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2. SELECTION 
2.1       Selection procedure  

Option 1 

 Determine fair assessment criteria on which selection will be based. 

 Applicants must submit the application forms/curriculum vitae and certified copies  
of personal documents/IDs/proof of qualifications, etc. 

 Sort the received documents/CVs according to the assessment/selection criteria. 

 Screen/Determine which applications meet the minimum job requirements and  
separate these from the rest. 

 Preliminary interviews are conducted if many suitable applications were  
received. 

 Reference checks should be made to verify the contents of CV's, e.g. contact  
previous employers to check work experience. 

 Compile a shortlist of potential candidate's identified. 

 Shortlisted candidates may be subjected to various types of selection tests e.g.  
skills tests, etc. 

 Invite shortlisted candidates for an interview. 

 A written offer is made to the selected candidate. 

 Inform unsuccessful applicants about the outcome of their application./Some  
adverts indicate the deadline for informing only successful candidates. 
NOTE: The procedure can be in any order 

 
Option 2 

 Receive documentation, e.g. application forms and sort it according to the criteria  
of the job. 

 Evaluate CVs and create a shortlist/Screen the applicants. 

 Check information in the CVs and contact references. 

 Conduct preliminary sifting interviews to identify applicants who are not suitable  
for the job, although they meet all requirements. 

 Assess/Test candidates who have applied for senior positions/to ensure the best  
candidate is chosen. 

 Conduct interviews with shortlisted candidates. 

 Offer employment in writing to the selected candidate(s). 
 

Screening as part of the selection procedure 

 Check application documents against the requirements of the job. 

 Candidates who meet the minimum requirements are separated from others.  

 Do background/credit/reference checks of applicants who qualify for the job. 

 Prepare a shortlist of suitable candidates after screening. 
 

2.2  Purpose of an interview 

 To determine a candidate's suitability for the job. 

 Obtains information about the strengths and weaknesses of each candidate. 

 Evaluate the skills and personal characteristics of the applicant 

 Helps the employer in choosing/making an informed decision about the most  
suitable candidate. 

 Matches information provided by the applicant to the job requirements. 

 Creates an opportunity where information about the business and applicant can 
be exchanged.  
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Role of the interviewer when PREPARING/ BEFORE the interview 

 Book and prepare the venue for the interview. 

 Inform all shortlisted candidates about the date and place of the interview. 

 Set the interview date and ensure that all interviews take place on the same date, if 
possible. 

 Notify all panel members conducting the interview about the date and place of the 
interview. 

 The interviewer should develop a core set of questions based on the skills/knowledge/ 
ability required. 

 Check/read the application/verify the CV of every candidate for anything that may 
need to be explained. 

 Plan the programme for the interview and determine the time that should be allocated 
to each candidate.  

 
Role of the interviewer and interviewee DURING the interview 

Role of the INTERVIEWER during the 
interview 

Role of the INTERVIEWEE during the 
interview 

 Allocate the same amount of time to each 
candidate. 

 Introduce members of the interviewing 
panel to each candidate/interviewee. 

 Make the interviewee feel at ease. 

 Explain the purpose of the interview to the 
panel and the interviewee. 

 Record interviewees' responses for future 
reference. 

 Do not misinform/mislead the interviewee. 

 Avoid discriminatory/controversial types of 
questions, e.g. asking a female  
candidate about family planning/having 
children. 

 Provide an opportunity for the interviewee 
to ask questions. 

 Close the interview by thanking the 
interviewee for attending the interview 

 Greet the interviewer by name with a 
solid handshake and a friendly smile. 

 Listen carefully to the questions before 
responding. 

 Make eye contact and have good 
posture/body language. 

 Show confidence and have a positive 
attitude/be assertive. 

 Be inquisitive and show interest in the 
business. 

 Ask clarity seeking questions. 

 Show respect and treat the interview with 
its due importance. 

 Be honest about mistakes and explain 
how you dealt with it. 

 Know your strengths and weaknesses 
and be prepared to discuss it 

 Thank the interviewer for the opportunity 
given to be part of the interviews. 

 
3. Meaning of an employment contract 

 Employment contract is an agreement between the employer and the employee and 
is legally binding. 

 
3.1Aspects that should be included in an employment contract 

 Personal details of the employee. 

 Details of the business/employer e.g. name/address, etc. 

 Job title/Position 

 Job description e.g. duties/ working conditions 

 Job specification e.g. formal qualifications/willingness to travel. 

 Date of employment/commencement of employment. 

 Place where employee will spend most of his/her working time. 

 Hours of work, e.g. normal time/overtime. 

 Remuneration, e.g. weekly or monthly pay. 

 Benefits/Fringe benefits/Perks/Allowances. 

 Leave, e.g. sick/maternity/annual/adoption leave. 
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 Employee deductions (compulsory/non-compulsory). 

 Period of contract/Details of termination. 

 Probation period. 

 Signatures of both the employer and employee. 

 List of documents that form part of the contract, e.g. appointment letter/code of 
conduct/ethics. 

 Disciplinary policy, e.g. rules and disciplinary procedure for unacceptable behaviour 
 

3.2 Legal requirements of the employment contract 

 The employer and employee must both sign the contract. 

 Employer and employee must agree to any changes to the contract. 

 No party may unilaterally change aspects of the employment contract. 

 The remuneration package/including benefits must be clearly indicated. 

 It may not contain any requirements that are in conflict with the BCEA. 

 The employment contract should include a code of conduct and code of ethics. 

 Aspects of the employment contract can be renegotiated during the course of  
employment. 

 The employer must explain the terms and conditions of the employment contract  
     to the employee 

 Conditions of employment/duties/responsibilities of the employees must be  
stipulated clearly.  

 All business policies, procedures and disciplinary codes/rules can form part of the 
employment contract. 

 The employer must allow the employee to thoroughly read through the  
contract before it is signed. 

 
3.3 Reasons for terminating an employment contract  

 The employer may dismiss an employee for valid reason(s), e.g. unsatisfactory job 
performance, misconduct, etc.   

 Employer) may no longer have work for redundant employees/cannot fulfil the 
contract/is restructuring.   

 The employer may retrench some employees due to insolvency/may not be able 
to pay the employees. 

 Employees decided to leave and resign voluntarily. 

 An employee may have reached the pre-determined age for retirement. 

 Incapacity to work due to illness/injuries. 

 By mutual agreement between the employer and employee. 
 
4.  INDUCTION 

Meaning of induction 

 New employees should be familiarised with their new physical work 
environment/organisational culture/products and services. 

 New employees are informed about the processes/procedures of the  
business. 

 New employees should have a basic knowledge of what is expected in the 
     job./Understand his role and responsibilities in his new job. 

 New employees must be well conversant with the business safety regulations  
and rules. 

4.1 Purpose of induction 

 Introduce new employees to management/colleagues to establish relationships with 
fellow colleagues at different levels. 

 Give new employees a tour/information about the layout of the building/office. 
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 Make new employees feel welcome by introducing them to their physical work space. 

  Improve skills through in-service training. 

 Familiarise new employees with the organisational structure/their supervisors 

 Allow new employees the opportunity to ask questions that will put them at 

ease/reduce insecurity/anxiety/fear. 

 Create opportunities for new employees to experience/explore different departments. 

 Explain safety regulations and rules, so that new employees will understand their 
role/responsibilities in this regard. 

 Ensure that employees understand their roles/responsibilities so that they will be more 
efficient/productive. 

 Communicate information about the products/services offered by the business 

 Communicate business policies regarding ethical/professional 
conduct/procedures/employment contract/conditions of employment, etc. 

NOTE:  Businesses use the purpose of induction to draw up the induction 
programme. 
 

 
4.2    Aspects to be included in an induction programme  

 Introduction to key people and immediate colleagues. 

 Safety regulations and rules. 

 Overview of the business. 

 Tour of the premises. 

 Discussion of the employment contract and conditions of service. 

 Discussion of employee benefits 

 Information about the business products/services. 

 Meeting with senior management who will explain the company's vision/value 
descriptions/daily tasks. 

 Conditions of employment, e.g. working hours/leave application process/disciplinary 
procedures, etc. 

 Administration details on systems/processes/logistics. 

 Discussion of personnel policies, e.g. making private phone calls/using the Internet, 
etc. 

 Corporate social responsibility programmes. 
 

Benefits of induction 

 Increases quality of performance/productivity. 

 Allows new employees to settle in quickly and work effectively. 

 Ensures that new employees understands rules and restrictions in the  
business. 

 New employees may establish relationships with fellow employees at different  
levels 

 Employees will be familiar with organisational structures, e.g. who are their  
supervisors/low level managers. 

 Make new employees feel at ease in the workplace, which reduces anxiety/ 
insecurity/fear. 

 New employees will understand their role/responsibilities concerning safety  
regulations and rules. 

 Minimises the need for on-going training and development. 

 The results obtained during the induction process provide a base for focussed  
training. 

 Opportunities are created for new employees to experience/explore different  
departments. 
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 New employees will know the layout of the building/factory/offices/where  
everything is, which saves production time. 

 Learn more about the business so that new employees understand their roles/  
responsibilities in order to be more efficient. 

 Company policies are communicated, regarding conduct and procedures/safety  
and security/employment contract/conditions of employment/working hours/leave. 

 Realistic expectations for new employees as well as the business are created. 

 New employees may feel part of the team resulting in positive morale and  
motivation. 

 Employees may have a better understanding of business policies regarding  
ethical/professional conduct/procedures/CSR, etc. 

NOTE: Businesses must benefit from inducting new employees.  Do not confuse 
the purpose of induction with the benefits. 

 
5. PLACEMENT 

 
5.1  Meaning of placement 

 Selected candidates are placed where they will function optimally and add value to 
the business.  

 A specific job is assigned to the selected candidate. 

 The qualifications/skills/personality of the selected candidate is matched√ with the 
requirements of the job. 
 

5.2  Placement procedure 

 Employer should outline specific responsibilities/expectations of the employee new 
position. 

 The employer should determine the relationship/similarities between the expectations 
of the position and the competencies of the employee. 

 Determine the employee’s strengths/weaknesses/skills/ interests by subjecting him to 
various psychometric tests. 
 

5.3  The importance of training/skills development in HRM  

 The employee who receives the necessary training is more able to perform in their 
job.  

 The investment in training that a company makes shows employees that they are 
valued. 

 An effective training program allows employees to strengthen their skills. 

 Productivity usually increases when the human resources function implements 
training courses.  

 Ongoing training and upskilling of the workforce, encourages creativity.  
 
 
 
 
 
 
 
 
 


