TRAINING PACK

Managing Yourself
and Others
Edited by Andrew Baker

Recruitment and Selection
Coaching and Feedback
Time Management

o

Oxfam

First published by Oxfam GB in 2006
© Oxfam GB 2006
ISBN 0 85598 567 4
A catalogue record for this publication is available from the British Library.
All rights reserved. Reproduction, copy, transmission, or translation of any part of this publication
may be made only under the following conditions:
with the prior written permission of the publisher; or
with a licence from the Copyright Licensing Agency Ltd., 90 Tottenham Court Road, London
W1P 9HE, UK, or from another national licensing agency; or
•

for quotation in a review of the work; or
under the terms set out below.

This publication is copyright, but may be reproduced by any method without fee for teaching
purposes within the purchasing institution, but not for resale. Formal permission is required for all
such uses, but normally will be granted immediately. For copying in any other circumstances, or
for re-use in other publications, or for translation or adaptation, prior written permission must be
obtained from the publisher, and a fee may be payable.
The handouts in Managing Yourself and Others are designed to be copied for use in the
purchasing institution. Purchasers are free to make copies of this material for their own use and
for teaching within the purchasing institution, provided that the material is not sold to third parties.
The handouts as presented on the CDRoM are designed to be adapted for use in training sessions.
The base material remains the copyright of Oxfam GB even after it has been adapted, and the
copyright notice 'Adapted from material in Managing Yourself and Others © Oxfam GB 2006'
must be included on all such adapted materials.
Available from:
Bournemouth English Book Centre, PO Box 1496, Parkstone, Dorset, BH12 3YD, UK
tel: +44 (0)1202 712933; fax: +44 (0)1202 712930; email: oxfam@bebc.co.uk
USA: Stylus Publishing LLC, PO Box 605, Herndon, VA 20172-0605, USA
tel: +1 (0)703 661 1581; fax: +1 (0)703 661 1547; email: styluspub@aol.com
For details of local agents and representatives in other countries, consult our website:
www.oxfam.org.uk/publications
or contact Oxfam Publishing, Oxfam House, John Smith Drive, Cowley, Oxford, OX4 2JY, UK
tel: +44 (0)1865 473727; email: publish@oxfam.org.uk
Our website contains a fully searchable database of all our titles, and facilities for secure
on-line ordering.
Published by Oxfam GB, Oxfam House, John Smith Drive, Cowley, Oxford, 0X4 2JY, UK
Printed by Oxfam GB
Oxfam GB is a registered charity, no. 202 918, and is a member of Oxfam International.

This book converted to digital file in 2010

Contents
Preface 4

Recruitment and Selection 5
Facilitator's notes 9
Handouts 30
Flipcharts 48

Coaching and Feedback
Facilitator's notes 59
Handouts 86
Flipcharts 94

Time Management
Facilitator's notes
Handouts 140
Flipcharts 159

109

105

55

Preface
Oxfam GB currently employs more than four thousand staff in more than
seventy countries. Some of them are based in remote locations with limited
communication links. This geographical dispersal presents many challenges.
Among them is the question of how to provide opportunities for learning
and development, to enable local staff to achieve all the ambitious and
diverse aims and objectives of Oxfam's many programmes.
Pick-up-and-Go training packs represent one of the solutions that Oxfam GB
has developed to address that challenge. They contain all the guidance and
materials that facilitators will need in order to present some of the basic
principles and processes of Oxfam's work, in the form of training that can
be delivered where and when it is most needed by local staff.
These training materials have been written in a structured, standardised
format. They are designed to give the facilitator as much support as
possible, and to require as little preparation work as possible. Facilitators
who have more time and/or particular expertise are invited to adapt the
material to the particular needs of the learners. Staff in organisations
other than Oxfam are welcome to adapt the resources to their own
particular circumstances.
The packs are comprehensive, containing facilitators' notes, handouts,
flipchart headings, and PowerPoint slides and additional background information
in some cases. Depending on the subject matter, the workshops last from
two hours to one whole day. They are designed to be participative and to
engage learners' interest through a mix of activities and a range of media.
In introducing these packs into Oxfam GB, we have consciously challenged
the conventional assumption that workshops can be run only by 'experts'.
Non-specialist staff have run pilot courses using these materials with
good results, and a commitment to use the Pick-up-and-Go resources
is already included in the performance objectives of some managers.
We would be pleased to receive feedback from users of these packs.
Please contact us by email on learninternational@oxfam.org.uk
Andrew Baker
Oxfam GB
Oxfam House, Oxford, UK

PICK-UP-AND-ftR

Recruitment and Selection
8 hours / one day
Written by Andrew Baker
(Oxfam GB International Learning and Development Manager)
with help, support, and contributions from many Oxfam staff around the world
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Facilitator's notes
Introduction
Information for managers
Length of module
8 hours including breaks = one day
Facilitation skills
• This module requires presentation skills and the ability to manage facilitated
discussion and small-group activities, including role-plays.
• The level of facilitation skills required for this course will be determined by the
extent of the behavioural change that the workshop will be promoting.
• The module includes questions about the Oxfam recruitment and selection
processes. The facilitator needs to be able to answer these or to have someone
else in the room who can act as an expert resource.
• This course should be run by someone who has had direct experience of
recruiting staff. It does not need to be run by Human Resources staff, provided
that questions can be referred to them as appropriate.
• Managers are responsible for ensuring that this workshop is delivered by a
suitably competent and experienced member of staff.
Learners
This module is intended for all who will be involved in recruiting and selecting staff.
Preparation by learners
No prior knowledge or preparation is required.
Size of group
This course could be run for groups of 2-25, but note that it is easier to meet
learning aims with smaller groups; most facilitators prefer to work with groups
no larger than 12.

Information for facilitators
Room
This module requires space for the whole group to be working together in a room,
sitting in such a way that they can all see one another. It also requires sufficient
space for participants to work in smaller groups.
Equipment needed
• Flipchart stand, paper, and pens.
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Preparation of material
• Photocopy handouts
• Write up flipcharts in advance. (Examples are given at the end of these notes.)
Preparation by the facilitator
The facilitator will need to read and become familiar with the material, and manage
the preparation of the materials and the room.
Linked learning
(For Oxfam staff) Intranet:
• Business-process pages on the Oxfam GB intranet at
http://homepage/procedures/ihrhowto/default.htm
• Oxfam GB Human Resources Manual
Other internal resources:
• If you need any other support on recruitment and selection, ask the
Human Resources team in your Country, Region, or Department.
• Share learning with your colleagues. Discuss how to decide the short-listing
criteria; challenge their criteria for short-listing candidates; practise the interview in
a role-play with a colleague, to test whether the questions are appropriate.
Translations
This module is currently available in English, Spanish, French, and Portuguese.
If it would help learners, please feel free to translate all or part of this into additional
languages - but please send a copy to the Oxfam Publishing Team at Oxfam House.
Support and feedback
Please send any questions, ideas, and feedback to learninternational@oxfam.org.uk

Workshop objectives
During this workshop learners will:
Know...
• Oxfam GB processes and good practice for recruitment and selection
• the importance of diversity in our workforce
Feel...
• confident to run a recruitment and selection process.
Do...
• practise short-listing skills
• practise interviewing skills
... then be able to
• undertake recruitment and selection of staff in accordance with Oxfam policies
and good practice.
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Timetable
Start
00.00

Finish
00.10
3.35

Session
1. Introductions
2. Steps in recruitment

00.35

01.25

3. Diversity

QU25-

01.45

4. Agreeing the vacancy

01.45

02.00

(3Z0Q

02.20

5. Deciding how and where to advertise

02.20

03.00

6. Criteria for short-listing

§fy&k.

Q3.40

7. Practice in short-listing

03.40

04.05

8. Interviewing and assessing candidates

MM

•••;•

05.00
:$f*$f^

06.30

05.00

06.15
• Q6-30
07.25

BREAK

LUNCH

9. Practice in interview skills (1)
BREAK
10. Practice in interview skills (2)
11. Compteting a recruitment

07.40

08.00

12. Review and summary

The timings for this eight-hour event are shown as starting from 00.00. The actual start-time
will depend on the group's normal working hours.
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Note to facilitator
The subject of recruitment and selection will stimulate many questions and debates,
which may generate many useful lessons. But it is important that you move the
course along and delay questions until the relevant part of the course (when they
might be covered anyway).
•

•

Pay careful attention to the timings of the course and be prepared to chair the
event. Tell participants that not every question can be asked or answered if
the group is going to complete the course.
Have a page of flipchart on the wall to 'park' questions that arise. This is a way
of acknowledging a question without having to answer it at that time; but you
need to ensure that by the end of the course you have answered all of the
questions - or at least that you have established a clear mechanism for
answering them (for example: announce that you will ask your regional
human resources team for an answer, which you will then email to all of the
participants).

In order to maintain the pace of the course, it is important for the facilitator to provide
energy to the group. This can be done by being really clear about timings and
instructions: for example, if you give 10 minutes for groups to do an exercise,
after five minutes you should tell them 'You have five minutes left'; after nine minutes,
tell them 'You have one minute left' - and then finish after 10 minutes. You will find
that a sense of pressure often helps groups to produce better results.

Recruitment and Selection • Facilitator's Notes
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Preparation material for facilitators
Write out each of the recruitment steps below on to separate pieces of card. They will be used in
Session 2. You will need a full set of cards for each group of 4-5 participants. The arrows are intended
to guide you through the exercise; they should not appear on the cards that you draw.

Agree the vacancy

Sign off job profile

Decide where and how to
advertise

Advertise

Decide short-list criteria

Short-list

Decide methods for
interview and assessment

Interview

Make selection decision

Offer the job subject to
references and medical
examination

References and medical

Contracts

New employee starts
work

Induction

Introductions

00.10

Introduce the course objectives: show Flipchart 1 and
attach it to the wall so it can be seen throughout the course.
Explain that you will write up unanswered questions on the
flipchart, so that the course can proceed without being
distracted, but so that important questions still get
answered.

Purpose: to present the aims of the workshop and to introduce the participants to each other.
Timing What YOU do
What the LEARNERS do
00.00
• Introduce yourself.
• Ask questions if they need clarification.
• Ask the participants to introduce themselves.
• Introduce themselves.

Session 1

Blank fliochart

Flipchart 1:
'Workshop
objectives'

Resources

10 minutes

TOTAL TIME:
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Steps in recruitment

TOTAL TIME:
25 minutes

00.35

00.20

•

•

•

•

•

00.10

Show Flipchart 2 (the agenda) and attach it to the wall so
that it is visible throughout the event.

Check the progress of the groups and question them if they
are getting things wrong. (The correct order is shown on the
last page of the Introduction.)
Once the groups have finished the exercise, take one set of
cards and stick them on the wall in the correct order so that
they can all see the answer. Tell the group that this will form
the agenda for the day.

Tell the group that this exercise is designed to introduce
them to the basic steps in recruitment and selection.
The end result will provide the agenda for the day.
Ask the participants to get into groups of 4-5. Tell them that
you will give each group a set of cards showing the various
steps in recruitment and selection. Ask them to put the
cards into the right order on the floor. Hand out a set
of cards to each group and tell them that they have
10 minutes.

What YOU do

Timing

Come back into one farge group.
Ask questions if they don't understand.

Arrange the cards on the floor in the right order.

Get into groups of 4-5

What the LEARNERS do

Flipchart 2 :
'Agenda for today'

Cards - see
Introduction

Resources

Purpose: to introduce the basic steps in recruitment and selection and to present the outline of the workshop. This is an active session which helps to
set the pace for the day.
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Diversity

•

•
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•

Ask the participants to reflect on the composition of the teams
that they work in. Are there any gaps in terms of diversity?
What does diversity mean in their context? Challenge the group
to think about how those gaps could be addressed as they
work through the rest of the course.

Emphasise to the groups that diversity is important to Oxfam
because we are more legitimate if we reflect the population of
our stakeholders (beneficiaries, partners, supporters, etc.), and
because we need to access the skills and abilities available
from a range of populations and sectors of experience.
For Oxfam in international terms the four key types of diversity
are gender, race, ethnicity/caste, and work background.
Is it the same for their region/country/team?

Show Flipchart 3. Tell the group that this exercise is designed
to answer the questions 'Why is staff diversity important for
Oxfam?' and 'In terms of diversity, what are the three most
significant gaps in our region/country?' Ask the learners to form
four groups. Tell them that they have 10 minutes to discuss the
questions and then record their answers on a flipchart.
After 10 minutes ask the groups to pair up and write a shared
answer to each of the two questions on a flipchart.
After 10 minutes bring the groups back together and display the
two completed flipcharts. Facilitate a negotiation to agree on
one set of answers. (It is not essential to decide on a final
top 3: this process is simply a device to encourage discussion.)
in one?

ty-;-v--sw?--' •>>*:

Oft

Flipchart 3:
'Diversity'

Purpose: to explain the business case for encouraging diversity and encourage participants to consider the main diversity issues relevant to the team
that they work in. They will be prepared to think about the diversity-related implications of each of the stages of recruitment and selection that will make
up the day.
Resources
What YOU do
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Agreeing the vacancy

TOTAL TIME:
20 minutes

01.45

01.35

qualifications.

Ask the group: Why are competencies important in
recruitment and selection? Answer: Because the way that
someone behaves is a better indicator of success than their

•

experience or

Ask the group: What is a competency?
Answer: A behaviour associated with effective performance.
Give out Handout 2 ('Oxfam competencies') and remind the
group that job profiles should include a list of key skills and
competencies. Identifying key competencies will be a part
of the process of deciding the strategies for advertising
and interviewing.

•

•

Check with the group if they have any questions.

•

•

•
•

•

01.25

Remind the group about the cards that represented the
steps in the recruitment and selection process. Tell them
that they are now going to look at the first step of
recruitment, which is agreeing what the vacancy is.
Give out Handout 1 (checklist for agreeing a vacancy).
In this session you need to ask questions to draw out the
knowledge in the group.
Go through the handout and, at each stage, ask the group
who needs to be involved in making a decision, and who
signs it off. Tell the group that detailed questions should be
referred to their HR team.

What YOU do

Timing

Suggest answers.

Suggest definitions for a competency.

Ask questions if they don't understand.

Answer questions.

What the LEARNERS do

Handout 2:
'Oxfam model of
behavioural
competency'

Handout 1:
'Checklist for
agreeing a
vacancy'

Resources

Purpose: to present the steps that need to be taken before a recruitment process can begin. By the end of the session, participants will understand the
decisions that need to be made, and they will have considered some of the criteria for those decisions and will know who needs to sign off conclusions.
Beware: participants will probably ask many questions that are slightly off the subject. You need to remind them of the main purpose of the course, and
limit discussion of questions that are not relevant to the main theme. Use the flipchart on the wall to 'park' questions.

Session 4
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BREAK

Encourage the group to move from their chairs and take some refreshments. While we are learning, it is
important to have time to reflect. Tell the group that, where possible, they should not use the break as an
opportunity to make telephone calls or return to their desks.

01.45-02.00
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Deciding how and where to advertise

02.20

Timing
02.00

•

•

Answer the question

Ask the group: Which of these methods will help you to achieve a
more diverse workforce? Answer: all of them, but it is the task of the
recruiting manager to decide whether to try something different in
order to reach a different audience.

Tell the group: Each of these methods requires us to design
attractive messages to encourage applications. Don't assume that
you have this skill. Ask for support from your HR team, which has
some standard templates available for you to use in advertising.

Blank flipchart

Suggest ways of sourcing candidates.

Facilitate a short, brisk brainstorm to identify ways of reaching
candidates.
Record their answers on a blank flipchart and encourage
participants to record them in the space on Handout 3.
Fill in any gaps yourself: newspaper and magazine adverts,
websites, agency head-hunters, direct targeting of suitable
candidates, networks (team / partners/ allies/ other Oxfams),
recruitment fairs or events, posters/leaflets.
Emphasise to the group that they can ask the Human Resources
team for advice and support. The HR team will place the
advertisements.

Resources

Handout 3:
'Attracting suitable
applicants'

What the LEARNERS do

TOTAL TIME:
20 minutes

Read the handout.
Ask questions.

Tell the group: let us now assume that we have agreed what the
vacant role is, and have obtained approval for it. We are now going
to move on and look at ways to attract suitable applications.
Give out Handout 3. Talk the group through the stages of decision
making. Ask if they have any questions.

What YOU do

Purpose: to explain the process of identifying an appropriate pool of candidates and ways in which those groups could be targeted.
Learners will consider how Oxfam can attract applicants from a range of diverse backgrounds.

Session 5
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Criteria for short-listing

TOTAL TIME:

Remind the group about the cards that represented the steps in
the recruitment and selection process. Tell them that the next
exercise will consider the process of short-listing candidates.
Ask the group: What is the aim of short-listing? Answer: To select
from the applicants the best possible candidates for the job, and to
give the interview panel a diverse (but not too large) group of
candidates to select from. (3-6 candidates is the usual size.)
Give out Handout 4. Allow the group time to read it.
Tell them that they will be doing an exercise in groups. They will
decide on the key criteria for a particular job and then draw up a
short-list from some applications.

Divide the participants into groups of 3—4.
Give out Handout 5. Tell the groups that they have 10 minutes to
decide three key criteria against which they will be short-listing.
After 10 minutes bring the groups back together and ask each
group to quickly report the three short-listing criteria that they have
selected. Write them all up on Flipchart 4.

Ask the group if these criteria are really essential to the job.
(Ask about diversity e.g. Do any of these criteria exclude people
who have not worked in an NGO before? Does that matter?)
Can all the criteria be assessed from an application?
Beware: some competencies, such as interpersonal skills, cannot
be assessed on paper.
Tell the group: to save time, you have been asked for only three
key criteria. How many should you normally look for?
Answer: It depends on the role and on the available pool of
candidates.

02,30

02.45

What YOU do

02.20

Timing

Answer questions.

Discuss.

Groups call out their chosen criteria.

Get into groups.
Discuss and agree three key criteria for
short-listing.

Answer the question.

What the LEARNERS do

Flipchart 4:
'Our criteria for
short-listing'

Handout 5:
'Job profile'

Handout 4: 'Advice
on short-listing'

Resources

40 minutes
Purpose: to give participants practice in deciding on criteria for short-listing and give them an opportunity to reflect on the ways in which the criteria may
affect the diversity of short-listed candidates.

Session 6
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Practice in short-listing

03 4 O

03.26

After 20 minutes, bring the groups back together and ask
each group to say how they have ranked the candidates.
Ask them to say one thing that they have learned about
short-listing through this process, and to raise any
questions that they now have.

Tell the group that it is good practice to have more than one
person involved in the short-listing, so that decisions can be
challenged.

•

•

•

•

•

03,00

Tell the group that they will now do some short-listing,
using the criteria that they have selected. As this is an
exercise to practise skills, we will only look at a small
number of applicants and rank them in order of preference,
rather than deciding whom we would like to interview.
Ask them to return to the same small groups as in
session 6.
Give out Handout 6 and tell the groups that they have
20 minutes to rank the applications in order of interest.
Give out Handout 7 and explain that filling in a grid to show
each candidate and each criterion can help them to make a
clear comparison.

What YOU do

Timing

Purpose: to practise short-listing skills.

Session 7
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Share their results and their learning from this
experience.

Consider the candidates.

Return to the»r groups.

What the LEARNERS do

Handout 7:
'Short-listing form'

"Job applications
for short-listina'

Resources

40 minutes

TOTAL TIME:
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Interviewing and assessing candidates
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Offer examples: e.g. Tell me about a
time when you have had to be flexible to
get a job done, ... Describe a time when
you had to change the way you
approached something at short notice.

Ask questions if they don't understand.
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closed questions.

Flipchart 5:
'Funnelling'
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Give examples of very open, open, and

Handout 9:
'Interview
questions'

Handout 8:
'Assessment
methods'

Resources
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04.05

Tell the group that they will now consider how to conduct an interview.
Give out Handout 9 and give the group time to read it.
Use Flipchart 5. Tell the group that good interviewers start with a very
open question which gets candidates to recount something that they
did in the past; and they follow that by asking open probing questions
which narrow the process down to specific details. Ask the group for
examples of very open and fairly open questions, and add them to the
flipchart. Ask for examples of closed questions.

03.45

What the LEARNERS do

TOTAL TIME:
25 minutes

Trainir

Tell the group that they will now design one sample question together,
to explore the competency 'Adaptable and Flexible'. Ask the group to
suggest a wide open question which would let a candidate tell a story
about how they have demonstrated this competency in the past.
This may be a difficult concept for some groups. Spend time ensuring
that the message is clear: we want to explore real experiences from
the candidate's background, to help us to find out whether the
candidate has shown this competency in the past.

Remind the group about the cards that represented the steps in the
recruitment and selection process. Tell them that the next exercise
concerns interviewing and assessment.
Tell the group that there is no time today to consider all of the ways
in which they could assess candidates; today we will concentrate on
interview techniques.
Give out Handout 8, listing selection methods and the questions that
recruiting managers should ask before deciding which to use.
Emphasise the need to think about how key skills and competencies
can best be measured within the limitations of time, budget, etc.
There is no time today for a detailed discussion. Tell the group that
any questions can be answered later by their HR team.

What YOU do

03.40

Timing

Purpose: to consider various methods of selection and decide when they are appropriate. To present a range of questioning techniques.

Session 8
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When we are learning, it is important to have time to reflect. Tell the group that, where possible, they should not
use the break as an opportunity to make telephone calls or return to their desks.

04.05-05.00 LUNCH BREAK
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Practice in interview skills (part 1)

Split the participants into groups of 4. If the group does not
divide exactly into fours, allow some groups of 3 or 5.
(You may want to select the groups in advance to ensure a mix
of abilities, so that inexperienced members can learn from more
experienced colleagues.)
Ask each group to decide their roles: one candidate to be
interviewed, two interviewers (or three in a larger group), and
one observer to provide feedback (or no observer if there are
only three in a group). Tell the group that they will exchange
roles and repeat the exercise after the break, so that everyone
gets a turn as an interviewer. Show Flipchart 6 with instructions
for the role-play.

•

05.30

05.10

Tell the group that they will be practising interviews, and that will
require them to do some role-playing. The benefit of this is that it
allows practice in a safe environment and with feedback.

•

05.00

Once roles are clear, ask all of the 'candidates' to get together in
a group, all of the 'interviewers' to get together in a group, and all
of the observers to get together in a group.

Give the candidates Handout 10. Give the interviewers
Handout 11. Give the observers Handouts 10, 11, and 12.
Tell them that they have 20 minutes to prepare. Work with the
group of interviewers to help them think about questions
(see their handout) that will investigate the key competencies
that they have been given. Ask the interviewers to plan who will
ask which question.

•

•

•

What YOU do

Timing

Prepare for their role.

Get into groups according to their roles.

Decide roles in their small group.

Divide into small groups.

What the LEARNERS do

Purpose: to practise interviewing, using appropriate questioning techniques, and to get some feedback from other learners.

Session 9

TOTAL TIME:
30 minutes

Handout 10:
'Role-play brief
for candidates'
Handout 11:
'Role-play brief
for interviewers'
Handout 12:
'Role-play brief
for observers'

Flipchart 6:
'Instructions for
role-play'

Resources

2 pages
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05,35

•

08.10

00 IS

•

05.55

•

•
•

05.30

Ask each interview group to share with the whole group
just one thing that they have learned about asking good
interview questions: something that they intend to do
differently next time.

After 20 minutes tell the groups to stop, no matter how far
they have got with the exercise. They now have 10 minutes
for feedback. The observer should manage the feedback
process in each group, first asking the interviewer(s) how
they felt it had gone, then asking the candidate how it felt
for them, and finally adding their own comments as an
observer. The feedback should focus on the interviewer(s)
and their behaviours, not on the candidate.

Tell the groups to start their role-play in accordance with
the handouts. They have 20 minutes for the role-play and
10 minutes for feedback. (If they finish early, they should
repeat the role play in response to some of the feedback.)
Go around the groups to observe, taking notes so that you
can give feedback to the interviewers.

Ask the participants to return to their interview groups.
Tell them to arrange the space as if for an interview
(with the observer sitting to one side) and to plan how they
will welcome the candidate.

What YOU do

Timing
*
•

Share learnir^ points with t i e larger group.

Share feedback as directed.

Conduct an interview.

Return to their interview groups.
Arrange the space around them for an interview.

What foe LEARNERS do

Purpose: to practise interviewing, using appropriate questioning techniques, and to get some feedback from other learners.

Practice in interview skills (part 1 continued)

Resources

TOTAL TIME:
45 minutes
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BREAK

When we are learning, it is important to have time to reflect. Tell the group that, if possible, they should not use
the break as an opportunity to make telephone calls or return to their desks.
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Practice in interview skills (part 2)

•

06.35

07 25

•

07.20

Get the groups to conduct interviews for 20 minutes and
then share feedback for 10 minutes, exactly as before.

Once roles have been decided, ask all the 'candidates' to
form one group, all of the 'interviewers' to form another
group, and all of the observers to form another group.
Give the candidates Handout 10, give the interviewers
Handout 11, and give the observers Handouts 10, 11, and
12. Tell them that they have 10 minutes to prepare for the
next interview, using the lessons learned in the previous
session. Work with the 'interviewers' to help them to think
about questions (see their handout) that will investigate the
key competencies that they have been given. Ask the
interviewers to plan who will ask which question.

Once the groups have finished, bring them all back
together and ask them to share what they have learned
tne nterv ew
fr°m
i
i
practice sessions. Ask them what they
will do differently next time they run an interview.

•

06.50

•

•

06.30

Bring the interview groups back together and tell them that
they are now going to repeat this exercise, playing different
roles. The observer and the interview candidate now
become the interviewers; the interviewers become the
observer and the candidate. Everyone must have an
opportunity to be an interviewer.

What YOU do

Timing

Share their learning with the wider group.

Run the interview.
Share feedback.

Plan the interview.

Get into role groups.

Decide roles.

What the LEARNERS do

Purpose: to practise interviewing, using appropriate questioning techniques, and to get some feedback from other learners.

Session 10

Handouts 10,11,
and 12

Resources

TOTAL TIME:
55 minutes
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Completing a recruitment
15 minutes

TOTAL TIME:

Tell the group that inductions for new members of staff are
the responsibility of the line manager; for Oxfam staff, the
Oxfam intranet carries information about how to do them.

•

07 40

Tell the group that for recruiting managers there are a
number of crucial steps to take before a new member of
staff can start work.
Give out Handout 13 and go through it with the group.

•

07.25

•

What YOU do

Timing

.

R ea< j the handout and ask questions.

What the LEARNERS do

Handout 13:
'Checklist for
completing a
recruitment'

Resources

Purpose: to explain how to make a job offer and to emphasise the importance of taking up references and arranging medical checks.
Learners will become familiar with contracts, know where to go for further support, understand the parameters for negotiating the reward package,
and be aware of the importance of planning and conducting a thorough induction.
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Review and summary

Give out Handout 14 (the feedback form) and ask the group
to fill it in and return it to you before they leave. Tell the
group that feedback is important in that it will help us to
improve the course in future.

•

•

•

•

Collect the feedback forms. They must be copied to your
Regional HR team, together with a list of names of those
who attended.
Thank the group for their inputs of time, energy, and ideas.

Tell the group about the additional learning material and
opportunities (listed under 'Linked learning' in 'Information
for Facilitators' at the front of these notes). For Oxfam staff,
draw their attention in particular to the HR businessprocesses pages on the Intranet.

•

08,00

Remind the group about the cards that presented the
essential steps in recruitment and selection. Go through
them in the correct order, asking the group at each step to
identify the most important points.
Refer the group to the objectives on Flipchart 1 and ask
them if they feel that the session has met the original
objectives.
Ask if there are any further questions. If you cannot answer
them by using the resources in the room, tell the group that
you will find the answers; tell them how you will
communicate the answers to them.

•

07.40

•

What YOU do

Timing

Purpose: to summarise and collate the lessons learned so far.

Session 12

Fill in fie feedback form.

Ask questions.

Say whether they think that
have been met.

Answer the questions.

What the LEARNERS do

Handout 14:
'Evaluation of
Recruitment and
Selection Course'

Linked learning
information

Flipchart 1:
'Objectives'

Cards on wall

Resources

TOTAL TIME:
20 minutes
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Handout 1
Checklist for agreeing a vacancy
Do we need someone?
•
•

If this is a new role, then you will have to write a business case in order to
get a budget for this role.
If replacing a member of staff who is moving on, then you should still
ask yourself if you need the same role again, or if the needs of the
organisation have changed.

What do we want the post holder to do?
•
•

A job profile needs to be agreed and signed off, describing what the job is
and what the post holder will be responsible for.
The job profile should identify key competencies and skills for the role.
See handout 2 for Oxfam GB's Behavioural Competencies.

3. How much will it cost?
•

•

Once you know what role you are trying to fill, you need to evaluate the
job and decide (with the agreement of appropriate colleagues) on the
market salary and package for this role.
You need to ensure that you have sign off for both the salary costs and
the costs of recruitment.

When do we need someone in post?
•

Think
some
o
o

about how long it will take to get a new member of staff in place: for
posts the process could take six months.
How could you plan to start the process earlier?
What interim arrangements do you need to make?

You cannot proceed with a recruitment until the following have
been signed off and agreed:
s
s
s
s
s

Job profile
Job family and level
National/National+/Global designation
Recruitment budget
Salary budget

There are detailed procedures and rules for deciding these issues. Oxfam
staff, consult your Human Resources team, or the Oxfam GB intranet at
http://homepage/procedures/ihrhowto/default.htm
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Handout 2
Oxfam model of behavioural competency
Behaviours associated with effective performance in Oxfam

ACHIEVING RESULTS
Organisation
to work
effectively

THINKING AND UNDERSTANDING

Drive to
achieve
results

Organisational
awareness

<—

i

—•

Critical
information
gathering

Knowledge
management

\
Tenacity

Conceptual
thinking

Initiative

Decision
making
Analytical
thinking

WORKING EFFECTIVELY
WITH OTHERS

SELF MANAGEMENT
Managing
emotions
\
Adaptable
and
/
flexible

Selfawareness

\

Respect
for
others

Supporting
others

Following
\
Influencing
others

/

\
I

Interpersonal
awareness

Communications

LEADING OTHERS
Motivating
others

Delegation

JOB-SPECIFIC

Developing
others

Application of
underpinning
knowledge

Taking
charge

Specific
skills
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Handout 3
Attracting suitable applicants
Once you have decided on the role and level of the post, you need to
consider how to find the right candidates.
1. Are there sufficient internal candidates?
•
•

Oxfam is keen to encourage internal promotion so that staff can build
careers within the organisation.
Think about the staff whom you know, and ask your HR team about
possible candidates elsewhere in Oxfam.

2. Where could you go to find suitable external candidates?
•
•
•
•
•

How could you attract diverse applicants and applicants from groups who
are under-represented in your team?
Who are your target applicants? How do they search for jobs (if they are
actively looking)? What do they read (if they are passive jobseekers)?
Are recently used methods working well, or do you need to experiment
with new methods?
What is your budget for this recruitment?
What is the cost-effectiveness of the various methods? (Note that the
cheapest method may not be the most effective.)

3. What options are there?
• You may wish to make notes from the group brainstorm session.

In making these decisions, talk to your Human Resources team.
They will know about the options that are being used elsewhere, and they can
give you an idea about the costs and relative successes of various options.
Whichever way you choose to advertise, don't forget to plan the
administration of the application process: who will be responsible for it?
Oxfam staff, see http://homepage/procedures/ihrhowto/default.htm
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Handout 4
Advice on short-listing
What is the purpose of short-listing?
To select from the applicants the best possible candidates
for the job.
•

To give the interview panel a diverse group of candidates from which
to select.

Who should short-list?
•
•
•
•

More than one person.
Must include the recruiting manager.
Short-listing needs to be done by staff who have the skills to spot the
unusual but interesting candidate as well as the obvious ones.
If there are very large numbers of applicants, it may be necessary to
do this in two stages - first a 'long-list' based on minimal criteria,
and then a more refined short-list.

How should you decide on criteria for short-listing?
•
•

•

Think about the skills and competencies that are essential to good
performance in the role, as identified in the job advert.
Some criteria (for example, interpersonal skills) that may be absolutely
key to the role cannot be easily assessed from application forms.
Therefore they should not be included in the short-listing criteria.
Always look out for candidates who have transferable skills and are
interesting possibilities even though they may not fulfil every specified
criterion.

What are 'very minimum' criteria?
•

•

Some short-listing criteria may be so crucial to success in the role that if a
candidate does not fulfil them, then no matter how good the applicant is
in other respects, he or she will not get the job. For example, for many
national posts a minimal criterion might be the legal right to work in the
country in question.
Judging candidates by 'very minimum' criteria is an easy way to identify
unsuitable candidates, but be very careful - are the criteria that you are
using absolutely essential in reality? Is there a risk that you will miss an
opportunity to interview some potentially good candidates from diverse
backgrounds by using such criteria?

Oxfam staff: for further guidance, consult your Human Resources team
or the Oxfam GB intranet at
http://homepage/procedures/ihrhowto/default.htm

© Oxfam GB 2006 All rights reserved

34

Handout 5

Pick-up-and-Go Training Pack • Managing Yourself and Others

(2 pages)

Job profile, Logistics Administrator
JOB TITLE: Logistics Administrator

DIVISION / DEPARTMENT /
LOCATION: Your team

JOB FAMILY: Business Support
/ Administration

SALARY: As market rates

LEVEL: E1
Designation: National
OXFAM PURPOSE: To work with others to overcome poverty and
suffering

DIVISION PURPOSE: To act with poor people as a force for change in
addressing the causes of poverty, suffering, and injustice, alleviating
their symptoms.
TEAM PURPOSE: As your team.
JOB PURPOSE: Ensuring that the Logistics team is provided with
efficient and comprehensive administration support. Occasional parttime support to the rest of the country team.
REPORTING LINES:
Post holder reports to: Logistics Co-ordinator
Staff reporting to this post: not applicable
BUDGET RESPONSIBILITY: not applicable
DIMENSIONS:
• Draws from a number of information sources to inform individual and
group decisions.
• Solves basic problems which have some variety, and takes
decisions based on a number of possible options.
• Communicates widely within the team, with some Oxfam contacts
and external contacts.
• Contributes to the development of improvements to the team's
services, procedures and systems
KEY RESPONSIBILITIES:
1. Provide administrative support to Logistics Co-ordinator and Logistics
team. This includes creating documents or inputting into databases or
spreadsheets, distributing the mail, maintaining attendance records.
2. Arranges purchase orders, procurement and logistics, co-ordinates
freight and shipping.
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3. Oversees maintenance of office equipment and seeks competitive
quotes for repairs/purchases.
4. Books travel arrangements including visas, accommodation,
and car hire.
5. Supports Logistics Co-ordinator in monitoring and recording
Logistics Team budgets.
6. Country-office liaison and support, including arranging per diems and
floats for visitors.
7. Arranges conferences and workshops and provides welcome packs
for meetings.
8. Indirect responsibility for one Driver.
SKILLS AND COMPETENCE:
1. Ability to develop procedures and solutions to administrative
challenges.
2. A working knowledge of Microsoft Office 97/2000 (in particular
Word and Excel).
3. A working knowledge of PeopleSoft would be an advantage.
4. Attention to detail; financial and numerical skills.
5. Ability to work in a team and adapt to rapidly changing external
constraints under pressure, with minimal supervision.
6. Confidentiality, tact, diplomacy, and excellent interpersonal and
communication skills.
7. Ability to plan and follow tasks through to completion.
8. Ability to prioritise and organise own workload against competing
demands

Your task: Decide the 3 key short-listing criteria for this role
_

© Oxfam GB 2006 All rights reserved

36

Pick-up-and-Go Training Pack • Managing Yourself and Others

Handout 6: Job applications for short-listing (3 pages)
Application 1
Name: A.B. Ceedee
Qualifications and Training
2001 Microsoft Office trainer's certificate
1997 Microsoft Office advanced certificate
1996 Microsoft Office certificate. (Word, Excel, Powerpoint)
1992 Diploma in Secretarial Skills. Typing 45 words per minute
1991 Higher School Certificate. Grade B average
Plus attendance at work-place courses and workshops , including 'Excelling at
Customer Service', 'Fraud awareness' and The basics of banking'.
Employment History
1999-Present: Senior Administrator, East West Bank
• Manage the diary of Senior Manager
• Oversee the work of 3 junior administrators, managing their workloads and
quality of output
• Manage the staff database of leave and sickness absence
• Responsible for ordering and maintaining stationary supplies across four
branches
• Train staff across four branches in one to ones or small groups in the use
of Microsoft Office tools and manage the computer skills database
1993-1999: Junior Administrator, East West Bank
• Typing up of documents ensuring accuracy and clear presentation
• Filing of key documents to agreed standards
• Providing cover across departments when requested
« Asset management of valuable equipment
Achievements, Personal Qualities and Skills
Personal Qualities: I am an enthusiastic team worker who enjoys performing
detailed work to high standards. Colleagues often tell me that I am very
efficient and that I always work hard to keep the customer happy.
Skills: I have very well developed computer skills across all of the Microsoft
Office tools and in internet usage. I enjoy sharing that knowledge with others
and I run training courses for colleagues to help their skills.
Achievements: I have twice been awarded the 'Employee of the Month'
award for my customer service
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Handout 6
Application 2
NAME:

ELIZABETH. F. GEE

EMPLOYMENT HISTORY
2000-Present: Office Manager, Kenya Christian Development and Relief
(KCDR)
• Managed an office for a small NGO based in Nairobi
• Duties included managing accounts and invoices, overseeing human
resources issues, managing the maintenance and repair of the office and
two vehicles, directly managing one part-time assistant.
1994-2000: Administrator and Bursar, Wamposi High School
• Book keeping of budgets for a large girls school
• Invoicing of parents for fees
• Ordering and stock-taking of books and other teaching materials
• Communicating with national authorities on syllabus contents and exams
• Standing in for School Accountant during his absence
EDUCATION AND TRAINING
1994 BA (Hons) Business and Marketing. Lower second class
University of Eastern Africa Baraton, Kenya
1989 Kenya Higher School Certificate; 3 A's, 2 B's
WORKSHOPS ATTENDED
•
•
•
•
•
•

Team building skills for NGOs
Influencing successfully
Microsoft Word
Microsoft Excel
Peoplesoft basic
Database management

ADDITIONAL QUALIFICATIONS
Languages:
Kiswahili (fluent), English (fluent), French (good)
Computer Skills: Windows, MS Office, Peoplesoft, and Internet proficiency
Other:
International driving licence
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Handout 6
Application 3
Mr H.I Jakay
An enthusiastic worker with an interest in development issues and working
internationally
Qualifications
2000-2002 Singapore School of Journalism
Pass year one, then left to pursue other interests

1996-2001 Cambridge International School, Singapore
Followed UK curriculum: A Levels: English B, Maths C, History E
6 GCEs at grades A-C

Work experience
2002-2004 Various short-term temporary jobs in Singapore, mostly involved
in administrative work.
2001-2002 Part-time waiter in a busy restaurant
Other qualifications
•
•
•

Fluent in English and Mandarin. Basic French
Full clean driving licence
Computing skills - I am a keen computer game player and can programme
in BASIC, C++ and Alegra. I am a keen user of the internet and can use
most Microsoft and other word-processing packages.

Interests
I am interested in international events and politics and hold strong views
about the need to change the way in which the world's poor are treated. This
is the main reason for my application to Oxfam.
I enjoy writing and have had articles published in several computer
magazines.
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Handout 7
Short-listing form
Use this short-listing form to record your notes and decisions.
This form should be kept as evidence of fair process in short-listing
Job title:

Logistics Administrator

Selection Criteria

Candidate 1

Candidate 2

Decision and
reasons

Signed

Date.
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Handout 8
Assessment methods

The following methods are commonly used in a variety of combinations as a
part of the selection process:
•
•
•
•
•
•
•
•
•

Initial informal interview for screening purposes
Telephone interview
Presentations
Panel interview using competency-based questions
Group exercises; for example, requiring a group of candidates
to deliver an objective within a specified time
Role-play exercises; for example, answering the telephone
or being interviewed for a radio programme
Custom-made in-house exercises; for example, a financial skills test,
or a word-processing test
Commercially produced ability tests
Personality questionnaires

Checklist to ensure the use of appropriate selection methods
Recruiting managers should ask themselves:
1.
2.
3.
4.
5.
6.
7.
8.
9.

Where and how else can I objectively gain this information?
Does this method test for a desirable or essential competency?
Is this exercise job-related?
What am I gaining by asking for this exercise to be completed?
How would I feel if I were asked to do all this when applying for
this post?
How much will this process cost Oxfam in total?
Is there time to set up the process?
Is there time on the day of assessment to make effective use
of these methods?
Can I be sure of finding sufficient trained observers and assessors
to use the chosen methods correctly?

Oxfam staff, consult your Human Resources team for advice on selection
methods. Also see the Oxfam GB intranet at
http://homepage/procedures/ihrhowto/default.htm
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Handout 9
Interview questions
•

•
•
•
•

Plan questions that will allow the candidate to talk about occasions
in their past experience when they have demonstrated the
key competencies and skills for the role.
Design your questions to explore the candidates' experience and to
find out about how they dealt with particular situations.
Avoid theoretical 'what if... ?' questions.
Keep questions simple. Don't ask more than one question at a time.
Use clear language.
Give the candidate time to think.

Funnelling: a technique used by good interviewers
For each competency that you are trying to find out about, start with a
wide open question that will allow candidates to describe their previous
experience in general terms. Then follow up with open probing questions,
gradually narrowing the focus in order to obtain more detailed information.
This process is called 'funnelling', because, like a funnel, it starts wide
and then narrows down.

Start with a wide open question

Tell me about...
Describe ...
Explain ...
Talk me through

Open question probe

Open question probe

What...?
When ...?
Who...?
Why...?
How...?
Where...?

Get to the details of their experiences
For example: To explore the competency Decision making, start with a
wide open question: Tell me about a time when you had to make a decision
about a complex situation. Proceed to ask probing questions: How did you
reach your decision? What sources of information did you use? Why?
Who else did you consult? Why? What was the impact of the decision?
What did you learn from this experience?
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Handout 10
Role-play brief for 'candidates'
In order to practise interview skills, this role-play is not concerned with an
interview for a specific job. Instead we will practise interviewing candidates
for a list of key competencies.
These are the key competencies that your interviewers will be assessing:
•
•
•

Organisational skills
Influencing others
Supporting others

Think about occasions or situations, in work or out of work, where you have
demonstrated each of these competencies. Be prepared to talk about those
experiences.
If you have any spare time, think of some questions that could be asked in
order to assess each of these competencies. They should be wide open
questions that will assess candidates' real experience, to see whether they
have demonstrated the competency in question.
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Handout 11 (2 pages)
Role-play brief for Interviewers'
In order to practise interview skills, this role-play is not concerned with
an interview for a specific job. Instead we will practise interviewing candidates
for a list of key competencies.
These are the key competencies that you must try to assess during
this interview:

• Organisational skills
• Influencing others
• Supporting others
Think about each competency and try to decide ...
•
•
•
•
•
•

How could you obtain evidence that candidates have shown
this competency before?
What question will help them to tell a story about a situation or an occasion
when they have done this in the past?
Think about wide open questions that will give the candidate
the opportunity to talk.
Think about open probing questions that could follow their answer.
Who will ask each question?
Who will take notes?

Some examples
•
•
•
•
•
•
•
•
•
•

Give me an example of a time when you
?
Could you talk me through that incident / meeting?
Give me an example of such a meeting / group.
You said 'we'. What did you do specifically? What part did you play?
What did you actually say?
What was going through your mind at that time?
What did you mean by...?
Take a minute to reflect. Then give me a quick overview of the situation.
What were you feeling when that happened to you?
What stands out in your mind as the most important issue at that time?

Keep in mind...
•
•

Don't ask theoretical questions such as 'what would you do if...?'.
Give the candidate time to think and speak.

© Oxfam GB 2006 All rights reserved

44

Pick-up-and-Go Training Pack • Managing Yourself and Others

Handout 11 continued:
Assessment sheet for role-play
Use this assessment sheet to record your interview notes and decision.
All interview notes must be either recorded here or attached to this form and
filed for at least one year (or longer, depending on local law).
NAME OF APPLICANT:

Selection criteria

Met

Partly
met

Not
met

Comments

Organisational
skills

Influencing
others

Supporting
others

Overall assessment

Reason for
selection/rejection

Signed

Date.
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Handout 12
Role-play brief for observers
Your role is to offer feedback to the interviewers so that you can all
learn about interviewing skills.

Ask yourself:
•
•
•

Did the questions produce evidence that the candidate had demonstrated
the competency in his or her past experience?
Were questions wide open, open, or closed?
Did the probing questions produce detailed information about
the candidate's actions?

How to give good feedback
•
•
•
•

Supply evidence: take careful notes and give examples of what you saw
or heard, not merely the vague impressions that it gave you.
Body language and tone of voice are as important as the words used look out for them.
Concentrate on aspects of their performance that the interviewers
can change.
Give some praise as well as some criticism.

How to structure your feedback
•
•
•

First of all, ask the interviewers themselves how they felt that it went,
so that they can reflect on what they thought went well or not so well.
Secondly ask the interview candidate how she or he felt about
the interviewers' effectiveness.
Finally, offer your own feedback .

You should also have copies of the interviewers' briefing handout
and of the candidate's briefing handout.

If you have any spare time, think of some sample questions that could
be asked in order to assess each of the competencies:
•
•
•

Organisational skills
Influencing others
Supporting others

Remember to make them wide open and to look for examples of the
candidate's real experience that could show whether he or she has
demonstrated the competency.
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Handout 13
Checklist for completing a recruitment
Successful candidates
The conditional offer
Inform the candidate that you would like to offer him or her the job, but that
the offer depends on satisfactory references and medical check, on securing
a work permit (where applicable), and on agreeing a reward package.
References
Contact the referees (with the candidate's permission). The offer cannot be
confirmed until you have received two satisfactory references, which should
include at least one from the present or most recent employer. With telephone
and email references, make sure that you are speaking to the real referee.
Visas and work permit
Check if the candidate has the legal right to work in the country where the job
is based. If not, start the process of applying for a work permit.
Medical check
No appointment can be confirmed until the candidate's medical fitness
for work has been confirmed. New staff should not start work before then.
Contract
Your HR contact person will issue a contract, but you must provide all the
necessary information, so be prepared to give full details of the job,
the agreed package, the candidate, the start date, etc.
Planning for induction
Recruiting a suitable person is only the first step. A well-planned induction
is essential to enable the new starter to work effectively as soon as possible.

Unsuccessful candidates
Contact these as soon as possible. Tell them how and when they can receive
feedback if they want it.

Records for all candidates
Send all recruitment records to your Human Resources contact person.
The information is needed in order to issue a contract and set up a personal
file for the new starter. HR keeps the records of the unsuccessful candidates
for at least 12 months, in case the process is challenged; so make sure that
your notes are professional and not discriminatory.
Send the following documents:
Job Profile
CVs/Application Forms
References of successful candidate
Interview Assessment Sheets
Test records (if any)
Proof of right to work (if applicable)
Business case to pay above the minimum (if applicable)
Oxfam staff, see http://homepage/procedures/ihrhowto/default.htm
for further details.
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Handout 14
Evaluation of Recruitment and Selection Course
Name (optional):

Date:

For each question where there is a scale, please circle the relevant number.
1. I understand the Oxfam processes for recruitment and selection.
Strongly

Strongly

disagree

0

agree

1

2

3

4

5

2. I feel confident to run a recruitment and selection process.
Strongly
Strongly
disagree

0

agree

1

2

3

4

5

3. I feel confident to short-list and interview candidates.
Strongly
disagree

0

Strongly
agree

1

2

3

4

5

Is there anything that could be done differently to raise any of the scores that
you have given?

How could the facilitator improve his or her skills in helping others to learn?

Thank you for taking the time to complete this course evaluation.
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Pick-up-and-Go Training Pack • Managing Yourself and Others

Flipchart 1

Workshop objectives
Know
• Oxfam processes and best practice for
recruitment and selection
• The importance of diversity in our
workforce

Feel
• Confident to run a Recruitment and
Selection process

Do
Practise interviewing
Practise short-listing

Recruitment and Selection • Flipcharts
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Flipchart 2

Agenda for today
Introductions and objectives
Steps in recruitment
Diversity
Agreeing the vacancy
BREAK
Deciding where and how to advertise
Criteria for short-listing
Practice in short-listing skills
Interviewing and assessing candidates
LUNCH
Practice in interview skills (1)
BREAK
Practice in interview skills (2)
Finishing the recruitment
Review
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Pick-up-and-Go Training Pack • Managing Yourself and Others

Flipchart 3

Diversity

10
10
10
minutes

In 4 groups, then 2,
then all together for 10 minutes,
record your answers on a flipchart:
- Why does diversity matter to Oxf am?
- In terms of diversity, what are the
three most significant gaps in our
team / region?

Recruitment and Selection • Flipcharts

Flipchart4

Our criteria for short-listing:
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Flipchart 5

FUNNELLING
Start with a wide open question

Open question probe

Open question probe

Recruitment and Selection • Flipcharts

Flipchart 6

Instructions for the role-play
1)

In groups of 4
2x interviewer
lx candidate
lx observer

2)

Preparation - 20 minutes
Interviewers together
Candidates together
Observers together

3)

Interview - 20 minutes
Feedback - 10 minutes
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