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Ali Waters 

  
Hello and thank you for downloading my recruitment guide. 
 
I’ve gained a huge amount of experience working with large 
companies who believe that the key to recruiting the right people is 
having a thorough way of testing a candidate’s ability to do the job.  I 
want to pass this on to small businesses like you so that you can be 
thorough too and avoid making big, costly, uncomfortable 
recruitment mistakes. 
 
We can work together so that you have the confidence to make the 
right decisions and successfully grow your business.   
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7 Steps to Successful Recruitment  

 

How to recruit the right person 
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1. ‘I want to recruit the right person’ 
 
The reality is, getting the perfect hire is not easy. Even easyish. Okay, 
it’s actually quite hard. But there are certain processes to follow, 
principles to bear in mind and practices to adopt that will help you 
get closer to the holy grail of the perfect recruit. 
 
 
Unless you’re recruiting for a very unusual role such as ‘space rocket 
pilot’, there will be lots of people out there in the working world who 
would make the perfect new recruits. The trouble is, how to find 
them, how to attract them, how to recognise them and how to 
recruit them. Lots of hows…. 
 
 
So how are you going to do this? This is where we can help you.  
 
 
By the time you’ve finished working though this step by step guide,  
you’ll be ready, willing and able to recruit the right person to grow 
your business.  
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2. First Impressions and Gut Feel 
 
‘I’ll know if they’re the right person in the first 10 seconds. It’s a gut 
feel’ 
 
If this is you, and you’re not prepared to get over it, then read no 
further. We won’t be able to work together. 
 
‘The seductive power of first impressions causes 50% of all hiring 
mistakes.’ Lou Adler, recruiting guru. 
Sure, your perfect new recruit will make a good first impression, but 
they will also have many other skills and attributes to tell you 
about/show you to assure you that they will do a good job for you.  
 
The danger of judging someone in the first 10 seconds is that many 
candidates who don’t have the right skills and attributes will also 
make a good first impression. You’ll only find out that they can’t do 
the job you need them to do once they’ve started, and usually a few 
months in.  
 
There are lots of candidates out there who have been coached and 
are well practised at selling themselves during interviews. Many have 
also learned to embellish their experience extremely well. You need 
to watch out that they don’t pull the wool over your eyes!  
 
Unfortunately, ‘gut instinct’ gained through informal chats can not 
only lead to offers made on a subjective rather than objective basis, 
but may result in a decision not standing up to scrutiny should things 
go wrong, with charges of inconsistency or discrimination. 
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Detailed examples of how a candidate has behaved in different 
situations will give you more reliable evidence on which to base your 
recruiting decision than trusting your subjective gut instincts.  
 

 
3. What do you want this person to do? 
 
Many recruitment mistakes are caused by mismatched expectations. 
Your new recruit arrives keen and ready to start work and finds 
themselves being asked to do tasks that they weren’t expecting.   
‘That’s not in my job description!’ Yikes! 
 
 
At school, you’ll remember having it drummed into you to spend 
time structuring an essay before putting pen to paper. This principle 
applies now. Structure, organisation and preparation. So, first steps 
first.  
 
What is the business objective that has prompted you to recruit a 
new team member? It may be: 
 
To develop an email marketing programme to help increase customer 
retention levels. 
 
What is your business objective? 
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The job title and key objectives that you want this ideal person to 
achieve, link directly to your business objective.  
 
Another lesson you may remember is that objectives should be 
SMART: Specific, Measurable, Achievable, Realistic, Time based.  
 
For a marketing assistant, one objective could be: 
 
To set up a database, enter details of 1000 contacts and analyse to 
find 100 potential leads in three months.   
 
Don’t leave anything out. If this person will be then asked to research 
those leads and follow up with marketing emails, make this your 
second objective:  
  
To contact 20 potential leads per week by email and from these 
obtain three face to face appointments each week.  
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Job description: title and objectives 
 
Now it’s your turn: 
Jot down the job title (make sure it’s appealing and explains the main 
purpose of the role) and at least 3 SMART objectives.  
 
Job title:  
 
1. 
 
 
 
2. 
 
 
 
3. 
 
 
 
4. 
 
 
 
5. 
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Job description: tasks and responsibilities 
You can now break each objective down into tangible tasks and 
create a comprehensive job description. Don’t forget to think about 
the administration that goes with each objective and list these as 
tasks too.  
  
Write the list of tasks that need to be carried out in order to achieve 
each objective.   
 
1. 
2. 
3. 
4. 
5. 
6. 
7. 
8. 
9. 
10. 
11. 
12. 
13. 
14. 
15. 

Now add any tasks that don’t specifically fall into achieving 
objectives but that this person might be asked to do or add ‘any 
other ad hoc tasks as required’. 
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4. Who do you want in your team? 
 
For the earlier example, in order for the marketing assistant to 
achieve their first objective, they will need: 
 

• excellent attention to detail,  

• Excel database skills  

• numerical and analytical skills 
 
To achieve the second they will need to have additional skills and 
behaviours: 
 

• Excellent written and verbal communication skills 

• The ability to build relations  

• Bucket loads of resilience 
 
 

  

 

 
In this way, you are 

building up a picture of 
this ideal person which 

will be your person 
specification. 
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Person Specification 
 
Now write down the skills and attributes you’d like your new recruit 
to have. By skill we mean: the ability to do a certain task that comes 
through training and practise eg driving, coding and cooking. By 
attribute we mean: a quality or distinguishing feature that is 
characteristic of a person eg empathetic, competitive, resilient. 
 
Skills 

•  

•  

•  

•  

•  
Attributes 

•  

•  

•  
 
To widen your potential pool of candidates, consider which skills are 
essential for the person to already have in order to hit the ground 
running and those that can be developed through training. For 
apprentices, these skills could be learned during their time at college 
or on the job coaching from you or another team member, or even 
an online course. By doing this you’ll have more applications and 
allow some attractive development opportunities for a keen new 
recruit.  

 

Remember, you can’t train an attribute, they tend to be innate in a 
person, so you need to be sure that your new recruit possesses 
these.  
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Qualifications                                                                                              
Are there any qualifications that are essential for a person to be able 
to successfully carry out this job. Eg driving licence, GCSE Maths. If 
so, write them down here. Be careful if you state that a degree is 
required, as this can result in overlooking talent. 

•  

•  

•  

•  
 

5. How will you attract them? 
 
Great. You’re well on the way to being ready to recruit your new 
team member. Now that you have your job description and person 
specification sorted, think about how you are going to appeal to this 
audience. What will entice them to join you?  
 

 
 
The main purpose of a recruitment advert is ‘selling’ your 
organisation to a potential candidate. Just like selling a product to a  
customer. If you sell the job well, you’ll improve the quality of your 
response. This will form your job advertisement. 
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Job advertisement 
There's no set format to how you describe the job role, but you 
should aim to include the following: 

Your company. What's your business/industry?. Try to relate this to 
the role. If it's a sales role you could put: 

supplier of quality, bespoke designed T shirts with an exciting plan to 
expand and diversify into sportswear. 

Keep it brief. Quality applicants will look you up straight away on 
social media as well as your website if they are interested in finding 
out more. Make sure all these platforms are up to date and reflect 
what you’re saying in your job advertisement (or vice versa) 

What do you want to say about your company? 

Short introduction about the job. This will help the reader quickly 
assess if it's an appropriate role for them, enticing them to keep on 
reading.  

Write your job introduction here (max 40 words): 
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Role responsibilities. Include the main tasks the successful applicant 
will be expected to undertake. Try to relate these to a business 
objective where possible so the applicant can envisage how the 
position fits into the company's plans. Your advert isn’t a job 
description so doesn’t need to include everything, just enough to 
entice the right people to contact you.  

Highlight the main tasks from your job description. 

Person specification. This area can affect your response rate 
dramatically so choose your words carefully. 

Describe here, the person you’re looking for using key words from 
your person specification.  

 

 

 

 
 
 
 
 
 
Rewards. Include salary as well as pointing out some of the key 
benefits that would make them want to apply for your role rather 
than a similar position with a competitor? Think about flexible/home 
working, training and career development, working environment, 
culture etc that you can offer them, and ensure they come across.  
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Write a list of all the tempting things you can offer your new recruit. 

•  

•  

•  

•  

•  

•  

•  

•  

Location. Describe here your office set up, where it is and how easy it 
is to get to. Will there be any travel involved?  

Call to Action.  This will depend on how you choose to advertise your 
job vacancy.  It could be an ‘Apply Now' button placed on an online 
job board, but you may also consider adding a contact email or 
phone number as well as a reference number to quote so you can 
track where your applications come from. Is there any specific 
information that you would like the applicants to include in their 
cover letter?  

Your job advertisement is your chance to connect with potential 
candidates. And first impressions do matter here. Read it back to 
yourself. Are you welcoming, engaging and inclusive? ie are you age 
and gender neutral? Is it quick and easy to read? (max 700 words). 
Do you get excited when you read it? 
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6. Where will you find them? 
 
When you’re recruiting, aim for quality, not quantity. 200 
applications from ill-matched candidates has little value. Fewer 
applications from keen, appropriately skilled/qualified candidates is 
worth the time and resources you put into your preparation. 
Therefore, think about where these people can be reached. You 
could initially try to attract local people to apply by posting your job 
on community noticeboards in coffee shops, in school newsletters or 
in your local job centre. A great way to reach out to potential 
candidates is to post you job advertisement on LinkedIn, Facebook 
and even Instagram. 
 
Next, consider online job boards such as Indeed, Monster, Total Jobs 
etc. All these have potential to attract large volumes of applicants so 
you need to consider how you’ll narrow these down.  
 
A good way to save time is to ask a recruitment agency to send you a 
short list of candidates. You generally get what you pay for here. Be 
careful though, if you try to negotiate the fee down too much, you’ll 
give your agent little incentive to screen applicants thoroughly for 
you.  
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7. Now you’re prepared and ready to 
recruit the right person. 
 
How can we help you next? 
 
You’re now in great shape to start recruiting and The Recruitment 
Team can help and support you in your efforts to find the right 
person.  
 
Call me on 07971 511731 or email 
aliwaters@therecruitmentteam.co to discuss how to interview and 
assess candidates.   
 
I look forward to hearing from you soon. 

http://www.therecruitmentteam.co/
mailto:aliwaters@therecruitmentteam.co
mailto:aliwaters@therecruitmentteam.co

