especially significant
because the applicants who reach this stage are considered
to be the most promising candidates.

Interview planning is essential to effective
employment interviews. The physical location of the
interview should be both pleasant and private, providing
for a minimum of interruptions. The interviewer should
possess a pleasant personality, empathy and the ability to
listen and communicate effectively.

He or she should become familiar with the
applicant’s qualifications by reviewing the data collected
from other selection tools. In preparing for the interview,
a job profile should be developed based on the job
description.

The specific content of employment interviews
varies greatly by an organization and the level of the job
concerned, but the main ones:
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- occupational  experience:  exploring  an
individual’s occupational experience requires determining
the applicant’s skills, abilities, and willingness to handle
responsibility;

- academic achievement: In the absence of
significant work experience, a person’s academic
background takes on greater importance;

- interpersonal skills: If an individual cannot work
well with other employees, chances for success are slim.
This is especially true in today’s world with increasing
emphasis being placed on the use of teams;

- personal qualities: Personal qualities normally
observed during the interview include physical
appearance, speaking ability, vocabulary, poise,
adaptability, and assertiveness;

- organizational fit: A hiring criterion that is not
prominently mentioned in the literature is organizational
fit. Organizational fit is ill-defined but refers to
management’s perception of the degree to which the
prospective employee will fit in with, for example, the
firm’s culture or value system.

There are various types of interviews conducted.
Some of the impor-tant ones are depicted as under:

1. Directed Interview. It is a straightforward, face to
face, question and answer session of the interview.
Questions are based on the job duties and other facts
regarding the candidate’s background information. It
measures job knowledge, and also provides opportunities
to observe personal characteristics, attitudes and
motivation. However, it is not the best method for
personality assessment.

2. Non-Directive or Depth Interview. It is applicant
centered with the interviewer playing mainly a listening
role. Interviewer poses a minimum of constraints on the
applicant and gives him an infor-mal environment and
freedom of expression. This interviewing technique gives
the applicant a chance to put forth the better side of their
personality.

3. Patterned or Structured Interview. These are
limited by selecting the strategic parts of the applicant’s
background and preparing in advance the questions that
best elicit information about his/ her background. The
advantage of this interview is that it helps in standardizing
approach at different interviews as standard meth-ods of
recording observations and interpretation are used.

4. Group Interview. In this case, a group of
applicants is interviewed simultaneously and those who
give better performance are selected.

Effective interviewer must:

1. Establish an interview plan based on the purposes
of interview, determine the areas and specific questions to
be covered and review job requirements, application-form
data, test scores and other available information before
the interview.

2. Establish/maintain rapport with the applicants by
greeting the applicants pleasantly, explaining the purpose
of the interview, showing sincere interest in the applicant
and listening carefully.

3. Be an active listener striving to understand,
comprehend and gain insight into what is only
suggested/implied with alert mind and appropriate body
language.

4. Pay attention to nonverbal cues of the applicant
such as facial expressions, gestures, body position and
movements as they provide clues to the candidate’s
attitudes and feelings.

5. Provide information as freely and honest as
possible by answering fully and frankly the applicant’s
questions and present a realistic picture of the job.

6. Use questions effectively to elicit truthful answers
by phrasing the questions objectively without indicating
what response is desired.

7. Separate facts from inferences by recording
factual information and inferences separately for
comparison with those of others later.

8. Recognize biases and stereotypes, particularly, the
interests, experiences and background common to both
the interviewer and the interviewee.

9. Control the course of interview by establishing an
interview plan and sticking to it and providing the
applicant with ample chance to talk but at the same time
maintaining control of the situation to reach the objectives
of the interview.

10. Standardize the questions asked to increase
reliability by putting the same questions to all applicants
for a particular job.

A candidate can be nervous, uncommunicative, or
even talkative:

1. Nervous Candidates. In order to ascertain the
knowledge content to the extent possible, nervous
candidates should be greeted warmly, engaged in more
small talks than usual, identify the areas of interest, and
point out facilities available within the organization. For
such candidates, the interviewer should start with specific
and fact-based questions that are easy for the candidate to
answer and unlikely to be stressful.

Gradually, his/her confidence will build. It is
advisable to speak slowly to such candidates in a relaxed
and informal manner.

2. Uncommunicative Candidates. There are many
individuals who are, by nature, reserved or
uncommunicative. These candidates simply need to be
encouraged to share their thoughts. It has also been
evidenced that they can be made vocal using silence. If
the interviewers become silent for a little time, the
candidate starts answering the question asked earlier.

A candidate may not be able to state strengths and
weaknesses. If any candidate has trouble in answering a
particular question, he/she may be asked some other
question. The same question could be asked again later.
Such candidates may be given some time to think before
responding to the questions.

3. Talkative Candidates. Talkative employees can be
very good performers and hence should not be neglected.
Candidates, who talk too much, often tell about things
unrelated to the job or interview question as they move
out of the track.

They should not be neglected but rather managed.
Such candidates may be reminded about the time
constraints. They should be told that the interviewer will
be following a structure and stress on the time available
for each section of the interview. The conversation can be
redirected.
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Checking References. The person who gives the
reference of a potential employee is also a very important
source of information. The referee can provide info about
the person’s capabilities, experience in the previous
companies and leadership and managerial skills. The
information provided by the referee is meant to kept
confidential with the HR department.

This step is used to check the accuracy of
application form through former employers and
references. Verification of education and legal status to
work, credit history and criminal record are also made.

Personal reference checks may provide additional
insight into the information furnished by the applicant and
allow verification of its accuracy.

Past behavior is the best predictor of future behavior.
It is important to gain as much information as possible
about past behavior to understand what kinds of behavior
one can expect in the future.

Knowledge about attendance problems,
insubordination issues, theft, or other behavioral problems
can certainly help one avoid hiring someone who is likely
to repeat those behaviors.

Background investigations primarily seek data from
references supplied by the applicant including his or her
previous employers. The intensity of background
investigations depends on the level of responsibility
inherent in the position to be filled.

Medical Examination. The medical exam is also a
very important step in the selection process. Medical
exams help the employers know if any of the potential
candidates are physically and mentally fit to perform their
duties in their jobs. A good system of medical checkups
ensures that the employee standards of health are higher
and there are fewer cases of absenteeism, accidents and
employee turnover.

It usually has at least three basic objectives — to
ascertain if the applicant can meet the physical demands
of the job; to provide a record to protect the organisation
against claims for previously incurred injuries; and to
prevent commu-nicable diseases from entering the
organisation. And finally, when a candidate who is found
physically fit, he/she is moved to the next stage.

Final Selection and Appointment Letter. This is the
final step in the selection process. After the candidate has
successfully passed all written tests, interviews and
medical examination, the employee is sent or emailed an
appointment letter, confirming his selection to the job.
The appointment letter contains all the details of the job
like working hours, salary, leave allowance etc. Often,
employees are hired on a conditional basis where they are
hired permanently after the employees are satisfied with
their performance.

The major factors which determine the steps
involved in a selection process are as follows:

1. Various steps involved in a sSelection process
depend on the type of personnel to be selected. For
example, more information is required for the selection of
managerial personnel as compared to workers. Therefore,
selection process for managerial personnel has to be more
comprehensive as compared to that for workers.

2. Selection process depends on the sources of
recruitment and the method that is adopted for making

contact with the prospective candidates. In each type of
method, selection process involved is different to some
degree. For example, in the case of advertisement,
selection process is more comprehensive and time-
consuming, whereas in the case of campus recruitment,
the process is shortened and may be completed in a day.

3. Selection process depends on the number of
candidates that are available for selection. If the number is
large enough, there is a need for creating various filtering
points and reducing the number of applicants at each
successive point. However, where the number of
applicants is small, lesser number of filtering points are
required.

4. Organization’s selection policy also determines
the steps which may be involved in selection process. For
example, there are various organizations which conduct
selection tests for a position like management trainee
whereas many organizations simply go through interviews
only.

All the above factors are not mutually exclusive,
rather these operate simultaneously. In any case, the basic
objective of a selection process is to collect as much
relevant information about the candidates as is possible so
that the most suitable candidates are selected. A
comprehensive selection process involves the various
steps.

Importance of the Selection Process:

Proper selection and placement of employees lead to
growth and development of the company. The company
can similarly, only be as good as the capabilities of its
employees.

The hiring of talented and skilled employees results
in the swift achievement of company goals.

Industrial accidents will drastically reduce in
numbers when the right technical staff is employed for the
right jobs.

When people get jobs they are good at, it creates a
sense of satisfaction with them and thus their work
efficiency and quality improves.

People who are satisfied with their jobs often tend to
have high morale and motivation to perform better.

The objectives of the selection process are to select
the candidates whose success probability in the job is the
highest and motivate right candidates to opt for the
vacancy by a proper presentation of the organization to
the potential candidates.

In many HR departments, recruiting and selection
are combined and called the employment function. In
large HR departments, the employment function is the
responsibility of the HR Director.

In smaller departments, HR managers handle these
duties.

The selection process relies on three helpful inputs:

1. Job analysis information provides the description
of the jobs, the human specifications and the performance
standards each job requires.

2. Human resource plans tell HR managers what job
openings are likely to occur. These plans allow selection
to proceed in a logical manner.

3. Finally, recruits are necessary so that the HR
manager has a group of people from which to choose.
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