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INTRODUCTION

Human resources management in its modern form is not just a descendent of time, but rather it is a result a number of developments dating back to the beginning of the industrial revolution. These developments have contributed immensely to the need for specialized human resources management that is concerned with human resources affairs in general. In a nutshell, the Human resources management refers to the systematic approach to the problems in an organization.it is concerned with recruitment, training and development. Human resources are the most important asset of any organization. It ensures sufficient supply, proper quantity as well as effective utilization of human resources.
In order to meet the necessary human resources needs, an organization has to plan effectively and in advance about the necessary requirements and sources thereof. Human resources management includes the inventory of present manpower in the organization. A part of Human resources function is assigned to personnel who perform some of the staffing role. By its nature, the staffing process is a flow of events which result in a continuous management of the organization’s manpower needs at all levels from the top down to the lower grades in the organizational structure. This process includes manpower planning, authorization for the planning, selection which refers to developing sources of applicant evaluation, placement, induction, orientation, transfers, demotions, promotions and ultimately separations.
For any organization to ensure that it engages the correct fit of personnel, it all starts at the selection stages of the employment process. By definition, employment is the recruitment process that on its own can be further defined as a set of activities that the organization uses to attract qualified and able job candidates to contribute to the organization’s goals. 
Selection is those processes that the organization undertakes to liquidate and select the best candidates for the job, and it is the person who has the components and requirements needed to occupy a specific job. This selection is made in accordance with the selection criteria applied by the respective organization.
The selection criteria express those characteristics and specifications that must be met by the candidate to fill the position at a certain level. These characteristics and specifications are derived from job analysis so as to obtain high levels of performance in those jobs. Such criteria are categorized into specific characteristics such as prior knowledge of the candidate, education, experience, physical characteristics, etc.
In most instances, organizations resort to external sources for their recruitment. The organization mainly resorts to this source because of its conviction of the necessity of activating the dynamics of the organization through competencies that can provide the organization with the new momentum. There is definitely no doubt that mostly large organizations resort to external sources due to their strength of competition to attract distinguished candidates in the labor market who are capable to secure the distinct and necessary momentum.
Some organizations also use internal sources in their recruitment. Suitable employees who are already with the organization are given the first opportunity to apply for consideration to fill vacant jobs. They have to go through the recruitment and selection process as would apply to external candidates. If successful, they are placed to their new positions. The beauty of an internal process is that it also works as a motivator to the rest of other employees as they realize that promotion and development opportunities lay available in their company.
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ESSAY BODY

SUMMARY OF THE TOPIC

The topic under discussion in my essay will highlight predominantly on:
· How organizations can; Ensure Fair and Objective Selection Processes.
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Like any other course in my studies, Employee Selection and Assessment rests on certain accepted concept pillars which are relative to the course. In this regard, the main concepts that I will dwell on under description of course concepts include the following:

· Polarization

· Recruitment and Selection process


· Job analysis and Job descriptions

· Interview Techniques


· Assessment methods and Tools
Immediately after the description of each of these course concepts, I will separately:

· Give my opinions and analysis.

· Explain how I will apply the knowledge to my life, work and community.


· Share personal experiences.

· Give examples to demonstrate the concept.


· Pictures, Tables and Graphs.

DESCRIPTION OF COURSE CONCEPTS

1. Polarization Concept: this is the process by which applicants for advanced jobs can be attracted to fill in vacant job positions. This is usually done through advertising these vacancies. The main purpose of a well written advert is to attract the most competent people for the organization. Advertising can also serve as a process of exploring potential candidates for both current and future vacancies that can occur in the organization. Essentially, polarization mainly focuses on the following points;
· Searching for candidates and attracting them to fill vacancies within the organization. This in turn means that the recruitment process is aware of the quality of personnel being sought.
· Determining the correct labor markets within which the target candidate population can be found. A poor selection of the labor market can consequently result in netting of a poor set of candidates. Such poor selection of the best target market comes with dire financial costs along with costs for a wasted opportunity to attract quality. 
· The recruitment process which focuses on creating inputs for the selection process. It is therefore correctly assumed in this process that organizations aim to achieve compatibility between job characteristics and the requisite qualifications of the applicants.
The various sources of recruitment can generally be classified into two categories namely:

· Internal Recruitment
· External Recruitment
It is important to note that most organizations depend on both means of recruitment. The distinguishing factor though is determined by what level is the job vacancy.

Below is an outline showing the characteristics of Internal sourcing as compared to external sourcing.
· Internal Sources; these sources of recruitment aim to target personnel who are already within the organization. It is a process designed to create appealing interest from among employees who are already in the organization to formally apply for the job that is if they meet the requisite criteria. The job applied for may represent a promotion or transfer. The main sources of internal recruitment are usually:
· Present employees
· Former employees
· Employees referrals
The advantages of internal sources are that:
· It creates a sense of security among employees
· Morale is high among employees
· Filling vacancies using internal sources is convenient and also economical
· It ensures continuity of employment and organizational stability
· Employees are assured that they stand a chance of promotion and career growth
The disadvantages of internal sources are that:

· All vacancies cannot be filled through internal sources
· Internal candidates may suffer from the traditional way of doing things syndrome and as such, they may lack originality and tabling of new ideas
· Required talent may not be available in the organization
· This method deprives outsiders the opportunity to show their worth

· External sources: unlike internal sources, these aim to target prospective applicants who are outside the organization. The main sources of external recruitment are:
· Advertising through newspapers and journals
· Scouting at institutions of higher learning
· Personnel Consultants
The main advantages of external sources are that:
· The organization can make its choice from a large spectrum of applicants
· Candidates recruited through this source are free from cultural influence and they also bring new ideas
· Varies experience can be brought along

On the other hand, external sources can have the following disadvantages:

· Sense of insecurity from employees already within and as such employees within may resist cooperating with new comers.
· External recruitment may create heart-burning among employees already in the organization. This can lead to demoralization.

OPINION AND ANALYSIS

In my view, an advert can be regarded as a road sign. By its nature, it is meant to introduce the organization to the applicants while at the same time and in turn making known the applicant to the advertising organization.
Once the two now know each other, the first move is expected to be triggered by the suitable candidate by way of responding to the job advert. The curriculum vitae of the applicant must match the job specifications for it to catch the eye and be considered for shortlisting by the organization. Wrong specifications in the job analysis will result in the achievement of the unintended. The undesired respondents will join the race and more often the intended will ignore the advert. Such will be a terrible situation of the unintended racing out the intended. 
Adverts by their nature are like alarm bells. As such, they must be alarming and spark response to those that appeal to the position to be filled. The adverts to lure quality candidates, the starting point is for the organizations to know where to find and get their target quality in the labor market. A wrongly directed advert net cast comes with no appropriate catch but instead substandard applicants. There is to it also the cost of re-advertising which means that there already is a financial lose coupled with time lose as well.
However, if the rule of polarization is correctly applied, more than the desired outcome can be realized by the organization. The rightful candidate(s) can be sourced and placed and excess best can be filed for future reference should there be need to fill a similar position. At times the search for the best fit candidate may not even require casting the net externally. It may simply be a case of advertising internally, job transfer, career upgrade etc.


APPLICATION OF THIS CONCEPT TO MY LIFE, WORK AND COMMUNITY

As a practicing Human resources practitioner already, this concept appeals main to my work environment. Years of experience have taught me that the outcome to everything is mainly a product of input, and throughput. The same has been my experience when embarking on a recruitment exercise. The type of candidate good or bad that an organization engages to fill a vacancy is determined by quality of job specifications which in themselves form the content of the advert. The quality of the job specifications write-up, form the input in the rule of polarization. The advert itself form the throughput in the polarization rule. Now, therefore, it has always been the case in my experience that a badly written advert is a consequence of a badly written job specification document. This is mainly so because the fundamental purpose of any advert is to attract the person who can meet the requisite job specifications. 
In my life and community set-up, the rule of polarization has been applied in the identification of persons to serve in community roles e.g, in the Parent, Teachers Associations at schools. If for instance, we are to get Chairperson for a particular committee, we have had to list the specific duties that come with this position. Parents or teachers who meet our requirements are then asked to apply for consideration.

PERSONAL EXPERIENCE

As I have already mentioned earlier on my work involves the role of recruiting for my organization. The policy that I put in place when it comes to filling up of vacant position is divided into two. There is a policy to do with lower graded positions and a separate one to do with senior to director positions.


The recruitment policy for lower grade positions, places emphasis on advertising internally. This policy has worked so splendidly and it also saves as a motivator where all employees see opportunities of growth afforded to everyone who meets criteria. 
On the other hand, the recruitment policy for senior positions is that advertising must be done externally. The main reason for this approach is that at this level, our organization believes that new blood has the potential to bring in and increase the dynamics of the work in the right direction. New persons should be distinguished individuals who are able to secure the distinct and required momentum.





CASE EXAMPLES TO DEMONSTRATE THIS CONCEPT

As example to demonstrate the polarization rule, I am going to use a situation where a vacancy for the position of Payroll Officer has risen.

 My illustration will be split into two comprising of:
· Job specification details for a Payroll Officer.
· Advert for this position.

Payroll Officer Job Specifications

· Analyzing of all payroll input for correctness before capture 
· Run dummy payroll to check captured input
· Clear all errors before main and final payroll is run
· Keep up to date with all regulatory statutes relating to statutory deductions
· Calculate terminal benefits for exiting employees
· Update employees’ files each time there is some change to their remuneration

External advertisement for Payroll Officer

Vacancy: Payroll Officer

A vacancy has arisen at BM Engineering Pvt. Ltd. Applications are invited from suitable candidates to fill this position.

Applicants MUST meet the following criteria:

Academic qualifications

· Be a holder of a Degree in Accounting.

Experience 

· At least 3 years hands on experience in a similar position with a reputable organization.
· Be of age range of 30 to 40 years.

Professional Capabilities

· Excellent communication skills at all levels within the organization including external bodies.
· Great problems solving abilities
· Solid understanding of Payroll software
· Extensive payroll processing capabilities
· Strong ability to meet strict deadlines
· Comprehensive experience with standard payroll systems


Main Duties

· Capture departmental monthly payroll input.
· Address all payroll discrepancies before a final payroll is run.
· Ensure that all required deductions are made.
· Maintain updated reports of all scheduled employee off sick leave and maternity leave.
· Dispatch payment schedules to employees’ respective banks at month end.
· Update relevant files to reflect all changes in employees’ remunerations.
· Assist with periodic internal audit 

Applications accompanied by a detailed Curriculum Vitae must be addressed to the Human Resources Manager, BM Engineering, Pvt. Ltd Box 208, Bulawayo, OR, e-mail to hr@bmeng.co.zw. The deadline is 30th. August 2024.



2. Job Analysis and Job Description Concept:

Job Analysis
job analysis is the procedure by which organizations determine the duties of the position to be filled along with the characteristics of persons suitable to fill the vacant position. The job analysis produces information on job requirements, this information is in turn used to develop both a job description and a job specification. Put differently, a job analysis gives information on the job’s human requirements or what kind of persons to hire for the job.
The collected job analysis information brings out the following:
· Job context: which is information about physical working conditions, work schedules and the organizational and social context.
· Human requirements: which relates to job related knowledge, skills and required personal attributes.
· Work activities: which refers to information about actual work activities performed.
· Human behavior: information to do with sensing, decision making, communication
· Tools, machines equipment and work aids used: this refers to information about performance standards, which will be the basis on which the employee will be evaluated.

Uses of Job Analysis Information
· Recruitment and Selection
· Compensation
· Training 
· Performance Appraisal
· Achievement of Assignments

Job analysis is a very crucial step in validating all major personnel activities. Organizations must be able to show that their screening tools and appraisals and actually related to performance on the job in question. This requires knowing what the job entails and in turn this needs a competent job analysis.


Steps in Job analysis:
· Identify the use to which the information will be put.
· Review relevant background information such as organizational process charts, job descriptions etc.
· Select representative positions to be analyzed.
· Analyze the job by collecting data on the job activities, working conditions, human traits and abilities required to perform the job, required employee behaviors.
· Review the information with job incumbents.
· Finally develop a job description and job specification.

Methods of Collecting Job Analysis Information

There are various ways of collecting information on the duties, responsibilities and activities of the job. These include:
· The interview
· Questionnaire
· Observation 

Job description

By definition, a job description is an organized factual statement of job contents in the form of duties and responsibilities of a specific job. 
The preparation of a job description is so important before a job vacancy is advertised.it informs the nature and type of job. This type of document is descriptive in nature and it constitutes those facts which are related to the job such as:
· Title/ designation of the job and its location in the organization
· The nature of authority, responsibility relationships
· The nature of duties and operations to be performed in the job.
· Necessary qualifications that are required for the job
· Relationship of the job with other jobs in the organization
· Physical and working conditions



Job Specification
Job specification is a statement which tells the organization of minimum acceptable human qualities which helps to perform a job. A job specification translates the job description into human qualifications so that a job can be performed in a better manner. Job specification helps in the hiring of an appropriate person for an appropriate position. The contents of a job specification are:
· Job title and designation
· Educational qualifications for that title
· Physical and other related attributes
· Physical and mental health
· Special attributes and abilities
· Maturity and dependability
· Relationship of the job with other jobs in the organization

From all the above, we can justify the importance of job analysis and its resultant products which are the job description and the job specification. These three tools if correctly employed can certainly ensure that organizations conduct fair and objective recruitment exercises.

OPINION AND ANALYSIS

My opinion about job analysis, job description and job specification is that no organization can achieve an objective recruitment and selection process without first putting in place properly written job analysis, job description and job specification.

These tools do not only serve the recruitment function of human resource roles. On the contrary, they are tools human resources managers and other managers across the organization use for their daily operations. While the human resources manager would predominately employ these tools for recruitment and selection purposes mainly, he can also use these tools to identify performance gaps within employees. Training programs and objectives thereof can also be drawn based on these tools.
Lastly where there is a change in operations say in a production line, job analysis will immediately show areas that no longer conform to systems and therefore redefining of the job analysis will be called for.
APPLICATION OF THIS CONCEPT TO MY LIFE, WORK AND COMMUNITY
This concept can only be relevantly applied in my work situation. In any event, I have applied this concept during the course is the recruitment and selection exercises that I have led. With the ever-changing technologies in organizations, I have been directly involved with ensuring that our organization’s job analysis, job description records are timeously adjusted immediately there is a change in an operation.

PERSONAL EXPERIENCE
As already stressed above, as a human resources practitioner, almost sixty percent of my work evolves around recruitment and selection of senior managers at my organization. That being the case, I have witnessed situations whereby wrong selections have been made to fill a position. Upon diagnosing and walking back the whole recruitment process, it has more often been proven that wrongly written and outdated job specifications are the root cause leading to attraction of unsuitable candidates. In light of this experience, I have made it a point that each that a recruitment exercise is about to take place, I revisit the respective job analysis record, job description and conform them to the job specifications as they would appear in the advertisement for the vacancy to be filled.
With an updated record of these important recruitment and selection tools, my work in hiring the rightful and suitable candidate has since improved.
CASE EXAMPLES TO DEMONSTRATE THIS CONCEPT
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3. Recruitment and Selection Concept:
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This concept stands on two legs namely; Recruitment and Selection. While these two seem to mean one in the eyes of many, they are actually very different both in meaning and purpose.
By definition recruitment is the process of hunting in the labor market for prospective employees and sending out advertisements that lure and attract them to your organization. It can also be defined as the process of attracting individuals on a timely basis, in sufficient numbers, with appropriate qualifications to apply for jobs within an organization.
On the other hand, selection is the process by which an organization then chooses their best fit from among the applicants.
For this process to achieve its intended purpose, the organization must have in place a well-articulated recruitment policy. This statement of intention must be well defined with no ambiguity gaps if it is be effectively executed thereby getting the best fit for the vacant positions. Without a well spelt out recruitment policy, organizations harbor the risk of selecting the wrong candidates or rejecting the right candidates and as a result suffer the consequences of this costly mistake.
In human resources practice they say you can’t hire well if you do not take time to recruit well. Product or outcome is the consequence of in-put. Poor quality recruitment process yields poor quality candidate selection. To avoid hiring the unsuitable, organization must fully prepare for recruitment in the following manner:
· Consider both the External and Internal environment by; 

· Developing a plan to adjust the internal business environment
· Understand the external environment

· Know what you want by;

· Matching positions to job descriptions
· Developing or updating job descriptions
· Developing and updating organizational charts
· Assess your situation and identify competencies
· Hire people who fit and match job descriptions or can be trained

Once an organization knows what it wants, it would have got to a stage where it should then know where to get what it wants. To get what it wants from whatever source, the organization must use the appropriate method to attract the attention of suitable applicants. Some of the recruitment methods that an organization can use include the following:

· Government job services
· College placement offices
· Executive search firms
· The internet
· Word of mouth
· Want adverts
· Posting job announcements on bulletin boards

Employee selection is the process of choosing from a group of candidates the individual or individuals who will be offered a position. To ensure that the best fit and best suitable candidate is selected, the organization must apply the correct selection tools. These tools are:

· Application forms
· Interviews
· Reference checks
· Pre-employment tests
· Trial/probation period

Proper selection is very helpful in building up a strong and suitable workforce. If the right people are selected for various jobs, their productivity and efficiency will also be high. Therefore, the basic purpose of the selection process is to chose the right candidates for the job.in order to achieve this very important aspect of the selection process, a well- organized selection procedure is required. As such, each preceding step in the selection procedure must provide more and more information about the candidate. In the result, such information will smoothen and facilitate decision regarding selection.

Steps in the selection process must mainly cover the following:
· Preliminary interview; the main purpose of the preliminary interview is to eliminate the totally unsuitable candidates. It is generally brief and can even be conducted over the phone.
· Application blank; candidates who pass through the preliminary interview are asked to fill in the blank application form designed to give information about the candidate.
· Selection tests; tests have proven to be an important device in the selection process. These tests are used to measured efficiency in the job.
· Employment interview; personal interview is the widely used method for selecting employees.it is a face-to-face talk between the employer and the candidate.
· Checking references; candidates are expected to give a list of at least three names of people who can be contacted to verify some information about the candidate’s past history.
· Physical examination; medical examination is conducted to ascertain the physical fitness of the candidate for the job
· Final approval; after all the above procedures have been completed, a final list of suitable candidates is drawn. The offer letter of employment is given stating among other things the probation period. This is a very important part in the engagement stage. Probation periods are used to measure hands on suitability of the appointed new employee. Upon successfully completing their probation periods, employees are then advised in writing of their substantive appointment. If the employee fails in their probation period, the contract of engagement is terminated by giving requisite notice.

OPINION AND ANALYSIS
My opinion regarding recruitment and selection is that no organization can conduct meaningful hiring without following the due process of recruitment and selection. To ensure that the organization does follow the accepted recruitment and selection processes, there should in place a well written recruitment policy. And by the way a policy is a statement of intention, therefore, the recruitment policy must clearly outline in this statement a vivid intention to hire the suitable.
APPLICATION OF THIS CONCEPT TO MY LIFE, WORK AND COMMUNITY
As a human resources manager, I have been involved in formulating our organization’s recruitment policy. On a yearly basis, we invite ISO audits for certification renewals and introspection for compliance. Areas that are identified as outdated or obsolete are attended to. This also applies to the selection tools that we use. 
PERSONAL EXPERIENCE
I have noted that by passing certain stages in the recruitment and selection process can only produce unsuitable selections for the job. It is therefore never advisable to allow arguments that say we are running behind time in filling in a vacant position. Hurrying up the process is not the way to go. The organization can well catch up with time but certainly it will also catch the undesirable pick for the job. When this happens, the whole process will have to start all over again at twice the cost.

CASE EXAMPLES TO DEMONSTRATE THIS CONCEPT
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4. Interview Techniques Concept:

Interviewing is the meeting of two or more people for the purpose of exchanging information and ideas through questions and responses. An interview can also be regarded as a powerful instrument of obtaining information.

Purpose of Interview

The main purpose of interviewing is to discover and obtain more about the person being interviewed. This information is then matched with the job specification for the vacant position. Care must be taken not to lead a person being interviewed to a certain direction. This requirement then simply shows that an interviewer must be someone who possesses the necessary interviewing skills in at all these interviews are to bear an accurate account about the person being interviewed. Interviewers must therefore proceed in this process with the assumption that the knowledge and experience of the person being interviewed is of value, and it is entirely the interviewer’s job to uncover that knowledge and experience.


Interviewing Strategies

· Begin the interview by explaining succinctly the purpose of the interview and how the information obtained will be used.
· Try and introduce and establish rapport with the interviewee by asking neutral questions.
· Keep the interview on track. Maintain control of the interview by knowing what you want to find out, by asking the right questions to get that information.
· Always allow the interviewee to respond to your questions in their own words and to express their perspective. Avoid leading questions or questions that will slant the response to a certain direction.
· Rely mainly on open ended questions as these allow the interviewee to respond in their own words.
· Minimize or better still dilute and intersperse demographic questions with other types of questions to avoid making the interviewees feel uncomfortable.
· Avoid jumping in to fill silences. Allow the interviewee time to formulate answers of their own.
· Avoid phrasing questions that will suggest a YES or NO answer.
· Make transitional statements when the direction of the questions is going to change.
· Phrase clarifying questions in the form of examples.
· Take an interest in what the interviewee is saying. Be sensitive to and also respect the person being interviewed.
· In general, avoid WHY questions that seemingly challenge the interviewee.
· Ask clear singular questions that are understandable to the interviewee.

Types of Interviews

Outlined below are types of interviews that an interviewer can employ:
· General interview guide; whereby the interviewer prepares a set of issues or topics to be discussed during the interview. The prepared outline serves as a guide to help the interviewer make good use of limited time with the interviewee and cover key topics.
· Informal conversation interview; this type of interview relies on the generation of questions that natural arise based on observation in a setting. It is conversational in nature to the extent that the person being interviewed may not even realize that they are being interviewed.
· Standardized open -ended Interview; in this type of an interview, the interviewer prepares a set of relevant questions in advance. This type of interview is used when there is a need to ask the same question to each interviewee.
· Closed, fixed response interview; this type of interview is essentially a verbal questionnaire. Questions and responses are determined in advance. It is a multiply choice form of interview.
· Focus group interviews; this type of interview is conducted by a moderator using a fixed set of questions. This can lead to a better understanding of a situation since participants are interacting with each other and not the interviewer. 

OPINION AND ANALYSIS
It is my proven view that a best fit selection of a candidate to fill a given vacant position can only be achieved if the right and pertinent questions are asked during interviews. Coupled with this, the interview style also plays a significant part in seeing a successful interview outcome. This also goes with the proper application of interview techniques and interviewing strategies.

APPLICATION OF THIS CONCEPT TO MY LIFE, WORK AND COMMUNITY

Like earlier on said, my philosophy has always been that the outcome of any situation is the product of in-put and through put. As such, I have made it a golden rule in my organization to say all interview sessions must be conducted meaningfully and appropriately by employing the proper techniques and strategies. Conducting a good piece of interview is all a matter of using the most suitable set of techniques. With an organization that employees over three thousand employees, I have taken time to coach and teach my subordinate Human resources managers the interviewing skills. 
PERSONAL EXPERIENCE
In the years that I have been working as a human resources practitioner, I have designed and developed most of the interview tools like blank application form, interview score sheets, structured interview questions etc. 
I have also drawn interview training programs for line managers to equip them with the requisite skills to conduct successful interviews. On almost situational intervals, I have given guidance to my human resources managers when they conduct interviews. My assistance has come mostly to do with selection of the appropriate techniques for different jobs.

CASE EXAMPLES TO DEMONSTRATE THIS CONCEPT
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5. Assessment Methods and Tools Concept:
Finding the best suited candidate to fill a vacant position in an organization usually comes with anxiety for most human resources practitioners. A poor recruitment and selection exercise can prove costly to the organization especially when an undesired candidate gets hired without the best fit skills and expertise. There are a myriad assessment tools that can be used by human resources departments to minimize appointing the wrong candidates. These tools if properly applied can make the hiring process more reliable and productive by helping the organization to identify and get the right candidates for the job.
Outlined below are some assessment methods and tools that an organization can use to identify the best candidate they want to fill a vacant position. These are:
· Face-to-face interviews; although this is falling out of favor in the recent years, it is still the best traditional way of getting more information from the applicant. It has proven to be the best predictor of workplace performance. Research has it that this method is the second most powerful predictor of performance known just behind cognitive ability tests. It is however worth mentioning that as organizations grow in size, they decreasingly relay on face-to-face interviews for talent assessment, in favor of more easily automated assessment tools.
· Video interviews; research suggest that remote interviews are not as effective as the face-to-face interviews. These are however, predictors of performance and they are more convenient for candidates.
· Personality questionnaires; these are designed to cover a variety of behavioral constructs which collectively underpin a person’s character and temperament. They are used to bring out and measure the key behavioral indicators of performance that are essential to workplace performance. They are commonly used together with other talent assessment tools. 
· Inductive Reasoning Tests; this method is used to measure a person’s ability to think logically and solve abstract problems. Inductive reasoning is key to performance in any role that requires creativity, innovation, or systems-based thinking, particularly in highly technical roles. When combined with a verbal and numerical reasoning test, these three assessments form an overall measure of cognitive ability, which is the strongest predictor of job performance known, making these three a particularly potent combination.
· Numerical reasoning test; this method is yet another specific cognitive aptitude that underpins the person’s ability to understand and interpret numerical quantitative information. It is an essential ability in any quantitative field, especially in highly complex professional/technical managerial work.
· Verbal Reasoning Tests; this is a specific cognitive aptitude that underpins a person’s ability to understand and interpret written and spoken information.

OPINION AND ANALYSIS
It is my view that while there are so many methods and tools of assessment, a human resources practitioner must then be trained to choose the right tool for a specific performance identification. If a wrong method and tool thereof is used, then obviously a wrong outcome is certain. An organization must first of all ensure that the operators of these methods and tools know how to use them. There is an English saying that goes ‘’a bad carpenter blames his tools’’
APPLICATION OF THIS CONCEPT TO MY LIFE, WORK AND COMMUNITY
At my workplace we have put in place methods and tools that relate to each job be it clerical technical managerial etc. this has been done through incorporation in the recruitment and selection policy.
Each time a hiring exercise takes place, the recruiting officer has to peruse through the recruitment policy and ensure that part of his planning for this exercise addresses the question of what methods and tools will be used.
PERSONAL EXPERIENCE
As alluded to above, I have been hands on involved in the compilation of a variety of assessment methods and tools for use come day of hiring. I have played a pivotal role in ensuring that I attend training sessions and learn new ways of assessment methods and tools which in turn I then incorporate into our organization’s recruitment and selection policy.
CASE EXAMPLES TO DEMONSTRATE THIS CONCEPT
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CONCLUSION

The purpose of an organization is to give each person a separate distinct job and ensure that these jobs are coordinated in such a way that the organization accomplishes its end goals. Developing an organization-structure results in jobs that have to be staffed. Job analysis is the procedure through which you find out;

· What the job entails
· What kind of people should be hired for the job

Recruitment and selection, is a critical process for organizations to ensure that they have the right people in the right roles.by following a systematic and well-planned approach, organizations can attract and select the best candidates for their open positions. This in turn leads to improved employee performance, productivity, self-satisfaction which can ultimately benefit the organization as a whole.

Interview is a piece of feature, which is covered through a conversation between interviewer and interviewee. For an interview to achieve the desired result, it must satisfy the following:
· There should be sound preparation before the interview.
· Interviewer should speak less and let interviewee speak more
· Interviewer should be polite but persistent with his questions
· Questions asked should be clear, precise and to the point
· Interviewer should cross-check the data and any information given by the interviewee before preparing the final draft of the interview.
· Interview should be free from any bias and prejudice

As for the assessment methods and tools, the organization must know which one to use for the different types of jobs. The ideal talent assessment tools must be highly predictive of performance, be scalable, and convenient to complete. Although interviews are highly predictive, they simply do not scale and therefore organizations will be forced to seek alternative assessment tools. Fortunately, a wide range of effective assessment tools are at the organization’s disposal.  
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