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Chapter 7: Selection
Employee Selection
· Decision making about organizational membership
· Two broad goals
· Hire candidates who will be successful
· Screen out candidates who will not be successful
· Why bother with selection?
· Don’t want to hire the wrong person
· Allows for correct person to be hired
· What “costs” are involved?
· Are costs for all employees which you want to avoid by not hiring the wrong person
· Paying for someone to relocate
· Costs associated with poor performance
· Can lose customers/decrease productivity if the wrong person is hired
· Selection is…
· A process – goal is to choose among individuals who have been recruited to fill existing or projected job openings
· Important because
· quality of human resources determines organizational performance
· high cost of inappropriate selection decisions
· significant legal implications
· Guidelines for Avoiding Legal Problems
· Selection criteria based on job analysis 
· Adequate assessment of applicant ability
· Careful scrutiny of applicant-provided information
· Written authority for reference checking
· Save all records and information
· Reject applicants who make false statements- should immediately reject any applicant who has made false statements because it is hard to go back and make a point of that after the fact
· Reference Checking – need written authorization to conduct reference checks
· Step 1:Preliminary Applicant Screening
· Initial applicant screening is performed by HR department
· Application forms and resumes are reviewed
· Candidates not meeting essential selection criteria are eliminated first
· Candidates who most closely match the remaining job specifications are identified and given further consideration
· Use of technology is becoming increasingly popular to help HR professionals improve the initial screening process
· Job Performance
· Task performance
· Organizational citizenship behaviours (OCB’s)
· Counterproductive job behaviours – such as theft, free riding.
· We are trying to predict job performance
· Job performance is our criterion
· Predicting Future Job Performance Within Selection
· A critical Distinction Exists Between Method of Assessment and Content
· Examples of Methods
· Resumes/CVs
· Job Applications
· Interviews
· Various Tests
· Examples of Content
· Knowledge
· Experience
· Cognitive Ability
· Personality Traits
· Physical Skills
· Step 2: Selection Testing
· Selection testing is a common screening device used by approximately two thirds of Canadian organizations
· Used to assess specific job-related skills, general intelligence, personality characteristics, mental abilities, interests, and preferences
· Testing techniques provides efficient, standardized procedures for screening large number of applicants (everyone receives the same tests therefore can compare easily)
· Tests and other selection techniques are only useful if they are reliable and valid
· Importance of Reliability and Validity
· Reliability: 
· The degree of which interviews, tests, and other selection procedures yield comparable data over time
· In other words the degree of dependability, consistency or stability of the measures used
· When taking a personality test today and three months from today by the same person should get similar results seeing as your personality shouldn’t change therefore if it does then it isn’t reliable
· Validity
· The accuracy with which a predictor measures what is intended to measure
· Types of Validity:
· Differential Validity-Confirmation that the selection tool accurately predicts the performance of all possible employee subgroups, including white males, women, visible minorities, persons with disabilities, and Aboriginal people.
· The tests cannot be easier for one group based off their set of knowledge should be equally known across all groups.
· Criterion-Related Validity-Extent to which a selection tool predicts or significantly correlates with important elements of work behaviour.
· Content Validity-Extent to which a selection instrument, such as a test, adequately samples the knowledge and skills needed to perform the job.
· i.e. to get a job in HR need to take a test on HR but only contains knowledge on legal aspects of HR, this is not content valid because it does not tab into all of HR rather it only focuses on a specific portion of HR
· Construct Validity-Extent to which a selection tool measures a theoretical construct or trait deemed necessary to perform the job successfully.
· Types of Tests Used in Selection
· Tests of Cognitive Abilities
· Intelligence Tests
· Emotional Intelligence Tests- the ability to manage and control your emotions (those who have high levels of EI are aware of their emotions therefore can manage emotions better and knows how what they will say will affect others)
· Specific cognitive abilities
· Motor/Physical Abilities
· Personality and Interests
· Achievement Tests
· Work Sampling
· Management Assessment Centers
· Situational Testing - Best predictor of future performance is past performance
· Micro-assessments
· Physical Examination and substance abuse testing-Can only ask for this once an offer has been made (Offer can be withdrawn if an issue here same as after criminal check)
· Step 3: The Selection Interview
· Assess applicant’s qualifications
· Observe applicant’s behaviour
· Gather information to predict future performance 
· Communicate information about job
· Promote organization
· Determine how well applicant would fit in
· Applicants Objectives:
· Present a positive image
· Sell their skills and market positive attributes
· Gather information about job and organization
· Types of Interviews:
· Selection interviews can be classified according to:
· Degree of structure – unstructured, structured, mixed (semi-structured)
· Content- situational, behavioural
· Situational – how they would act in a specific situation, 
· Behavioural – what they have done in the past
· Way in which interview is administered – one on one or panel of interviewers, sequentially or all at once, face to face or videoconferencing
· Interviewing and the law
· Interviewers cannot ask questions that would violate human rights legislations, either directly or indirectly
· All interviewees must be treated in the same manner
· Cutting short an interview based on preconceived notions about the gender or race of the “ideal” candidate should be avoided because this an example of illegal differential treatment
· Treating one group different than another is differential or disparate treatment
· Interviewers should focus on the job description and job specification in order to gather all the information required to assess applicants without infringing on the candidates legal rights
· Common Interviewing Mistakes
· Poor planning
· Snap Judgments
· Negative emphasis
· Halo Effect – perceptual bias – when you have a positive perception of someone the positive characteristics are highlighted and all the negative ones are downplayed and shadowed
· Poor job knowledge – when the person conducting the interview does not have a good understanding of what the job entails – HR usually makes first cut but may not always know the job requirements
· Contrast error – the order of which you interview people having an effect on how you perceive them (i.e. have someone who has a terrible interview then see someone who is average they will seem better than they truly are)
· Influence of nonverbal behaviour – studies prove certain behaviours such as smiling can influence employers into thinking they are more outgoing
· Telegraphing – leading someone’s answers through the question
· Too much/too little talking – not getting enough actual information from the applicant because interviewer/interviewee is talking too much should be 30% devoted to the interviewer and 70% to the interviewee
· Similar-to-me bias – When both a similar gives them an advantage
· Designing an effective interview
· Decide who will be involved and develop selection criteria 
· Specify the must 
· …. (Strait out of text for the rest of the points)
· Conducting an Effective Interview
· Planning the interview
· Establishing rapport
· Asking Questions – leave time for interviewee to ask questions
· Closing the interview
· Evaluating the candidate
· Step 4: Background Investigation/Reference Checking
· Information to be verified
· Basic background check includes a criminal record check, verification of educational qualifications, verification of at least five years’ employment, checks of performance-related references from past supervisors
· Obtaining written permission for check
· More in textbook 
· Figure 7.9 from text…
· Step 5: Supervisory Interview and Realistic Job Preview
· Supervisor is best qualified to assess job knowledge and skills
· Supervisor can answer all questions a candidate has about the job
· Realistic Job Preview
· Strategy used to provide the applicants with realistic information – both positive and negative – about the job demands, the organizations expectations’ and the work environment
· Step 6: Hiring Decision and Candidate Notification
· [bookmark: _GoBack]Combine information from all selection techniques used
· Subjective evaluation of information about each candidate
· Immediate supervisor usually makes the final decision
MIDTERM:
· Chapter 2-6 (Chapter 1 is not entirely included may still need to know concepts) (Chapter 3 not included)
· 4 questions covering material form class, chapter and end of chapter discussion questions
· Study hard
· There are right and wrong answers
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