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SUMMARY

it this project, the processes of pre_seleciion gxm.&
familianzation of the selection process, the seleciion technigues
orooesses of post-selectic

seleclion process ware examined.

& survey inrelation to the se ion technigues in foreign companies
in Istanbul was conducted. ‘With the aim of ascertaining the most
commanly techniques that are applied in the selection process of
personnel, the prons and the cons of the technigues, the measures o
minimize the cons, the why -h& technigues are applied in the selection
process, whers ze?e:ﬂun 15 z.:.mem‘.!g coordinated and where it should be

coordinated, the means ihnt ubjects employ o check references, and the
blank items that are relevant fo job performance. &nd also o find out the
relationship belween the :*E'}F_-x:t’j techniques and {8} practical value, (b
targeness and absorbing cost, (o} waluable results and experts, (d)

gsz and proper measuring, (e} valuable resulls and intz related
(3 single technigue s mf: zm’xplm‘» picture, and {g) turnover and
aroper 3::;.% cation.

Thirty forsign firms in various functional areas in Istanbul was.

|:1|
(i)

chosen as o zample and & nine page guestionnaire was used in data
collection. People of different occupst : 15 [whom most of them wers
pet Bz:mr'H managers of their respective companies] completed ths
guesiionnaire. Guliman gualilative jz‘ scale was employed in data
analysis becauss of its applicable fo the guesiionnairs {io the dala
analysis of this project].

The findings revealed the most o umt‘r‘n‘uﬂ:} technigues that foreign
al

-

capitals in Istanbul apply in parsonnel selection, the prons and the cons of

tha ie:hﬂ}qupz the reasons why the technigues are emploged in the

seleciion process, the measures to raduce the cons of the technigués, the

jez:mm ients thal currently coordinate selection and whers it should be

coordingted, the means that foreign companies use in conducting

references; and the relevant blank items to job performance. The findings
» Ty’

the relationship hetween the technigues and various

variables {see psra 2 above]



i INTRODUCTION

i & Summary of the Topic of Project

The topic iz comparimentalized into three major compariments
demonstrated in Figure 1. First compartment examines ithe inpuis
[pre-processes of selection process] upon which selection relies. Second
compartment explores the steps {the actual selection process] that made
up of selection ;:m:n_ezs The last compariment studies the oulpuis
[processes post-selection process| of the selection process.

Jof

inpuis Process [Selection Techniques]  Duipuis

Job Information Application Blanks

Selection Standards Emplogment Interviews Job Offer
Definitions Employment Tests Probation  Period

Job Candidates Reference Checks - Labour Contract
nysical Examinations ‘ '

Figure |
Emploges Selaction

2 ldentifying Project Problem

Mumerous studies have besn carried oul by several scholars and

researchers 1o study the field of personnel selection. Extensive researches
have also been undertaken in *ur:e::.m companies and consulting
Sinstituiions  fo defermine  important oriteria  that  influence  the
effectivenszs and the efficiency in job performance.

t, several prm’em‘u were launched io develop and improve
selection techniques”. These tools are used to scale criteria
that mme ce the effectivensss and the efficiency in job performance.
Undoubtedly, these studies have conduced a lot to the understanding and
the improvement of personnel selection. ’
The point iz that, neither criteria nor selection technigues are new
issues to recruiters of these days. Bul there comes a guestion. ¥What
techniques they should employ in personnel seleciion? In other
wards, recruiters don't know the technigues that they should apply in the
selection process of emplogess. Therefore first of all a literaturs
- sUrvey- is needed to find out the present technigues.
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these selaction iechnigues are applisd in the j'se}e tion process of
employeas. The fifth objective is to find nm‘ what these experienced

o
ol
Ny} by

peaple will indicate about where the selection process is located at

present and again according o the ?-f‘;'iiiﬂ”'v’i&'?‘f&ii where 1t should be

coordinated. The sixth objsctive is to ascertain the means thal foreign
i

investmenis in Istanbul Pmnwu in conducting references. The sevenih

finding will be to identify the blank items [in a given list

relevant io mb performance and also the subjec ist t

to job parformance which are not appearing in the
1: i

blank items t
& any. The last objective 15 to see if the subje
th

if there ar e

the relationship hetween the technigues and; {a&) practical walue; (b
largeness and absorbing cost; tc) valuable results and experis; (d)
ysetulness and proper measuring; (8) yaluable resulis and job related

-—e.....a
l-L(l,

items; {7} single technigue and complete picture; an {q) turnover and

proper application

4 Project Content

Project development is ¢ 'm;sartr'nrniah:eﬁ into nine main parts. The
first iwp parts ars tie&.x'»::%.‘.sj t the introduction and methodology The
former, nuilines the summary of the topic of prnzmi the identification of
project problem, the project ub}c—:n tives, the project copieni, and the
definifions of the i_.rm zelection”. While the ia_e gxamines the project
nopulation, the tec ne data analysis, the attained objectives, and
the project diffi '

CPart thres 3= Qn o process. The:z:e
m‘::u:::5-333 g aimed. l‘_:: oY njmq BCE arump:f_s t: seie fion process.

Selection process will be explored in part four. The emphasis w H he
placed on ﬁm ;crru;:::. familiarization and the selection technigues. The

it [

U.‘

project will, however, be limited to five techniques only {see Figure
paga 1'1*.

F*r:z"f. five discusses proces ses of the posi_selection process. in order
to prevant it from growing in lenght, ceriain cutfing of materials was
necessary. Employes induction and orientation were eliminated. Only job
otff i t will be discussed

er, probation perind, and labour contract

siw will be on survey in relation

gz that foreign investments in Istanbul apply in parsonng
1, the prons and the cons of the tec hm F

on is
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and selected bibliegraphy.

S.hDefinmtions of Selectiion

One of the major barriers io effective selection is & lack of
understanding of what 10 inv 1 ses. Unfortunately, it is not & clearh
defined practice. 4 3 ions of selection,

Consequently, there are several definiti
Howsever, only a Tew would be discussed in this m'::xja:t.’ieh:-n_:tmni:s:_;

as the process in which potential candidates are B mined and separated
into fwo 113%«. _ qualified and :juzuahnz:d class (Yoder 1960)

bla careful screening of poten 31 candidates from lists made u;:x by
recriiiment fF‘}qa s and Myers 1962 ~
cia process which involves a screening out of apm cants who will not be
considered for hiring {Beach 1975}, : oo
diselection “involves evaluating and choosing emong job candidates”
Ji’m‘lP' H ) ‘
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rom among the candidates the p

Y the gz fc i person o
who besi meet the ﬁrm:s; selection criteria {Haimann, Scott, and |

*pe:;:l

zed o decide which recruits
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From the given defir mnn itcanbec iudeﬁ}‘hm‘

P

tion screens oul of disgualified candidates:

Wyl
by}
[y ]
[

11 Selection screens potential o a:;mdgie
iiiiSeleciion decides candidates to be hired, and
ivi Selection matches candidate's qua lmr*:n‘m; against job demands.

The above four points will appear to be most important in decribing
the functions of selection
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f_ consists of both primarg and secondary information,
therad from various sources :ru'}m:mm Hhraries, lisianbul Chamber of

03

Commarse, preparatory  courses, seminars, and  Tield  experiment

1OR0s- 1980 was determined g3 time period for published studies

However, thres studies of 1929, 1952, and 1956 were also included

because of their inva 1 iable materials to this project. Then, October 1987
w3

5 Lime period for unpublished studies.

1. Project Population

The population was considered to be all foreign investmenis in
Istanbul. Its list was obiained from Istanbul Chamber of Commerce,

Emindnd. Current data were not available thus 1986 data were utilized,
why foreign capitals? The sole reason of selecting foreign firms was {o
overcoms Turkish language tam’er The language that the author could
E}h%—'f‘ speak nor understand. Then, Istanbul was chosen I:w_-:.:m_,e af the

otlowing points

The population contains several significant diversities such as
Jengr : ees, size of capitals, couniries of origin,
indusiries in which they are operating, time period in Turkey's market, fo
mention bul just a few. Bul this m’n)w_’f_ *s*; i1l onty consider two of them,
. idustries] and number of emplogess. Others could not be
considered as data were not available, were unclear, or were irrelevant to

i

] “.

riminad Lo be thirty companies of Toreign invesiments
the basis the author presented.
ould be foreign companies.
] hj be opersting within Istanbul area, and

o That firms x'fhere project supervisor or friends know some peopls,
beca use ihe f irst trial with mailing guestionnaire was unsuccessful,

vl
]
-3
E-
—— .
{0
pos:
~
W
pax
[N
T
o
l"l:l

A umz:. ;:wage guastionnaire iz the original work of the author {1 was
dizcuszsed and rediscussed with numerous knowl P!jg!"jt! g paople in the
field of research. Iis testing and retesting [fessibility studyl upon the

iate that iis

5 ) 2

Csubjecis were taken into account as well Most desirable to st
1
t

developement {s very closely refated to;



a) present-studies in the Ht:'}u of personnel selection
bl project problematic, and
ol project tx}PL"H‘;P—

The gquestionnaire consisis of fourieen guestions (items) Mine of
twelve (multiple hun guestions) have more than one correct answers
and three have single answer. Two out of fourteen are opeh-ended
guestions. The main goal of the guestionnaire was to ascertain [find out] the
temmaupa that foreign capitals in Istanbul employ in employes selection.

& guestionnaire copy is presented in Appendix A,
Some items {questions) were developed bu the author and some were

drawn from present studies. Table 2 illustrates the point.
{tem Ho Hiem Description Source
1 Company classification Developed
2 Humber of employees Developed
3 Employed technigues Werther and Davis
19585
4 Prons and cons of techniques  Sioper 1978
Yoder 1972
5 3, itank prons Strauss and Sayles
- 1866
? Yoder 1960
o, interview prons ) Bingham 1929
C, Test prons Mosie and Douglas
1985

Flippo 1984

d, Reference prons Werther and Davis
c

[y

Physical examination prons Yoder 1972

. a, Blank cons Holley and
Jdannings 19487
Camdan and
Wallave 1983
b, Interview cons atrauss and Sayles
[Continues] : 1966
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Taken mea sures 1o
minimise cons

Purpose of using selectio
Selectipn coordination
[practical]

Selection coordination
[opinion]

Eelevant blank ilams to job
parfarmance {i;:z be ficked
from the list]

Seieciion techniques have
no practical value

Only large firms can absorb
eleciion tec imr_pes cosis

2i hmm 83 can only yield

ll,l

LUL e
=
|
-,‘J

TE.
T
T

Eun ok and Smith
1ag2

Yoder 1960
wWerther and Davis
tags -

Fleishman 1957

Developed

Dieveloped

Developed




. are coordinated by-an expert
4, Technigues are only useful, Developed
when they are measuring wha
supposed to measure

thay are

2, Tar iimm tes would not yield Flippo 1954
valuable resulis, if ifems ars
not job related

f Mo single technigue that ca Lopez 1972
give a complete m: ture

a, - Labour turnover, ete. might Developed

be reduced, if { e -hnigues are
properiy utilized

Table 2
fluestionnaire Hems

l‘tl

Thirty subjects in foreign companies in Istanbul completed the
gquestionnaire. Subjecis were both females -and males. Eightesn were

personnel m:n:;qv:a five were general managers, three weres marketing

=

mianagers, and -one subject H‘ m each of the following four positions;

foreigh 1 relations f‘fm;age; account manager, sdministrative officer, and
mnamrq director. The common point is being relaied to the selection

£33
Compani

I“tl

]
pri

.l ﬂ:’

153 ﬂ mnaqzﬁr ~ur*n'“3 ed ma Iude mHE n service firms in
varigus areas ferent seciors,
five r‘z‘;anufm:.t:_xrirm n ms ina v‘ﬂﬂl“f.} of 1 'eHs as well, and one Tirm 1 n!sg
mining-exploration and exploitation. Table 3 sz-u.s_:“-_ the areas ang
numbar of surveyed companies in mare detail.

Aren Mumber - Z
Banking - 7 23
Transportation & 20
Yehicle and Spare Paris 4 133
Pharmacautical 2 6.5
Electronics i 23
Electricity 1 3.3
Food ] 23
insurance i I3z
thers 7 233
TOTAL =0 100

Table 2.
Areas and RHumber nt Surs 'vupd Coampanies




Table Z ;z:h:: e that survel
functional sreas.

yed firms covered 2 number of vartous

'.J..‘..

Ouestionnaires were delivered pesonally which was emploged becauss
af itz advantage of getting fesdback in time (Lapp and Dauner 1970} in

most cases, 13%.3%3:5:?.is‘éz“n‘zﬁ’;:"és: weare completed in the author's pressnoce, and
ty of cases, they were 1eft with subjects to be completed and

collectad later
=.Dats Analysis

Dats anal

T o

sl )
% b
=
T %
oy
i

B T W ]
el
b
- T
()
L
%
[our X
Dol
[x]

: ‘%z':';*f %m W ma;s

itern No

! in

2 76y

l 0

5 3. 1g
b 23
£ 16
. ia

[Continues)
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o a. 14
b 1
o 13
d 15
g a0
g Zh
10 3
i 22
12 20
12 [ia]
14 a 20
b 20
O, i
d 30 ftem Moguestion number
g 30 Fezpundwn? Subject
f 0 attempted sach guestion
g 30 £.9.30 means all subjects

Data are worked by hand. Further, 1 question is evaluated on iis

each
o by number of respondents and percenisges and grouped in the order of
conceniraiion, that is for the close ended questions. For the double
questions [mized guestions] and open ended questions indications are

presentad in fables.
in summary the rm
(2}, open ended, and {3} con tam ot ans

arided

[y
byl

. f.i ;::E!:E; of answers (1) clos
abulated.

X
-
-‘?
|"El
by l
l"‘"“
f“l'

4 Atiained Dbjeciives

]

The project have eight distinctive important objectives as indicated
in the introduciory ;zfm‘. ANl of them are successful achieved. First, the
most commaonly applied technigques are identified. Now recruiters %nuu* the
technigques that they should apply in the selection process. Second; the
prons and the cons of the technigues are expressed. Third, the measuras to
minimize the cons of the iechnigues are indicaied. Recruifers now khow
what they can do to reduce the cons of the fechniques Fourth, the why the
chnigues are employed in personnel selection is known. Fifth, where
e i

38:::?‘;:3;‘: process 15 located and where 11 should be coordinated are shown,

10



Sixth, the means. that are emp ploged  ir irczr'sxji.3;*~?ir':q re errn:e= are
th, thi relevant blank items to job performance are
identifiad as well as listed Lastly, rﬂr*'*ﬂm % have information on i

refationship betwesn selection ischniques and; {a) pratical walue; (b}
targeness and absorbing cost; (o) waluable results and experts; (4
useful

ss and proper measuring; (e} valuable results and job related
items; (f) single technigue and complete picture; and (3} ?m'ru‘:*«'vr and

ﬂ:l

Worth to say that the project is hundred percent brought to iis

syrcessful conclusion,

i project has suffered heavily from up-to-date published studies.
The author had. access to numerous Turkish materials, but they could not

Y
s R v R
- 0

ot the gquestionnaire dE!tE;Et""E [;Fn l 2N ‘h .Iamg penple were r&?us:: i
. » their experiences with the author. Tne developemeant

and feasibility study have also cofncided with project supervisor's
i k leave. The events that have bit prolonged th

’ie ;:ire;::mu-r:eﬂ the author from enjoying a iremedously

in completing the questionnaire were as follows:
G). Some res;:n:r dents didn't have sufficiant time to complets the
s:z.se:zzi‘;;:s;'srzai e oin the authors presence as it was required. Under such
¥

5, questionnaires were left with subjecis o be completed

, pants, thres in small firms a:mﬁ one in lar
not speak good Et‘igﬁsn. The guthor has spent much Time 1o explain almost

oie guestionnaire.

!
o} Four respondents, two in large companies and two in medium
=1
i

i
npanies could not speak english i a1l Questionnaires were completed

s wanted the explanation of the following ferms;
fect, stereotypes, conviction, career, ij}“HHE' and
were inexperienced in the field of personnel
were gither involved or related io personnel

f} Some respondents felt that the questionnaire was too long The
event that seemed io cause few of them not to think oul the answers
ially answers for open ended questions. '

Wl

11



gy Three companies referrad th e author 1o people -, ‘hi have never done

idon't do} selection and turmed odt not knowing alr nost anything ahout
peraonnel selaction
Finally, the costiingss of the project, in terms af affort time and
— EX
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iHPP ”.""E LECTIOM PROCESS

The first two parts discussed the introduction and the met hr:;m:d::egg of
the project. Here the effort will be devoted to the processes of
pre-selection process {job anal E'z_ identification of recruiting sources,

and recniitment communication]. These processes are aimed at providing
the required inpuls upon which selection process rests.
The basic and common question to be asked are;
¥What kinds of jobs 1o be filled?
How many jobs to be filled?
wat kind of people are required [French 1974
w‘FE‘E will they be drawn?

Haw will they be induced [Strauss and Sayles 1960]
Mo attempt iz made here {o provide answers to these guestions.
iecause they are all discussed more fully further on.

1. Job Analysis
Job analysis iz ohe of
1

i+
wr
[yv}

the most important steps that mus

accomplished before seleciion process siaris, This ig the process for
nbt mn‘nq all pertinent job information HPt'inj to personnhel :E:E!?&:I:iii!t‘:

tis jo t analysis that provides answers to; (a) How
{ ¥ what type of people are required [Jacksan

i‘:l'f’”} SEE also Table 5 for some mare functions. I therefore is difficult
it not impossible, Tor selection process fo take place before job analysis
iz compleied

Activity Source

Gathering job information Yoder 1960

Sirauss and Sayles 1966
Miner 1969
warther and Davis 1985
, Han‘narn Scoti, and Cannor 1985

Arthur 1986

Determining Selection Standards  Flippo 1961
ang and Dauner 1
Jdackson 1972
Stahl 1976
williams, Dubrin, and Sisk 1985

Table 5
Job Analysis’ Constributions to selection

]
]

i
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Yoder (19607 ::me tha at anly few recruiters postpone sglection r_m%.j}
job ahalisis is completed. In striking contrast, a studd by Jones and
Ee: }‘H} HC.H‘%Q} r‘epm't&:sj that ?5 percent of the surveyed organisations

deciion taking plac

2.

nerally, job analysis is launched for a number of reasons such as;
~formance :. appraisal, for salary and wage, and for reeruitment and

_:eh:u . But here i1 would be discussed from recruitment and selection
point m‘ view. Job analysis is undertaken to provide an undersianding of
several purposes Yke job conditions, specific ations, tasks, etc Table ©

o
p—
]

5 those purposes as appeared m secondary resources and Tabla
coltacts them under similar headings.

Kind - Source
H:m;um;er gualitative

Job quantitative Yoder 1960
_{m:; conditions
Job interrelations
Maming the job scoti, Clothier,
Job :J;:xe;:.} i u_.at}uns Spriecel 1951
Tazsks comprise the job Miner
Fersonal requirements 1959
Job guantity Jdackson
Man quality , 1972

Jdob interrelations

Job content - MeCornick and

Information input Tiffin 1974

Other characieristics

Tasks and duties of the job Pigors and

Job requirements Myers 1977

Job position

Job content Stoner

Anb specifications 1978 §

Flan quatifications Flippa i
u i

[zontinues]
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Job quantity | ..o 1980

ﬂiLx 1_1_11'21:??; iRl
Man guality : and
dnb interreiations Srrith 1962

wWhat te ob requirements are Dr*»,éis 3‘.4.1:35

Jnb content Arihur
Personal responsibilities 1958

The purposes of job analysis can be classsified under eighi main
DUrpnses.

Mat qualifications
Job interrelations
Job content
Job quantity
tnformation input
Jab position
Joh Z_mi:h’ﬂut':'

Oiher characierisiics

Table 7
Classification of Job &nalysis Purposes

These are the eight main goals of carrying out job analysis from
recruitmeant and salection viewpoint,

0y HMethods of Collecting Job Information

Various devices have been emploged in compiling job information. The
rmost widely used ones are exhibited in Table & Hormaly, job information
coltection s done by the personnel manager with the assistance of other
individuals indicated in Table 3

15



Technique - N . Source

Interyiswing : .ugwr“l:nr and -
his s ubm'dm:x‘k
Dhserving the i reumbent VYoder 1980

P“‘_""H"“""iﬁi e

AT P

"l

l‘

Obzerving the worker
Consulting supervisor and Seott, Clothier,

his subordinaies and Spriecel
[uestionnaire 186

Combination of {wo or mors
technigques

Conversing with ex-and present Lapp and
job ococupant Dauner
Conversing with cusiomers 1970
Questionnaire

Observing the incumbent

E:-’.;:xh:xiténg available records

Conferencs

intwr"mf«mq ypervisor

and incumbent Beach 1975
Combination of two or more

technigues

Guestionnaire

Dbserving ;u{:fnmer Flippo 1980
‘; terviewing supervisor and

subordinaties

|n
lll

tbserving job holder Figors and
*_Ai:,rsx,xerqu with supervisor Myers 1981
and his subordinates
Conversing with union

shop stewards
Jurry of experts

Questionnaire wWerther and
Discussing with supervisor Davis 1985

and job holder
Exploiting emploges 1og

[continues]
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Combination of two/maors
:_ef_.hmqf_wg
Conversing with supervisor

Observing the worker Arihur 1986

Interviewing supervisor
Studying a available records

l._u

"-J

Observing job occupant Phillips 1
Interviewing job incumbent
Ouestionnaire

......|

"'l'

ijtﬂ
Methods of Collecting _f:_m information

Luestionnaire

Observing

Interviewing

Studying records

Jurry of experts

Combination of two/more methods

Tahle g

Six Methods of Compiling Job Information

Soott, Clothier, and Spriecel (1961} claim that these methods hayve been
used by successtul organisations.

cidob Descriptions and Job Spacifications

Job information, gathered during the process of job analysis, have {o
b tt'tt:«tdwj in usat}e Torms r::alied "js:xb jea:rm’m.m: and  iob

spe : things. They are not to
be confused. Their great d* hm iions can t:e SEEN ir their definitions as
well as in their funciions,
Job descriptions refer Lo writien statements of informstion sbout the
job-duties and fasks performed on the iob ?"’I!ﬁﬁh‘ﬁ%ﬂiﬁ job specifications -
tten siatements of pH ~zonal  characiaristics  {man

i

refer  to owritt X g
o & nb WYoder 1972} . Samples of  job

gualifications) required



descriptions »3:*:3 tn?:mx ations are given in Appendiz £ ‘ .
Joh dv zeriptions and  specifications perform  entirely - different
however, that they have fo be completl e%_j

- DR

funciions. 11 does noi mean,
divorced f;:x noone 3n'ther Both are focused on the job and they a
sometimas combined into a document called “job description” (Werther am:i
Uavis 19557

11}

Sample of job description iz shown in Appendiz T, noola and

Functions of job descriptions and specifications are examined in
Table 10

Jackson 1;?:‘.‘
Franch 1874
GBeach 1975
Flippo 1960
wWerther and davis 1985
Massie and Douglas |
Arthur 1966

Job Descrintions  Job Specifications Soyrce

Dizcuss the job Discuas the man Yoder 1960 -
Sootl,  Clothler,  and
Spriecel 1§§E¥
Lapp and Dauner 1970

Tabhle 10

Functions of Job Descriptions and Specifications
There are considerable evidence that  job éetss::!‘i}::ﬁ:::f’is and
ications perform distinctive but r
3 | oh

related functions. Job descripiions
speciiications describe what the job

(s}

d&?‘if‘i&' '*f*s’i‘mi the job is, whereas jo

i
1]
. 1?‘1’&;‘&:‘11‘_ eople hold different atiitudes towards job descriptions.
The following cases illustrate the point from a Hierature study.

: wratory manager seid "Job descriptions? No :s;*;r,

m:;t for me, I'd Hke {0 scrap them a1l They just
your fresdom to make necessary work 3*—-}_3 wnents.
You need somebody in g hurry 1o lake an inst 1.1m+_mt
across the street for calibration. And what do gou
qef' An argument:"That's not in my job description

I'm & technician, not an errand boy!” {Austin HI?,}

Case Two In contrast, & laboratory technician argued that job
descripiions pracluded him from running ef‘raﬂds:
“wWithout a written job description, I'd be lost. How
“would |know what my job is7 The description gives

R
[t
[
Do
o
=5
T
I
-
il

4 I"I"
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me a fiz on job !‘PEMH“H!T;PM‘ and ‘“hu“f* me how |1
into the organisation without it I'd be all at ses.
around here, everyihing 15 an emergency. Em‘ my job
dascription %ew me aexacily what my job is and what
i have to do” [Austin 39?‘ }
Both posttive and ¢ eg ve attitudes are being held
towards job descriptio
& pood job description should possess ﬂ E"f Nowing four criteria.

a} Up-to-date i f ormation

b} &ptness of each nﬁﬂp

o} & summsry as a previaw, and

ﬂ} Complete bul not ::n";erm detailed {Pigors and

Myers 1981

Mo job description io be said is good, unless it possesses these

H'.'

1iting Sources

;15 i3 thoughifully done, and job descriptions and
eciually prepared. The next st e; is to deierming
*ht source from me % wtential applicanis would be drown.

Recruiting ss:mr»:e:. can be grouped into two major groups: a) Internal
.niii‘iE‘E. and b} External sources iu be discussed al some lenght later)
tdentification of recruiting sources is, however, determined by a number
of factors including; Tabour mark i—*i conditions, company policy, position

7 identification of Recru
anﬁs ﬂa’f } ob analiys

mention bul just a few. Both internal and exiernal sources
have prons and cons (1o ke examined later) that must be taken into acoount,
Sample recruiting sources [sources of applicants] is given in Appendiz [

al 1

;r;*‘.u‘rm source i3 atso known az "inside” or “within source” 1oz g
stuation whers by r'gwrm iz filted by selecting from among the present
g—:?’z’;g};}&':&&:}:} that is, by promoti ing. The later

4 ing, by transtering, or by demoting
is, howeaver, relatively rare | {Minar 1962}, Fiqure 2 makes

Within recruitment came info use, because of tight Yabour marke! and
Loday is reaiég enjoying a prominent place {3 mder 1960} s practice wary

fram one business 1o another. Some of rat Eaf. """" nsider seniority, some
oans }dHr orase ‘t performance and ability to lea ey jobs, and ’HH 0me

i

consider a combination of all of them. &bove all thE:E:Et_, a comprehensive
- ! .
i i

file of "skills inventory” is wery necesszary o facilitate within practice
{Stoner 1978)
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Fiqure 2
Within Pecruitment

wWithin recrintiment is.a widespread pr al.’f.h__. A study by Sweeney and
“Tesl (1979) m:ﬁ a’m ﬂ at ?E perce nt of the surveyed arganisations fill &

HH?‘I}PTTM':‘ -:‘.ume_ }um :i ‘g‘arh:n.x:zs advantages of within recruitment.
Some of them are tabulated in Table 11

Typs . Time
Easier to implement '

Increases workers' morale Yoder

Least expensive = sth
Fosters superior avr’mrmam: 3]

Increases emplogees’ morale Siraus and
Reduces job dissatisfaction Sayles 1966

Promotes individual advancemant

Fosiers employees’ morale Beach
Lv* Brrors m :eie tion 1975

Promotes loyality among amployees Stoner
Least expansive 1976

{Continues)
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Stimulates promotion Qf‘tﬁpat'a’f un

ey

eazes employess’ morale

Flippo

Provides more data aboul canditaies 1ag4d

Alds employees’ morals Wearther
Patains prasent workforce and
Atiracis new recruiis Daviz 1985
Saves time and monay

- Boots employess’ morals arthur
Revesals hidden talent 1986

Tahle 11
Prons of Within BEecruitment Process

Passification of within recruitment advantages presen

ting employees’ morale

;éilmq hidden talent
f-‘.i"{ aciing new recruiis
Relaining present work-force
Stimulating promotion preparation
Promoting loyality s:mn,mg workers
Easier to implement

Eeducing job d}:.:,ax} fication
 Promoting individual advancemant

f"l

Maior Prons of Recruitment Process

ni has also g number of disadvaniages |

Tims

sis Yoder
1 ~',“‘s:f::;i¥*:‘*?’z‘;s?. arrangement 1960

1
{
1
t
M Asmmoe
0 OEnge i

21

H that must
ghle 13 discusses a few of them T?'ﬁm present resour

o

£

be



Hinders companias development Strauss and Sagles
Requires haavy training programms
Low productivity Beach 1973
Pravenis new thoughls
Reduces new blood chances ‘
May encourage complacency Stoner 1976
Limits the pool of available talent
Reluctant to give best workers
F’.ei-:’fj Lo post vacancies ouiside arthur
depariment 1986
May waste time waiting for replacement
Table 13
Cong of Within Becruitment Process
Feqgro umnq of within recruitment process cons.
Yacant posis

Undesirable arrangament

ingrowing danger

Low productivity

Praveniing new thoughis

Complacency

Costly training

Lirmiting available talent gmfd

Reluctance of giving best workers

Reluctance if posting vacancies outside

wWasting time waiting replacement

Tahle 14
Main Cons of Within Becruitment Process

biExternal Source

it iz almost impossible for the company fo rely upon
source  alone. Sometimes, i has to go to the exiernal
iower_eniry ;n*':'m”n-x, for expansion, and  for positions
reguirements cannot be met by present workforce (Flippo 1984 F
demonstrates the point

22
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Figure 3

Exiernal Recruitment
Both prons and cons of external source have been discusse sj inse
studies. Prons ara examined in Table 15

D]
Py
ot
]
w(i]
vt

Tupe SOUIEE
Eﬁeﬂui:irzg iraining cost Strauss and
Bringing new blood Sayles 1966
Filling pos msm ina matter of fime ";’xrtmr

Access to large labour pool ) 1956 J

Infarmation of 1970's were not available at the time of preparing this
nroject.

The following table studies the disadvantages of external source from
wresent studies in the field of personnel selection,

May bring harmtul approach Yoder

iiis:::s:’f.}ér“* of training 1972

Lesding Lo labour turnover wWerther and

Leading to Eem;z} es dissatisfication Davis 1965
l

(Continues)
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:E;ﬂirses-z ‘ Arihur
“ay refer ungualified candidates 19586

Cons of Exziernal Source

L_(l

information of 1960°s were not available at the Lime of preparation.

Recruitment Communication

The availability of job vacancies will never bring applicants in the
emplogment offica. Yet organisation development might be badly affected,
if qualified applicants could not be obtained in good time. Due 1o these the
company has to make known the opportunity it has to offer. This might be
done by emploging one or more methods of recruitment (Strauss and Sayles
1966}, ,

When dogs recruiiment communication twqm H. begins when naw
recruits are sou zht_ and ends when their applications are submitted in
vmah‘:umem office. Applications submission leis the recruiter know the
availability of promising candidates (Werther and Davis 1985).

Channels o Emmuun‘;mﬁ information

How do emplogers find and attract prospective candidates needed for
the work {(Yoder 1950} The guestion has been partially answered in the
dizcussion of the identification of recruiting sources.

There is a great number of ways through which recruiters, and
job_se=kers persue one another. A study by Rosenfeld (1975} indicated
that walk_ins {57 percent), employee referrals (56 percent), snd
newspaper ads (46 percent) are the most commonly used channels. Another
study reported that almost all 94 percent of }:M‘Eumw} journal subscribes
use newspapers and 57 percent ran ads in professional magazines T‘

zame study also revealed that one oul of fen use ele:frmm‘ adver ’u sing,
and & percent use billboards (Magnus 1987} Still there is a need and
prospect to yse some more new channels_eq. computers {Palkowitz and
Mueller 1967} See Appendix E for some more channels of emplogment
information.

by Kinds of Channels

In general, channels can be _gmgnri_gsjm’m wo major categories; (1)
Masz Chennels and (2} ngscm.:n._,m Um:rwh (zee Appendix E) Cat both
kinds of channels be emploged at once? ? Of course, thet ey can he employed at
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M Tumum (1985~ -39} states that message rpgieﬁti:::n does  not
ate information, tn.xt facilitates a belier m“ujm'sziandn'ig. it
combination of print and electronic media or mass and
sopalised channel would do a better job Moreover, & 1975 survey
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reporied that 80 percent of workers in the U5 use more than one channel
in searching for employment (Ffa:emeld,f See Table 17 for some more
information.

Ho.of Meihods Used Percentage wWho

to Search a Job Used Each Mathod

~ {ne method 20

Two_methods 1o

Threa/four methods 26

Five/more methods 36

TOTAL 100

-Table 17
Mumber of Methods Used {0 Find a Job

Source: Carl Rosenfeld; "Jobsesking Methods Used by American Workers®,
Monthiy Labour F‘r—' ew, August 1975,

’sﬁa‘%‘;at amj where 1o communicate? Labour market o unﬁ}tmﬁ and skills

wals influence the decision; whal to be said, how i1 is io be
I satd, whare it is to be sai id, and who 1o sa g it {Tonnon
2* i azjxjmmz Strauss and Sayles {(1960) suggest ithat all
ation that labour market would like to hear fhmnjh:u: nveyed. Such
in

‘;;’;f:_:rms'_';_u'a ";':,fx:u.sm enable o 33;: i‘,*m candidates fo scale their present
jobs, benefits, etc against the new ones. Employment information should
fall into. two sections. Table 18 clearly illustrates the point from a
Viterature point of view. Channel selection is delermined by factors such
as cost, circulstion figures, market location and size, and channel

H
availability (Jackson 1972)

Zeciion One Seciion Two
Campany background Man quality
Sanefils Experignce

dob Yinkages Skills
Promaolion, sic age and sey, eic

25



sourceM _}-rir.::sznﬂz?ex -uiting, Interviewing, and Selecting Employees,
Mo Grayw-Hill Book Company, London, 1972
These information will permit some self screening which has the
advantage of time_saving of both parties.
at atis

what attracis applicants? Many uncertainies and ambiquities on what
attracts applic 3“' remain m‘:an-n.b.e*"d & few factors that are beligved to
atiract applicanis are discussed in Table 19,
T Typs . Source
"‘ﬁ:’nnanu putstanding repuiation Strauss and
Communicated informstion s Sayles 1966
Caraful planned content, time, and location Arthur 1956
| Advancement opporiunity ' :
1 Fringe benefiis
i Good salary Phillips 1987
1 Challenging responsibitity
| Job security
} — et
Table 19
Factors that Attract Applican s‘.s
Data of 1970's were nof available al the time of wriling
ciCharacieristics of Good Employment Information
& qood emplogment infarmation mwu posaess the following oriteria.
i} Make s guick and strong impression
111 Hold interest,
1ii}Gain acceplance
vit Establish preference, and
v} Motivate attention (Tonnon 1988-55)
an employment information ihal possesses the afore-mentionsd

criteria is often produce large response. Somelimes the message can,

R, structured and precisely communicated, but it cannot

;3ttr‘;3:‘:t ;:xe:j;:ﬂ& in ather words, good job information cannot create
if they don't exist {Jackson 19723 - T R

ja
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B-SELECTION PROCESS

lll

in the preceding part the point was made that selection cannot take
m;":::e tu:amre the completion Df pre_processes, those  are,  job
familiarization, jeterrmn:umn of sources of applicanis, and recruitment
of recruits. Megt the discussion will concenirate on the arm 1 zelection of
cahdidates.

in earter years, much less eradea*-xz:n.n‘ wa:a :i*‘.-‘en
selection. This was dus to litile undersia
significance was fully realised. As a resulti, t i
discovered and improved and a gradual change took pl:n._. :m h a ::hange
{Heckmann and Huneryager).

4
[y
o
foon
—
l""l-
r::r
[y

however, is neither complete nor at an end yet.

Hnrmﬁm zei :ction is considered as one of the mutusl decision
making processes. The recruiter decides wi'ae‘f.f';er or not ha/ ,%;H will make
an offer. Meanwhile the o ﬁmldate decides whether or not hedshe will
scoept an offer, if it is made {Staner 19781

Selection vary from one business io another as well as belween
tevels of the same business. iis variety is not only in application, but also
in complexity. in other words, it is easier to gauge the efficiency of some
g:;s:zz;mrns and it iz hat‘jr—‘r to gauge the efficiency of some posiiions as
watl h1 1982). Consider, for example, the efficiency of a mechanic can
be meas *"::i by the s; ead and accurancy of the work accomplished, that of

::s"mr'“f.“sﬁs"z:j secretary by the speed and number of words written in given

time, efc. But such simplicity might be disappesred when the efficiency of
an emplogment specialist, leciurer, eic are measured, because i1 is hard to
measure their outpuis precisely’

Selection can be classified into two classes; (1) selection for a
particular job opening—gives more emphasis on fhe strengths  and
weaknesses of the candidates, and {2} selsction for anticipating future
manpower requiremants—gives more emphasis on learning ability {Koontz,
Domell, and Weighrich 19851

what are the objectives of selection? This guestion iz a bit discu zsej
in Lhe :z:mdg of historical survey Selection is carvied out for ong or mor
of the following purposes {see Table 20}

rind Source

Avolding unnecessary costs . Yoder 190

[ xm‘nmez]
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Screening out applicants
Fitting people to jobs
Fitting jobs to people

Feducing costs
Improving profitability

Sorting out candidates
Measuring candidate qualifications

Matching candida Ef

g job
Prediciing success bpe ormance

Selecting the applicant
Matching applicant to the job

e o
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wr o

[my]

Lapp and

Dauner 1974

'.l:l

Beach 1975

Werther and
Davis 1965

Holley and
Jennings 1967
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Table 20

Selection Objectiv 3

According to various writers in Table 20 it can be concluded that

selection objective is 1o choose 8 person wha o
1

te.

2 Coordination of Select Llﬂh

Hsually, s
Y individuals

sefection is ceptered in the per
1 I3
present resources.

i
might be involved. Tabhs! 21

Coordinator

1081 can accomplish firm's tasks
Lar, with minimized costs, and a person who will stay in job tonger

rzonnel department, though,
Hustrates the point from

Source

Personnel and Unit manager

28
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!{:l
[l

g R S,
Employmant agencis

Unit manager alone

L Peraonnel fmanager alons

[

m‘ﬂ"sur 1aga

1986 ,
Mondy, Sharpling
Holmes, and
Flippo 1986

Beach 1975
Dawling m“
Sayles 197
Kooniz, Domell,
and  Weighrich
1966

..
PR

Pigors and
¢

Myers 1077

Tab?e 1

ALCriticisms of Selection
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Criticism

Source

frnperfaciness and unfairness

o< f‘

S

:m;_wr‘fm_ﬂ 5
performance.
Distinction belwesn what

what will do

one C

Complexity and time_con

criteria in predic ting

suming

af the programme Osterman 19584
Eoontz,
Domell, and

an do and wWeighrich 1986

an aj

x—*r?hzﬂr
Dawviz 19

these oriticisms the

Y

in
leciion,
,;:e ciations
studying th

lll

S

I'D

: {1
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E‘ SELECTION TECHNIQUES

wmber of studies have been
jection technigues th
Fuﬂnfﬂnq iz A
3 preliminary intery
h:m teztz 5} eciioh
Supery

s ind.

el
iso

applic am
I‘;f them

?
firms
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are
ie mdwr‘tanqu of wh
Hed is more im

'_
il

key problematic
riteria n? performance,
rom himdher, complexity af the pro
ndidate, and cost in terms of both t’r‘e
iticisms EEIEt’nun remains

merous recriiiers
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ed  commonly  when  externs)
2 15 rarely & need to employ all

{Werther and Davis 1965)

%mf one employ will be depended upon the posttion
financial positian.

=

avallable for ;:spr-:;nmwl setection,
One should find out which
B, and 'wt‘m::h for position CA

employ yed, when to be employed, and
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: Emmnq: went fs'sf.er"‘;iewz:
2. Emplogment Tests

4 Reference Checks and
3. Physical Examinations

i &polication Blanks

:f plank plays an undenyable role in em iployee selection by sesking
ring pertinent infor maﬁun about the applicant. Its form vary from
ganisation io ahothe HE.:' fheiess, common features exist {(Dale
)& sample form s given in Appendix F
3&%‘&::‘%31 writers and some countries felt that the form should only
t job related information. In other words, it should nol contain
that invade someone's privacy, because it does not have anything to
do with job performance. &t the same time itllegal to request such
data. Surprisingly, a 1983 study found that parcent of ihe i‘arm:; i
one of more inappropriate pre-employment inquiries (Car
1983}, The following table demonsirates some instru f fons oh how the
recruiter should put his/her questions in the United States.

[}
o]
e
’.L.J '~'

...-.-

15

e i
73

|“’l

a} Hedshe can ::‘ if the applicant is o citizen, bul hedshe cannotl ask 17
turized or native bormn.
g/she can. ~=-=~¥f if the applicant iz beiween A and B ysars of age, but

r—l~
i
|‘£A

-~
-~ l':.il
e

i}} Ha/ !

hedshe cannot ask how old one is. .

oy He/she cam ask the applicants place of residence, but hedshe cannot ask
for his or her birth place

d; Hesshe can ask what languages the applicant speaks and writes, bt
nesshe cannot ask how these sbilities weare aocquired.

2} Helshe can ask for educational background, but hedshe cannot ask for
the sponsor and religion affiliation

Y Hedshe can ask 7 the applicant has ever been convicted of a crime, but
hefshe cannot ask if the applicant has ever been arrested,

gi Hedfshe can ask i the ap 0

"af pplicant has any physical or mental impairment,
= abilities or treatment.

but he/she cannot ask for a listing of diza
hi Hefshe can ask acmm willingness to waork for the firm, but ha/she

cannot ask about wil Hhﬂ!w?? to work any {_dr’m ular religion holiday,

Table 23
Flippo's Can «:mz:} L umml‘. Pmm‘-. :
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Those are eight of
appear o be objected by some w rﬁvr- especially the fi
and sizth points

Humerous writers claim that a properly designed blank or form b

the following prons (see Table 24)

thg:: can.anid 'armut points, however, they

SQurce

H

o

g parties’ time
j Prmm:hng basis for the depth interview

 Testing writirg darq:m ;ing ideas abihity
. t:s':a :;3 ints to depth interview
i) npio 4 2 permanent record

Reducing recruiters’ work

Building a waiting list

Saving parties’ time and "'HL; travel
raviding an employes permanent re:arj

Giving impression of personalised treatment

E‘z“mq pariiss’ tims

Testing writing and spelling ability

Pru‘nqu points to formal interyiew
;';as';z:? of thinking out anhsy WErS
Azsuring of being an record

Providing an emgplo 49? permanent record
-

F“‘D”!*mq basis for the formal interview
Telling applicants’ availability

zeeking and storing data

dats in g uniform manner

Scott, Colthier,

and Spri BC el 196

Sirauss and
Sayles {966

1

fisley and HNiemi

werther and
Davis 1965

Aoontinues)

32
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Providing more information H"* gy and
?E:trzﬁmmq ot ,j;z icants eninings 198

-
!t

Pradidiing _‘:D periormance Albaness
Helping in seiecting better applicants [R=tsts

Table 24
The Benefits of the Form

Those are the prons of the emplogment blank. Eiut such benefits might
only be reatisad, when the blank possesses the following features:

i3 Wwhen the blank is brief {Pigors and Mysrs 1977},

i i

he bia‘nk copiains only items that :t:xrre}atad with job
pe Hnrma: ce (Kessler and Gibbs 1975}, and

i1} when the blank contained walidated selection criteris rEnqhnﬁ
19715

by Limitations of the Form

Are form information honpest? Mot at all, & study of 111 forms
campleted by applicants for nursing {3;5 Len ’3)‘}: hpchnq with previous
employers] produced some considerable dis

L ope-gquarter dizagree on reasons for leaving prior position
ﬁ} Thﬁ‘i x:v‘,:‘ar %‘ﬁfﬂf Bf ti‘:&%‘;ﬁ:pi' f:ffs var E’H*Hj boih salari

Furthermore, another study by Holley and Jdennings (1987} claimed
similar Hmitations

i) Inflation of past job responsibilities, rates of pay, and job tittie

ii) f‘z?s eprasaniation of E’ji_:fﬁihh

i1} Shifting of dates to hide periods of unemployment, and

iv) Substituting family business

33



2. Emplogment Interviews

he application blank was discuss
fook at the smplogment
employment interview?
employsr secures i%‘ie information necessary

pcocurately in reference {o the rpqmrprrwt of a position These dats will
enable the employer {o decide whether the spplicant would be accepied or
not {Lopez 1972} An employment interview is a two-way communication
process whereby both parhm [the interviewer and interviewse] are

supplying sach other with valuable mfx_:rrrr‘m:»r‘:, they are in need of {ses

Figure 4).
interviewer 7;:‘ interviewss

F murp —Z

ed in the foregoing section. The
it fvr“ww.

ft 15 the principal by which an
ary to describe an applicant

PIx] l'll

&n ang%nufrmm mtpz few i3 g widely used selection technigus. A
study by the &merican Bureau of National Affairs(1976) reported that

13 93 parcent of the reporting firms used interviewing as a selection
tool

11126 percant  considersd it their most  importent  selection
nirocedgure, and ]

HIY90 percent had more confidence in interview data than dais
obiained m;m oiher seleciion tonls,

In sirtking conirasi, researchers '}mm that interviews has,fe i::;w
validity and reliability. Further, a 1982 review of all studies on interview
reparted thal inierview persists, ":!E:E:z:%éf_& eﬁa‘édﬁr‘:’: af its low -.,,;-§§ i

reliability, and its suscepiibility to bias and distortion”. The study states
that aven researchers who discredit the interview would never consider
hiring & research assistant without an interview.

ai The Interview Coordination

an emplogment interviss J b
ng hnmj ‘?_u be}’e,e that hedshe is it Unfortunately, that is far
603 Interviewing is a complex skill, thus
;t hould zm*; tze x::x:n_:irdm:ie;j 1N inw*iejx}&am‘e person-ie trained and
t:!s-,,*:w Senced in it {Lopez 1972). -Although, i t:ax Jewing might be easier io
develop, ?rs employ, and to analyse ?hnn m‘h e:hmqu ‘1’{ muﬁ nn’f be
postulated that anyone can be assig

E%tztsz‘l:';E:E;:z; policy  and }Dt! nm‘.ur: "‘t deter"". th

o be masy and anyone might be
1 -

[y}



- department fpersan who will coordinate the interview. ﬂwr, '59;, m the

normal oourse of events an employment interview is coordinated in the
wentSpersonnel-by  employment :E:gi-ai:ir%‘;:z;t_

department  of  employm
H;v‘m‘?'mm‘vu i { =
particulariy in small ones. Therefore, under such circumst
rripl ot 1mvm‘ interyiew might be coordinated by the employer hit
hv supervisor of the unit being staffed (Yoder 1960} Here the interview
#ould he conducted by one person only. This approach, however, has a
?‘zi.&?‘:‘ib&?‘! f eﬁ'e {5 that must be understood. First, one cook may not prepare
a good meal. For instance, unit manager has the ability of judging technical
competence, bu might not have sufficient skill to interview
adequately On the other hand, emplogment manager might be good in
interviewing, but he might not know the job as good as unit manager. i
therefore the infery & fee might be um:!vr assessed. Secondly., resulis
might be more contar ted by interviewer's bias and stereotypes {Lopez

1 :"'

does npot oexist in all om amtszs'i’;:::r.:z;_,

=]
Y
L

..-.

el preer)
-
£

.—-c«
—
A

in this recognition that multiple and panel approaches came ir f_:
E—:}:i'&:’{" nce. Here the candidate is interviewed by more than one person Dwl hi
: rir-gmmt and unit manager or emplogment manager and other
Brs). Tf‘e the:::ru bemnd -.m% arrangements hold that iwo

seam o be ei atﬂé on x‘hﬂ g; ﬂund Haf ﬂ

many assessors whose resulis would be s:i'tmﬂur ,
does not mean that more e:z:n:dzz re always perfec T ~they can easily spoil
he meal. .&55 uming that division of labour and time of i
are not properly done. Some interviewers might feel that they are given

too much o too Yitle work to perform, or insuffic

1 2
assumplions conflict is Hkely to arise among the interviewers Besides
hat, the interviewes might be bombarded with several questions al once
which may cause confusion
D Comouter and Inferviewing

ryiew can oalso be conducted by & compuier
n opersonnel selection hecause 8 man cannot iake

soope and consequences in oa matiar of time

,,gxﬂf;, of maoney and time saving have atiracied meany
computars in intery ew*;n; { aaAa |

g1 m:‘;» iter can yield g
h advaniageous, Efmq%

1} Answering interviewee's questions.
i1} Convincing hvnte; Hewes,



i) 5ie Ber mq dewee to the job he/she better suits, and

Lopez {29?2} also adds that an applicant will ’{ee} much better that
onsidered by a human being rather m a computer. He
g g C:?’sa nee Lo aocquire soms

he candidate would &
necessary  information about the company, job, and working

conditions, if the interviewer is a person,

The objectives of the inlerview are the "motives” of conducting 1t
Recryiters are increasi tglg Hnqu themselves involved in interviewing

for a variety of purposes (see Table 25).
SClives Source

1] o
et mq information - Bingham
Giving informatioh 1929
Ma Hm:; a friend

Scaling candidate Sirauss and
53"6‘;?;5; information Sayles 1966

Correcting/ mmmstmq biank data Pigors and Myers 1973

Getting information Beach

Giving information 1975
Maintaining/creating Q:,n_nj reputation
| f
| Getting information i1zey and

Giving information Miermi
Expanding blank data 19561

Seaking information Werthar and
Supplying information \ Daviz 1985
Gb]
trzierwe*ﬁf Objectives
fn summary five major objectives of conducting an employmer

)‘ ot
T

m’wt"”l—“ﬁ are D:Mm‘ed in Table

36



Giving information
Getti ing infarmation
faking a Ifivhd
aling candidate

3 i

Correcily ;g,« Completing blank data

o~

(R
i
L

)
I’T 1

Tabie
Classification of inter iew Object

i

i('{;. =

(%
[Xx]

These ohjectives play an important role in the final employment

Oll

, the wing process consists of three dis stin iciive
ure 33 Each :E:iﬁge vould be briefly examined

in - wivo

A1l the preparations necessary for the :z:ecz:szza‘
;‘;am _E:Ezi, have o be t::z__t“n;xie’f.ed hefore hand. 7

f
-eparations from a literature siudy.

[¥x]
i
o]
(A
[}
iy
Pousad
—
[y XY
o
=
(1:1

Preparalions Source

- ey
Yoder Henaman |
Reviswing available dats "'is’ thi; alj

Analysing necessary details Figors and Musrs 1977

~344 nr ek and Blae =4 Aot 1S
Critiguing ich and blank dats Arthur 1986

e . D re rameara . eepeesain e cm e e o - B LT TN

Table 27

interyviewing Preparations

These are some of the prepare hun, to be compleied befors meesting
1
i




iz wused io record  interviaw

arranged in such a way, they can maL andmu’f_e: fe e! comfortable both
physically and psychologically (Yoder, Heneman, Turnbull, cmd Haroldsior
1955). '

=,

prnr ess, but it deserves special emphasis. Ignoring this point, interview
motives would be hard

OF course, in-vivo iz not exactly g separate phase in the interviewing
i

by
el
oo
-
ot
1
Jrbest
]
o
ot o
fx}
-~
-
Py
-3
Xy}
P
o
0w

show the candidate friendiy

-wellzoming him/her,

-greeting mm,f her with nandshake.
-introducing themselves {Lopez 19
-giving him/her an undivided attention, and

. .3

-putting himsher at ease {Lapp and Dauner 1970).

=, J

'~.-.-

{11,

zeek io cause the candidaie se
can perform under pressure. However, ’mz receipt iz only suitable ts:r :5:::tme
kinds of occupations eq. police work, spui th

for other occupations this aa;amﬂarh i
1975,

By now, the warm-up session f;*.f’mi:::f'; aimed at establishing &
communications bridge between the Vis carefully done int
abjectives have to be clearly stated E:ut:h gxplanation enables the
candidate not to be on horn of dilemma {Arthur 19861,

Th interview then starts by studying one of the ifems in the blank,
and gradually it enters the heart of the subject {Lopez 1972}

Both active listening and recording interview judgements and
observations are more improtant during in-vivo Because 7 interview
judgements and observations are not recorded in Lime or i the interviewer
r, hedshe might forget some significant details. It is, of
Lo record such judgements and observations while the

s genersily i ag:zprs:g ate iE, azi

;:,rl :} P"‘"‘X

i T
[w]
-4
poote
-t s
T
l l l

Course, ; ti 3
intarview 15 in progress. But such danger can be reduced by a well designed

i r
Sinterview  evaluation scale {Lopez 1972 Frobin ng, encouraging the
interviewse o talle, and giving him/her vmuzq} time o express
' T/herself are cen ’rra‘ to effective interviaw { 'da* 1957-88).
Ty 4

will come al an an g interviewes has 1o be

& ~,..
I
"‘D




ar opportunity to ask guestions, if there are any. The interyiewes
hanked and fold that he would be informed soon about the

1
Jtoome, zi‘a.hﬂ*sa atl, the recruifer is reguired to repeat {riendlu gesty
f,.
L.

outon 5 2 : i tures
that he has sy ;fw* gt the incepiion of the session {(Lapp and Dauner
1970

After job candidate has left, it is 2 good idea to sit and siudy what
nas been gathered-fo measure :mjldaf_e’:: score against the established
standaris. This analysis aimed at deciding whether or not job candidaie
wiould be considered for the nexi screening step. Lastly, the decision has
to be communicated Lo the ::and;date.

Unfortunately, it haz been reported that ofien recruiters do notl
despatch such informationddecision, if the candidate iz disqualified
Hi ws-%, there is & strong arguement of dr:nﬂg so. Yoder, Heneman,
Turnbull, and Haroldstone (1958} state %.hat even if the applicant is
dizguali 'e:!_ hedshe must be informed, but "in & courtecus and. taciiul
manner. Fur?h" ore, Pigors and Myers (1977} comment ?izfn‘

i '3} on should be communicated oles
Coiurndown leifer is presented i
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i
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Mast of the interview cons are centersd principally on. the

interviewsr rather on the fech Clothier, and Spriecel
19611 Yoder {19600 explains that interview "result may fall far wide of -
the mark set for them.” They may destroy rather ‘r;mn build, and they may
demage rat ol Interview resulis "may Tacilitate rather than

facior Y in fuiurs

be zfms
H g limitations Hke

[ 0 T it
3
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The Interyiew Lin G
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Yoder {19607 explains that an interview requires proper preparation
arnd careful coordinations, otherwise, its results may "mislead and mng
resull in serious errors in selection”

Table 29 studies interview limitatior
the interviewer and limitations due to t

Lions bg causes-limitations due to
he interview i
interviewer inferview

Hallo affact - Invalidity
Inference errors Incompleteness
Stersofypes Subjectivity
Lack of skills Unreliabilit
Poor approach | - Costliness
Pr ma’f.:.a‘p decision Less validity
e interpratation - Less reliability

n,l
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Table 29 _
Interview Limitations by Causes

able 29 clearly demonstrated that most of the emplogment
' th

interview limita hrzn‘ are cehtered on the interviewer, with a few on the
fechnigus isalf.

TEmployment Tests

The m.ﬁ';d:
mterview. In h

action has examined the emplogment
5 it
understanding of types

tempt will be made io {:ll'ﬂ‘n'ifjp an

1 en;ﬂnqmur’t tests and purposes for which they
are designed. The E:ex::ti::u‘l will also have a close look at test dev eiuampm
tast Hmitalions, and the evaluation of tesi-results.

Humserous schelars and researchers mention a variety of tests that
A2 CUTER f

thy in use These tesis are aimed at predicting the ¥TE*:?§"SEV'1FJ‘E:'E;
i in a given position In oth

he ability of perfo nq the mti,‘ and
ical characteristics.
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significant relationsh %‘ ip i:n—*l NHPI EE’{-:E:E:D?E i‘f‘nj }uu ;;wﬂ‘nrmarn_ 2] Zf‘“ BSCON,

Albert and Khedouri 1983) "The stronger ihe relationship between
test-rasults and ‘;t'E‘i"f nmnre the more effective the tesi 15 as 3

There are various forms x::f employment tesis. Some are paper-and
i ’nw‘ some are e¥ercises that simulate work conditions, sUill some
ral or mizture of all forms (Werther and Davis 1985} An english test
rarec eptmm»t iz a good example of paper and pencil {written) and oral
and for @ manager of a language teacher is a precise example of

an fest as well of migture of all iests. 1L is more important o

to be employed is usually determined by the nature of the
ome skills can be assessed fai ec narrm.fmq 2g. for a
iopist, and some can be assessed hardly and costly-eqg for a
rmanager {'wer %%".Pr aﬂd Ba'u":? i*'i:%S}.

o]
xu)
Jossc}
)

]
-
[y
:‘J oy

P
Dy I
€1

Fansad

(1]

1,

P!
—
—
-
oot
pniy

'
el
—
o}
s
sty |
Pyl
(X

-

(]
o
Pyl

P
s
]
e
Dol
Pyx]

Wul
l’*

._..
£

D e
joee)
%
o
—
0
o
oo}
[oes 8

b L
Ly
Pyx)

o)
salil )

1 claims Tor emplogment

fectiveness in pvrﬁunnel EE]E!!ZUL!N. Stnhi (1976} u_, that fesis

have positive conducive to employee selection E.: i

intelligence ’f_ez frequently gives better result:
Drespite, these claims g study by Lapp and D

employmeant iesis have Hmited value in Pmmau

(,ll

Employmant tests are categorised in several ways and they have
different functions. Table 30 makes the point clear according to various
studies.

TiypE Funciion Soyrce
Arhisvement test fdentifies what one actually can do
Attitude iast tdentifies learning ability Yoder
interest t Indicates motivation capacity 1960

i
Parsonality test Tells emotional stability

Performancs test Measures effectiveness and efficiency

Imelligence test Measures general laar mnq ability

Aptitude fest Measures specific learning ability Strauss

Personality test Measures motivation capacity and Sayles
Measures emotional stability 1964
Measures interpersonal relation

frontinues]
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qeneral learning ability
s_m%e:z: certain learning ability
motivation capacity
'uxjiez gmotional S a‘mhu

ete
el
e
(Al
D]
]
[y
1"]‘1

“Lappand
afmith 1970

Examines job and safety ability
Examines ie nmq ability
Predicts fulure performance
Examines n -tu-'atmn capacity

5 interpersonal relations

Pigors and

Myers 1977

Temperam
Pa ":uaahu ’re:z;t zamin

g
g

Fersonality test Measures interpersonal relations

Measures emotional stability
inielligence test Measuras genegral learning ability Dale
Aptitude test Measures spaci ﬁr"!earz‘zmq ahility 1978
Performance fest Measures what one actually can do

Tells 3:3 naral intellactual ability

Tells specific learning ability Burack and

Interest Lest Ev[z}ar:-? wotivation capacity Smith 1982
Personal test Predicts interpersonal relations

Shows creativity ability wWertt
Knowiedge test studies verbal, spatial,numeric,eic. and

Performance iast Measures effectiveness and efficiency 1985
Measures physical coordination

Graphic response test Measures honest and truthfulness

Ferformance test Measuresiob performance ability NESE:E:Y}

Psychological test Heasu?ea sychological features Albert
Khedou
1985

Achievement fest Maasures past accomplishmenis

Antitude fesi Predicts m’ﬂ [n_ii't-‘r’ﬂ‘h_,h)‘w—

Feraanality fast Reveals candidates characteristics 1985
interast tast Reveals molivation o apa‘ ity

Predicts emotional stability

Shows personality

Shows reasoning ability

ability
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Table 20
Kinds and Funr’f}rmf of Employment Tesis

Table 20 has Tacilitated a better understanding of kinds and funciions
ot ernaiz:;grruant testz. The ne:-;’r_ table will study the two main
classifications of employment tests and their funclions.

__d.Performance Test Personality Test

Effectiveness and efficiency Learning ability

what one UaHL} cah do Motivation capacity
Phys m*al ordiation Emotional stability

3

Interpersonal relation:
Creativity ability

L

Table 31

Two main Classes of Emplogment Tests and Their Functions

|__t|

Both Table 30 and 21 have facilitated a betier undersianding of kinds
and functions of emplogment itesis. These tests measure e*xsen some
characierisiics 3 eadu me:: sured by the blank and interview. Mow the
question is tg repetition? i is rimed to provide a better overall
prediction of candidates success in the company. (Mosie and Dauq} s 1985)
biTast-Development

T?;i devalopment requires time and experis. A number of steps {sas
Figure &) must occur in the deve } opment process ffE%erger and Tucker 1987},
tn other words, several stages must be completed befors the fest is used

Tor seleciion
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Jdob Analysis

quam‘ﬁq of iesi a} qu amj rel atn n‘g

af.

end t

o improy

wdardize the

2

c"]:n

the following characieristios {ses

unn Spurne
‘alidity-possessing statistical correlation
Peliability-substantially score at various intarvals

i'i."* f-j‘i ¥ fj

Fehability-tested/applied to repr

“n‘u measuning required characteris H: 5

ity-m

and skills,

easuring what it purports {0 measure

[y ]

possessing statiztical correlation

Substantially score at

ezeniative sample

sarious tnfervals

fcontinues]
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‘alidity-guesti 3 must be skills related
' -relationship betwesn {est score and Berger and
formance Tucker 1987
| Security-protecting testing materials

-u.|

Table 32
Criteria of a Stapdard Test

weither be competely valid nor :t::mm tely reliable. I tests

1y valid, promising candidates would make good scores then.

an ‘?_he ﬂwr hand, less promising candidates would make poor *mre
wiunately, there i3 no a test can produce such perfect resulis

19?8}. But one can say in summary a ifesi must possess :riterla m‘

ivity, validity, reliability, and security. |

Dy
w
Ll
£
]
%
-

Humerous criticisms are leveled at employment tests i 3 gneral, and
psychological tests in particular. Aside from the possible cultural bias
I .

atiribuied io ipielligence tests (Baruck and Smith 1982} & Tew
emplogment test criticisms are dizcussed in Table 33
Tupe Source 1
Cosiliness
Low validity
Correla ’rmn without causes Sirauss and
Labour market conditions . oayles 1966
Statisti .nl rather than individual prediction

environmentially bias

Time-consuming and costly

incompleteness Beach
Accurate at failure rather than success 1975
Precise al can do Than will do

Favour o i“hjli}‘?:fr‘ H‘nm m—’f’fe renvironmant Pigor and
not quarantee success in performance Myers 197
i eny wnnmmiam t‘, 5
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‘nvasion of personal privacy
Fakeahility Burack
lcontirues] T
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Ton costly .. and
Incompletenass Smith
A

Lezs walidity and retiability 1982
Time-Cconsuming wWerther
Limited ysefulness and Davis 1985
HMof precise ¥ nootz, Domell

z their applicability and Weihrich
Unceriain validity ' 1985

e o eem A 8 e R e it At o e

2

T'- ble 33 discusses some of the employment test Hmitations from

5 he
ies point of wigw. The following table counts fourtesn major

Correlation without causes 1
Labour markef conditions .
Low walidity and reliability
Environmenially bias

Costliness in terms of time and money
Ing nmph? nNess
Aocuraie at fai

]
jor
o
[
- Y
oecy T
el o X
ool
pa—

{1
D]

ot
v
%)

[

Table 24
Major Employment

aaging the good rep ﬁarmu af
he refuctance i many recrigters

w evaluation of tesi-results reaquires a specis) understa r} ing 1t




might ;,,,? ba ﬁ‘;fﬁ{:u}i io purchase or develop an Hmmnm ient test, but it
mqh: tm difficult to svaluate its results. Test- ‘::uﬁ are often losked
i d valid to the causal recruiiar | ’r.rau:z::z: and Sayles
careful aboul drawing conc thmj hasad on

"ot everyone does well on tests” 4nd this does

T wevar, 1 they don't possess the khow ;H:h:w needed fo
a:::-mg:h sh the tasks. On the other hand, ouistanding scores don't maan

i

ol
that one will be perfect in the job (arthur 195 E}.

wWaile {1252} gxplains that fest are not le. They can tell what
ane can do, but nof exactly what one will do . A be:-:.t test-performer can be
the poorest psh_parﬁ:u“mer The r mra?e of the point is that one can score
high by deceiving. On the other hand, one can score low due fo poor
nrapara su_m panicky character, or misunderstanding the instructions, etc
Due to these and other similar reasons not mentioned here, test_scores
must not be taken for granted.

Finally, employment tests are incomplete :
are only forms of help to personnel selaction. Hence employment decision
cannot be based on iasi_resm'ts alone {Dale 1978). In the :tes:em::::. i:af’ i
khowladge, ive

ar 3 dull »:s'nm 4 nen tde:::i:z;h:tn 15 likely ino be taken.
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5 been discussed. Here the project
is will be placed on the why of
fd

refarence check, methods and sources of data, and cons of the iechnigue
freference check)

what is a reference? AS a person, ’f.h;ﬁ reference refers 1o anyong who
ihe applicani and can pr‘ﬂ‘xf‘}de information about himfher. A5 a
g refers io ,n’n‘en ar aral express

¥ ian
cills, or sxperience {‘a"n:njer 1960},

(W]

Here are some basic questions which deserves tz “tef mention:

I, Does reference give factual information®

2. Does past performance predict precisely future p ;:t? rformance?

3. Does the fenght € Hoyment give a
. 4

hi that one stayed in preavious Pm;:
diction to hisfher stay in the future job (Yo

cvery recruiier must address and make an stiempt to answer these

French {1974} comments thal ususlly references are only emphasized

s, They may give a favourable recommendation just to get rid

48



fumra ;erfx:xrrnrt i ﬂ e !enth f% f one s f:zumj in previous job cannot
afict ay in fulure emplogment. Both ;:M’fr:rmam:: and
mimtw{r‘ af internal and sxiernal faciors These

[ns]
et »‘-
3w
gl
£
[0
oo

factors include all the necessary inputs required to accomplish the given
tasks and satisfaction of employee’s needs-both psychologically and
physiclogically.

al Purpose of Conducling Beference Checks

wWhat kind of a man is the candidate?® Iz hedfshe & oood reliable

person? To answer these questions one has to conduct references (Werther
and Davis 1985). So the purpose of conducting reference check is fo obtain
some more data about job candidate and to atiest data gathersd by other
selection technigques. Table 35 studies six major purposes of conducting
reference check. Forms of reference check are presanted in Appendix |
Eind : : r Souroe 3 g
- — . S
Yerifying blank information Lapp and Dauner 1970
Beach 1975
Flippo 1980 and 1984
Werther and Davis 1955
Gathering additional data on applicant werther and Davis 1985 |
.. {
Sesking date candidatas witholds Lapp and Daunsr 1970
Obtaining daia on past behaviour Flippo 1980 and 19284
Reviewing past performance Phillips 1987
astiesting earlier gathered data Arihur 1986
o ) Phillips 1987 |
Table 35
curpose of Conducting Reference Chect
A 1976 study found that 48 percent of reference checks are used o
tx an%:: 3.“%:3 and 20 percent are used fo collect additional data

b} Methods and Sources of Information

1’1j|
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can provide pértm&m

Thera are numerous methods and sources that
data about job ﬁmjma te. Some methods are expensive, some  are
ime-consurming, yet some take less time to yield needed information. aid 0
zome sources hesitate to divulge unfavourable data on job-zeeke
course, some do provide factual § nformation. Both methods and sources are
arhibited in Table 36,
Method Sunplier Sources
Telephona Pravious employer Miner
Face-to-face Co-workers 1961
1ail
Telephone Previous employer Lopez
Mail Supervisor 1972
Friends
Personsi Previous employer
Telephone Police Beach
Mail Credit institulions 1975
Heighbours
Friends and relatives
Talephone Police Flippo
Mail Financial institutions 1954
. Personal Previous employsr
Mail Friends and relatives Werther and |
Taelephone Folice Daviz 1985
Lredit bursay
Mail Pravious employer Arthur
Telephone Co-workers 1986
Table 36
HEHUG and sources of information
The point is more clear that there are many methods and sources that
Zan produce relevant information on job candidate. Main methods and
sources of information ara rementionad in Tahle 37
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Method Source ;
Telephone Pravious emploger
. Parsonal Co-workers
; Mail Supervisor
Meighbours
Friends and relatives
; Credit institutions
i Po

2]
lice
able 37

».l

Main Methods and Sources of Information

Kind of information determined the source to be conducted. & study of
122 firms by Beason and Belt {1976) reported that:

(Y 9o ;n:e:‘-‘-::n?
{1y 84 percent o % 55
1117 24 perce ut:ie ked friends and ralatives, and

fivd  Only 4 parcent ran regqular checks.

reporied that ac utm‘: tion of letiers and phone
calls wasz a :‘cxmf‘rn'mm used method.

mReference check is freguently emploged fo obiain 5-1'3:‘;1’?“1;"3;1% data
about prospective job candidate. Unfortunately, Burack and Smith (1952)
claim that such "information ;rrn*:zr:z tess value in improving the selection .
decision”. Furthermore, Arthur (1986} adds that “references almost never
have any meril” as far as personnel ion is concerned. Some of the
cons are tabulated in Table 38

4y
[y
—
T
e
et
et
o

2 o Source
Ton time-consum 111y Yoder ;_:;f_: 0
Werther
and Davis 1985
Arthur 1986
Reluctance Lo feedbach Yoder 1960
L '_‘:!i"f‘;f.'ji\{z Yoder 1960 |

feontinues]
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and reliability Burack and
Smith 1982

e
[xu]
[N
L]
[wd
ponin
v &
LJ..
J...-
u.ﬁ

Supplier bias Yoder 1872
' Arthur 1986

Cons of Reference Checks

Evary recruiter is called o tak
account. Because su :h smdvratamjnuq 15
employment decisio

..-l.’D

the above discussed cons into
sery-helpful in facilitating a wise

5.Phusical Examinations

- Physical examination is the last section of part four Thv COYErage
will be on the forces that stimulated the discovery and application of
physical examinations in perzonnel 3&1;3!;&‘;3:1 Types, nb}m}‘ ves, and
x:h’:md"un% 395 :ﬁ“ phusi
1y and a;:;;zh alion of physical examinations in ihre field of
';:m have roused by a numbar of forces { '
: he parlier discussed selection techniques has to

¥ ms e who geis over t
?riw:» physt 33 sraminations which are also known a3 “medical
graminations”. This iz aimed to disclose job candidaie’s physical fitness
The information that used either io reject or {o place the "nmﬁj’w in
iob hesshe is betier suited 11 is, however,-largely depending upan the
rumber of existing emplogments (Yoder 1972) Simply because placemen
might not be considered, when there i3 3 single opening.

The tncreasing of accidents and injuries at work

The ar.:w}ers'img costs fem;x oyeEsS Com pan zation claims.

The groy 'mq mber of  women itering non_traditional  jobs

The growing costs of medical care, an n:i ‘

The hiring of mnm capped people (Fleishman 19587

Table 39
hysical Examinatinns

]
)
P
D]
by o]
¥y
:l
"U

the forces that contributed fo the discovery, the

T e T O e
fhese  are

52



development, and the ;U cation of physical e “”ﬁm,mmm: insele .
The application of phuysical examinations o vary considerably from Tirm

t ™ insiance, in some compahies, 118
befors the hiring decision Yeb in some is laken after the hiring decision
{Werther and Davis 1985} See also Appendix J paragraph twi,

a) Kinds of Physical Examinations

Physical examination is a batiery, consisting of several fes
Yarious studies include different examinations into their list of

-~ dizcussions. Some are seen in Table 40

Find Source

Biood acoounts
& seroiogical

& maiabolism

Anurin ‘r-am*.i:; . Miner
Electrocardiagrams 1961
’2315:%‘:5::.'3'5 netioning

Rognigenograms of the chest

Meunomoscular reaiions

Eleciroencephalogram

Medical history

Yision and hearing

i
Chest and Tungs examination

General exar mna?,ur vq._!.m eic. Beach
Slood pressure and heart 1975

Urinananalysis and blood {esis

nast w-ray
Physical measurement eglength, atc
Clintcal examination eg.throat, noise, eic

General cheok up Pigors and
A-ray Myars
L:;tm:‘ torias 1977

[continues]
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himan

: Al Fleis
Cognitive 19G7

Pz :;-hnmm or

Table 40
Kinds of Physical Examinations

is most dEIE?iI‘iiME-‘, howeyve

of Phuysical Examinations

s are empmgeﬁ }“ mm ﬂ':a?'} a

Y. & few obisctives are

, o indicaie thet kinds and numbear
always deiarmmeﬂ by the nature of the job.

.i;‘sg}e

Dow]
Zh

goal in

Type Source
Defermining compensation cosis —]
improving pery z_:rmam:. g’ Miner
Redycing accident and absentesism rates 1961

- Placing candidate suitable
Rejecting the candidate
Giving medical history Pigaor and
Plating candidate Eiﬁab ; Myers
Gisclosing physical fitness 1941
Eroviding records Strauss and
Disciosing physical fitness Sayles {966
Placing candidate suitable Yoder
Disclosing physical capabilities 1972
Soreentng cul candidates
reventing injury and demage French
ayiiding unnecessary compensation 1974
Flacing candidate suitable
ascertaining physical mesz Flippo
Protecting comp. against unwarranted clgims 19ad
Praventing communicable d'*:-é 385

{continues]
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Placing candidate suitable wWitliams
Protanting emploger and amployes Oubrin, and Sish
1485

o
o)
-
———t
-t
3
£

Placing atmm‘z Pz sitahle

Assuring effectivensss 1957

X

Objectives of Physical Examinations

There is a considerable accumulation of evidence that physical
avamination is taken for more than one reason.

1t has been reported that several re::.rs.iiter’:: have done away with:
physical examination (wWerther a and Davis 19851 The guestion ip be
answered is, why they have done q’rhuu this technigue? Table 42

or frof s,

. i
provides the angwer from var inus studies viewpoin

ass consisiancy and validity Miner 1965

Too cosily : wWerther j

Discriminating disable ae;:x,zle and Davis |

. LA C s g !
fliminating candidates with required ; zkills 1985 i
. |

hysicians lack data on job requiremen s Fleishman iféifi?f

Table 42
Disadvaniages of Physical Examinations
These are some of the rpa“nﬂ to the w thy rany recruiters have done
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D‘:“:T SELECTIOM PROCESS

The immediate foregoing part explored the actual seleciion process
Here the discussion will be on processes post-selection process {job offer,
probation period, and labour contrac his part is, however, heavily
suffered from materials becauss Mmer have only mentioned them {job
offer, probation, and labour c um‘an.i} in their studies-they have not
discussed them at sufficient detail.

1. Job Offer

Once collection of pprﬂm‘*m information about job candidate and
careful wrilmq information against job demands have been completed, it is
time for job offer Lo be made (Famularo I*-},fZ'!

Mo matter, whare job offer 15 made, it marks almost the end of the
selection process (Werther and Davis 3‘3“‘ 1o Jdob offer should be ey ’a‘_e ided
in the gualitied candidaie as soon 3 pa:zz’tﬂe particularly in competitive
professions or when unemployment is very Tow. Any delays in this process
may resull in the business losing q 3 od prospecis {Phi mm 1987}

Job offer should be z_;_wmrmad with a fri emjm personal }e?ier, hefore

ot after a verhal offer has besn made and accepied. The
include all the ralevant informatlion; the position, the
starfing salan ?hv twnv’h 3 the relocation if there is any, and the
i i i on and training programmes should also be

1 Gea g 15 cpe ngix

Z. Probation Period

It 15 an uneasy task to predict satisfactory job performance. For this
reazon, job offer has io be made on ilemporarly basis which called
“probation period” or "emplogment trial”. Hormally, emplogment trial takes
one to thres months, particularly in the unionized firms During this
period, the emploges is required to demonsirate hisfher capability of
performing the job

tri other words, the employes has to prove what actually hefshe will
dn rather than what he/she can do Hedshe can be discharged angtime if

hedshe 1z parforming a:h_.:«:n‘zsrar'inmm The probationer [employee] has
P right to quit anytime if conditions are unfavourable [Pigor and
& 11 On the other hand an unsuccesstul candidate who was chosen

I -

thin the company has to stay in his/her old position. Figure 7 illustrates
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Probation
Pracess

AN

Successiy Unsuccessiul

Pr x_:tnjw_x;‘;er Probationer

Entering Disc ha:>§‘d

Labour {Outside candidate)

Contract Stay in old position
{Within Candidate)}

Figure ¥
Probation Prr cess Ouipuis

% Labour Cantract

:é,'
r::r

Once the probationer successfully completed hisfher emplogment
irial, the ;:;mtr:?'“a' and the recruiter will now enter "labour contract” or -
“ermployment agresment”, The coptract will be writlen in a document
containing several factors such as; job jez:‘mmn:, duration :t service,
ger*mﬂ'xan:e m:jz ators, to mention but just a few. An agreement consists
of two sactions {indicated in Table 43] (1) an employse’s expectations and
{2 compan _258 :peciations H lay and Miemi 1981)

Empioyee's Expeciations Company's Expeciations
Drganisational cooperation Or q:m sational requirements
Ancitlary benefits Time commitment
Humanistic considerations Attitudinal consideration
Growing opportunities Standards of success

Table 43
Employee’s a and Com npany's Expectations

These are the slements of the agreement of employment conditions
Mot all the slements, however, need T.s: be included in gll agreements. The
decision {of whal slements to be inch zjvd* largely depends opun the

company policy, nature of the job, anj sailability of funds {lisley and
-

-HMow that the employment agresment is skillfully completed, the
:*Ea::rs_r;tez' has 1o nolify disqualified candidates. ‘why disqualified
to be notified? The _d:th:' reason is to create/maintain good



public relations. & diplomatic turndown letter has to be despatched aff

the completion of employment agresment, te: use the selected ¢ am:hda?v

might not as::.:p% tha ; t mjvr such circumsiances, another candidate has
? ","'ffﬁ‘v‘%":‘t", be &Y ’rran el 4 awhkward 1o approach a

i

o himdher (Arthur 19880
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-2 = blank
b= interviaw

- taszis

)

g = references

LF = physical examination

[y
W

w0

Percaniages and Technigues Usad in Personnal Selectio

nis reported that they do employ a varieiy of
techpigues in zin-'r',ﬁ .1::\‘.%!::{'1. 100 percent of the respondents reported
employment interview, 833 percent indiceted spplication, 76.6 percent
indicated reference check, 50 percent reporied emplogment tests, and only
Z3.5 percent of the respondents reported employing physical examinsfions.
Furthermore, the combination of fwo or more techniques wa
mentioned by 90 percent, and only 10 percent of the respondents repories
th& application of a single iechnigue ‘:‘PP Table 44 for deiailed
information. '

Although respondents were also requasted to indicate te:hmql g5 they
do use in personnel selectio mnd did not s appear in beiween the items, none

(
of them has done so.

N

Techhigue Description Resp.No k3
Blank, interview, and reference & 26.6
Blank, interview, reference, iesis,
and phg.::h.:sji examination 7 233
Blank, interview, reference, and tesis 4 133
intervisw alone 3 1
Blank,interview, and tesis 2 0.6
Slank and interview 2 &.6
intervisw and reference 2 0.6
Blank, interview, reference, and
physical examinations 2 f.0
TOTAL 30 100
S—

Table 44
application of Selection Technigues

Pt

The more applied selection technigues.
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Tahle 45
More Applied Technigues

The least applied selection technigues.

Technigue Description Score

Physical Examinations 2 25

- Table 46
Least Applied Technigques
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Soore

[
3
el
D]

not at all
o= no tdes

o
1

chnigques
he Qm’m mm ?5 rez;n::rieﬂ ihrt thet had experienced
. ch )

3
fan]
L‘?
Py}
[l
o}
'y
.:"..
o ,l
]
oy
[y
fyn]
bl
D]
,v-4~
v l
byl

—_ -

niques. Whereas 1373

62



nercent had neither QHF}HﬂTPQ the prons nor the gunz,;anﬂ’}u percent of
the participants had no idea. The laler two indications seemed o be &
ariencad participanis.

Frequency

Scors

l

AN
X
(G c”l’“"c’)s‘
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-
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1
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oy = revaaling cepability

indicating level of motivation

LN

11

.

i

showing candidate personality.
predicting future performan

-l
L)

£
Lo
4

Braph 5
Frons of Employment Tests

ixieen espandvnt had experienced the prons of the employment
fesis. 637 percaﬁt of the respondents checked revealing of candidaie's

i i 31d1daf personality and predicting  future
iiioned by 56.2 percent respectiv em and 437

percent of the t’esg:n:n‘;denis reported indicating lfevel of motivalion

Lﬁ»l

Freguency
Score

L T L - TRV Y

dy = disclosing candidate’s past behaviour.
do = gathering extra data on candidats.

dz = atiesting blank information.

braph &
Frans of Refer

l']:!

it was admittedly by 19 participants that reference rt'x:vs‘;’ has

fw((]

of advantages. Gathering dats on wtn candidate was indicated by
gd.2 gercerx’f_ of the {I!i"f"f.itiipiﬁﬁ’f_:::’ j f;:}mmq candidate past te} Yigur was
mentione ting blank information was checked by
226 ;xer::ent. )
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Graph 7
Prons Physical fuaminations
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i f"s"-g;-‘;fiﬁ} seaminations. 857 percent of the surveyed Ccompanies
reported avoiding of unnecessary compensation, and

f
alscement and preventing communicable dizegses were reported D
percent of the surveyed companies respectively.
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{continues]
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ay = invasion of personal privacy
data inaccurate.

I
ol
i

& total of 14 subjects had E!:Hitiier‘i'r‘u':ed the cons of the application
blank. 78.5 parcent of tss mentioned dats inaccurate, and 42.5
mentioned the invasion of ﬂerssﬂ’ privacy. Unable to show underiging

capahility and limited spacels) for answering were also indicated by two
subjects each.

pa—)
....4..-.!

[ i)
—r

" Frequency
Score

Lraph 39
Cans of the interview
reported experiencing Yive kinds of the
ermploygment interview limitations. The incompleteness was reported b
28.6 gerﬂEﬂt af the i teweaas, uneven interpretation and stereatyps:
were indicated by 35.2 percent each, and hallo effect and costliness VRS
reparted oy 29.4 percent f aspectively.
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Graph 12
Cons of Physical Examinations
Only seven of the parlicipanis had ez-i;:ze:";em::&d e lirmitations of the

i
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physical examinations. Eliminating of candidates with reguired skills was
;'“:v:e{:s;rigd by 571 f_‘!e:‘“f:eﬂ’f. of the interviewess, :jmrr‘n‘mn ting disabled

! nd physicians lack data. on. job regquirements wers
’m::hf at Pi by 28.5 percent respectively.
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minimize the cons of each '?na pxamined selection techni
indicated measures are all seen in Table 47, ’

Yariable Mo, Indication Description Comp No.

] More Detailed Blank

b Objestivity questions

" Job related guestions ]
d Faw but reliable sources

b Several interviswers
Both Enghi ﬁh and Turkish language 2
d More sources

3 Conducting references vy
1] Muliiple inferviewsrs 1
d More references

a Careful sslection
] Good preparation
Good rapport
“Active Hstening 13
Mote taking -
Observing body tanguage

d Probing rather than listening only

& Educating candidate

b improving the technigue

o improving tests id
d Moting drawbacks

g Moting defects

G Objectivity guestions
b Panel interviewers
zperignced inferviswers 26
d Sevaral sources
2 Company's doctor

‘Table 47

Measures of RBeducing Selection Techniques Cons

l'n
0

70



Measures in Table 47 can be r&r::rga'n zed under five sub-1

=
Dy

[l

1

The application blank measuras.

Measure Descriplion

More detailed blank
Conducting refersnces

Educating candidate
(5] i'x.m‘.g guastions

Table 46
, Blank Measures
The measyres of the employment interview.

Maasure Descri plioh

Mumerous interviewers
Good preparation

zond rappaort

&ctive listening

Note taking

Observing body language

Experienced inferviawers -

tmproving the technigue

Lising both English and Turki ‘% lahguage

Job related questions
fmproving tesis
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Measure Description |

Measure Description

Company's doctor
Moting defects

Tabla 52
Physical Examination Measuras

k1]
o 15
0.8 "
13
12
"
1%
9
Frequency
Soore y
3
4
3
1
Q
& X
a = scresning out ﬁ1.qua} T ad candidate
b = fitling jobs to people
o = fitling pe:::p}e to jobs i
Graph 12

Purpnses of Applying Technigues m Selection
The :zur”:ﬂqmﬁgt*‘é‘tmmz* adm ‘?'rjm that they do employ selection

technigques for o rarmber of ressons. & half {50 peraeni? of them indicated
fitting people to jobs. A combination of fﬁiing people to jobs and
azreening out disqualified candidates was mentioned Du 20 peroent of the

firms. Socreening out disqualified ¢ ndiﬁaie and a combination of
hi {hve& 3%ud;ad purposes were reported by 10 percent each. 6.6 percent
indicated a combination of fitting jobs fo people and screening oyt
dizgualified candidates, and only 3.3 parcent uT the subjecis reported

fitting jo b-trxpunﬁie alone.
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of the participants mentioned a combir ahnn of i.";&: mt;:h: ment
depariment and the department being :z:iﬁffed. 233 percent re;:asrted ihe
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depariments, an:j U': & percent of the participanis ¢
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hrapi i5
Selection Coordination [Opinion]

The employrnent department, and a combination of the employment

department and the department being staffed were suggesied by 366

f the respondents gach. 232 percent of the esgumde s felt

election should be coordinated by the department that heing staffed

percent of those who participated in filling i‘e gquesiionnaire
ni

o}
T
-

i
]
[y
o
e
[os]

Whereas 3.3 f
suggested all companys depariments.
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Means Used in Conducting References
ttem sleven was attempled by tweniy-two interviewees 907 peroent
af therm indicated that they do employ a single mean in conducting
references, while 453 percent reported us mq multiple means. Table 53
and 54 make the point mors clear
HMean Desciription L COFE Z
Mail 2 o4
Telaphone 12 5391
Face-io-face o 227
: Tahle 53
Single Mean Used t;q Recruiters
Mean Descrintion - Score =
Mzail and Telephone 1 45

[Cantinues)
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Multiple Means Us

Tahle 53 and 54 counied the methods [means] that recruiters

Table 54

ed by Recruiters

surveyed companies do employ in checking references.
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35, of, and 37 llusiraie the point.

Some variables w

least agread. Table

Pan] I'E'

The most agreed variahles.

Yariable Description Score Z
YWaork experience 20 100
E"‘Hfa’f on attained 29 9.4
pefarences 26 B6.0
ey 24 atl
Ooocupation 24 Al
Reasons for leaving present job 24 G
Hame 22 7E3
Career in five gears Lo come 22 733
S

Table 55
Most agreed Yariables

The more agreed variables
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Table 56
More Agreed Variables

The least agreed variables.

iy
v
ot
4
]
=

Varigble Descriplion
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Physical impairment
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Belavant Yariables to Job Performance
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Current photo
applied position
Special gqualifications
Candidate’ enqr% 15

and wea
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Some variables

indicated once on h_}

Table 59

Regrouped of indicated Yariable

were indicated more than onc

wete indicated more than once
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2, while some were

are shown in Table 60,

Yariable Description Scors 3
Expected salary 7 437
Military service 25

Foreign

Current photo
Driving Hoence
=irengths and
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valuable Results and Job Related tiems
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unfavourable was rEDDS’ ed by 33.3 percent, and ne
7 percent of the surveys ed companies.

Favourable was indicated by 53.2 percent of the. suryeyed of ’f,iﬁ‘:im&-w
s reported by
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Yariabies

Graph 141
Single Technique and Complete Piciure

76.6 percent of the participants approved ﬁnf‘iatﬂef ingle technigque

and -nnmle;.e picture) , 16.6 percent indicated neuiral, o jix 6 percent af
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Tm nover, etc. and Properly application
approval was checked by 75.6 percent of the ':-.utx;e;:?_s., neutral
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YU-CONCLUSIONS and SUGGESTIONS

The t&t‘r?j&s?i was aitmed 1o si ,ju the selection af white-collar
emplogees. Itz main goal was 1o search 3 WE’H?‘ and common answer 1o
; | racted the author to study the earlier ssi

L..L
b
o
e
—s
"

- atly
wer words, to ascertain the

o e most commoniy techniques U‘n, foreign
investments in [stanbul apply in the seleciion process of emplogess. Such
infarmation will help recruiters to know the fechnigues that they should
gmploy in the ::.af}e:t inn process.

Othar objectives were; {o found out the prons and the cons of the

1‘1 l’l:'

g
technigues; the measures to minimize the cons; the why the technigues arg
employed in ;:xer:x;:lm;“} selection; where selection process is located at
oresent and where it should be located; the means used io conduct
references; io ideniify and fo list the relevant blank items io job

f

ale

L“E

formance; and o identify the relationship between selection
techniques and (a} practical value, (b} largeness a nd abzorbing cost, {c]
valuable results and experts; {d) usefulness and prn;n-»r measuring;. (e}
valuyable results and job related items; (f) single fe:hmqup and complate

picture, and turnover and proper application.
fix -xm‘u'mg questionnaire was de ".Pingwd and applied to thirty foreign
capitals inay m iety of mnrhusai areas in istanbul. The resulis revealed g
e 1 a5 expecied :md hﬁﬁ the author to the following

th_v_,er :un 3k fp: [
SHI

ey 4 encouraged 1o

The amhm is very o learn ’rhaé‘ recruiters in the majority
of the eyed foreign capitals use the inlerview, the blank, and the
reference in the selection process o E'ch}meea In other words, the suthor

1 he interview [100F], the blank {é?.?@}, arud

serve that the
are the most commonly technigues fh:ﬂ‘ the su
f istanbul apply in personnel selection. The au i':"::;:
< 2 .hrt most of the surveyed wpmn compani
E?éﬁ&fi&i‘u::&ﬁ gither the prons, U’n—‘ cons, of both of them of the tec .
neg G several imporiant measurss 1o
ize the ¢ Lo learn the why the tec
applied in the sele , arn where seleciion is
where it shouls -ated (see Table 64); 1o Yearn th §

.
]
Ay
ool
[y}

; 12 MEAns i: ’f. subjecis
use ih conduc : te the blank items that are relevant
to {ob performance. al encouraged to observe that some
variables [item 14] are almost approv ej or disapproved by every subjéct.
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Pliterature survey of 2The statement of the ZThe statement of
whers selaciion interviewses of where the intervigwess
takeas piacs selection ts in their af where 11 should

companies at present he

Personnel department Personnel department and  Personpnel dad
and depf. being staffed  department being st 'r'fe.d EIE',E‘Z: riment being
Z40 I6AE

o
n"‘“"
...,.,
|:I'|
l:]' 3

affed
Emplogment agencias
[meaning outsiders] Outsiders

DY}
DY}
3}

-
D

Perzsonnel and other &1 departmets 208 &11 deparimentis
i 3?5;%‘;':#:3?%:3 atl 23F

Unit may nagar ai ii:] - Department being staffed Depariment baing

1668 siafied 23 3%
Personnel manager Personnel depariment 22.3% Personnel depari-
alone ment 2608
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-
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These resulis, however, have 1o be é;terprei‘gﬂ cautiously. The
reasons why they have to be interpreted with caution are that (1) the
zample was r;e::&z:.arz‘;q restricted to forsign invesiments, (2} the sample
was necessarily restricted to lstanbul area, (31 the sample was restricted
to those forefgn capitals where project supervisor or friends irwz some
neople, {4} ?.}‘P. sample was chosen on non-probability basis, and (5) the

sample is y dominated by one sector, that i, zer“h:: sec ’{m Oue o

these ;;m‘n-s *1‘311 stical generation is very difficult to be drawn from

these results Therefore it remains as a descriptive research.
The results obtained are, however, encouraging in mrfhﬂnm

il

the study
an employges selection and writim 3 jn'*m hypoiheses to be iested The
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Lherefore would Tike to.s) n:mp'f that its su tzeq yent researchis} io

he surven. In other words, to include local fifms [both public and
| he sample t: te selecied on ;;xr'b bility basis-all

1ed properiy-representative sample

Having been &§~<; rienced language problem, th

lower's survey questionnaire 1o be in Englis

ell, and common language (o be observed.

i Q: uje:::i 15 suggesiing
hi

The project indesd suggests that iis ?nH‘wfx Br's survey guestionnaire
to be brief, all guestions to be multiple choice Ptr}tmf subjects to think
out answers easier, and the questionnaire io tu: applied io subjects with
the same or similar backgrounds [a certain period of time doing sslection
might be emploged as subjects selection criterion] so that the study can

The author was mnre ;de ased to note that all the surveyed banks and
multi-national  companies  have well orgsnised  human  resource
epartments. and compefent human resource managars. Meanwhile for
others are somehow organised with incompetent managers. '

The author learned with reasonable surprise that all the large and
madium Tirms indicated and suggested selection t:.s te coordinated by both

personnel and depariment manager. In contrast, most of the small firms
indicated general or sjeaarimerzt r'nanaq:ﬂr and suggested depariment

£ i and department manager. The
author was extren 'mm %am:au to nb serve that almost all the large and
medium 1 companias do use more technigues than small ones which most of
them reported either one ot two technigues, those are, the infervisw
g interviaw and the blank, or the interview and the references.
Far theszs fir‘:d%ng:s: the pr:::_}'&z::t iz suggesting the foreign companies in
i

nanager. Only fe
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istanbul 1o iake the following ;:mm? into account; (1} the introduction of
human resource department irrespective of the seclor or size of the

the introduction of iraining programme for human
selection to be coordinsted by both personnel and
v, and {4) the application of more technigues [advised
,J .‘*f*f, the blank, the references, and fesis Hsied in the

86



YiH-APPENDIXES
APPEMDNYE &

THE SURVEY QUESTIOMNAIRE

SURYVEY ON SELECTION TECHMIQUES M FOREIGM COMPANIES

M [STANBUL, TURKEY

Selection techniques are defined as all methods or toals that

recruifers use in matching caididate’s qualifications or characteristic

iy

afainst position requirements. This project. is, howevar, mainly concerned

se

with five selection technigues only [see ¢ question three] believed i

3,

commonly used.
PART OME

i which of the following classifications does your company belang?
{Please tick all appropriate codas)
aiManufac tut ing
biService «
cibthers-all  firms that are not  included in the first  said
clagsifications. (Please specify)

2. Roughly how many people does your company employ?
{Please tick appropriate code)

ajless than 99

b3100-399

cid00-599

d¥700-999

giMore than 1000
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