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Why do you need this guide? 

1. To help get the best person for the role 

2. To protect yourself and the organisation by adhering to legal and equality commission 

frameworks 

3. To treat all candidates fairly 

 

 

Key Principles 

 

• Applicants should be appointed on the basis of merit 

• All applicants should be afforded equality of opportunity 

• Appointments Panel must have received training in recruitment and selection 

• Appointments Panels should be representative of the diversity of the Northern Ireland 

community (where feasible) 

 

The purpose of the Recruitment and Selection process, and the supporting documentation, is to 

ensure that the University continues its commitment to excellence and recruiting the highest calibre 

of staff.  Underpinning this is the University’s commitment to make appointments on merit and the 

promotion of equality and diversity.  

 

All Panel members must undertake the University’s one day Selection Interviewing Training course 

prior to participating in a recruitment exercise.  

 

All Panel members are responsible for ensuring that the Appointments Procedure is properly 

implemented, please ensure you have appraised yourself with the University’s Recruitment & 

Selection Procedure and Guidelines accordingly. 

 

 

 

 

 

 

 

http://www.qub.ac.uk/directorates/HumanResources/recruitment-and-selection/recruitment-and-selection-procedure/
https://www.qub.ac.uk/directorates/HumanResources/hr-filestore/Filetoupload,865395,en.pdf
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Advertising Summary 

Your positions will always be advertised as standard on QUB, Jobcentre and depending on the role 

we will utilise local job boards.  For other job boards we will work with you to secure relevant media 

aligned to the post. 

Please remember that your professional networks (LinkedIn, GitHub, Twitter, Research Gate and any 

other platforms) are more likely to contain relevant candidate(s) to a post.  As such utilise YOUR 

Network. 

Example: Martin Quinn from the Management School shared his position and had 488 views on 

LinkedIn within 24 hours. 

 

  

 

 

 

 

Shortlisting 

The Job Description should be used to develop shortlisting criteria;  

Shortlisting must be carried out systematically and in a consistent fashion; 

The Chair will ensure that the Recruitment Panel: 

• Understands the process. 

• Is clear about the meaning and application of the criteria listed in the Employee 

Specification. The desirable criteria may be enhanced, but no new criteria may be 

introduced.   

• Agrees the prioritisation of the desirable criteria. 

• All criteria should be strictly job-related and rigorously applied in a consistent manner. 

• All shortlisted candidates MUST meet all of the applied criteria (essential and/or desirable) 

or at a minimum the essential criteria. 
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Example Shortlisting  

Please highlight which criteria are applied via the example below: 

 

Panel members are required to detail the rationale for non-shortlisted candidates as detailed below: 
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Interviews 

All recruitment panels must be balanced and reflective of the community (gender and community 

background). Minimum panel composition is detailed below. 

All panel members should be reminded it is their responsibility to ensure our procedure is followed 

and applied fairly. 

• The Chair agrees which questions are asked and by whom 

• Chair outlines which sections are to be weighted, for anything other than Experience being 

weighted there should be a clear rationale for this. 

• Chair will open and close the interview and take lead answering candidate questions  

• Chair seeks consensus for ratings at sections 1 & 2 – The consensus enables the subject matter 

expert to help direct appropriate scoring in relation to the technical requirements of the post 

• Chair seeks consensus for final decisions (appoint, reserve and  unsuccessful) and ensures all 

paperwork is completed 

• Only questions which are relevant and job-related should be used. 

• Questions should not be asked about an applicant’s spouse/partner or children, or other 

personal circumstances. 

 

Example Interview Rating Form 

 



Recruitment & Selection Refresher 

 

 

Scoring Matrix 

 

Interview Panel Composition 
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Interview Questions 

Following the shortlisting meeting or pre-interview it is advised to devise your interview questions 

accordingly.  Should you require assistance please utilise your recruiter who can be found on the 

People & Culture website, under Resourcing (Hyperlink attached). 

 

Using the previous shortlisting Essential and Desirable criteria some relevant questions could be: 
Essential criteria 1) “Please describe a time you supported your school/area in the management and 
administration of a core module/exams/etc” 
Essential criteria 2 & 3) “Please outline your research experience, giving us particular examples of 
particle in cell simulations of laser driven ion acceleration” 
 

Competency based questions: 
It can be useful depending on the role you are recruiting to employ Competency based questions, 
your recruiter can help you should you wish to use such questions. 
Competency: Delivery/Track Record - “Please describe your most challenging project in the last few 
years?  What criteria did you apply to assess your teams’ performance against the objectives?” 

 

Example Interview Summary Sheet 

 

 

 

 

 

Selection Decision 

 

• Decisions are made through open and frank discussions (Chair please allow panel members 

to voice opinions in the first instance). 

• Chair seeks consensus on final decision(s). 

• Chair completes interview summary sheet with appropriate comments. 

• Three outcomes: Appoint / *Reserve / Unsuccessful 

*Reserve lists are valid for 12 months 

 

 

 

 

https://www.qub.ac.uk/directorates/HumanResources/about-people-and-culture/contacts/
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In Summary 

Ensure all appointments are on the basis of merit and providing equality of opportunity to all. 

All Panel members are responsible for ensuring that the Appointments Scheme is properly 

implemented, please ensure you have appraised yourself with the University’s Recruitment & 

Selection Procedure and Guidelines accordingly. 

 

Conflicts of interest  

Any identified conflicts of interest should be recognised and managed appropriately. Any panel 

member who has a conflict of interest should declare this to the Internal Recruiter at the earliest 

opportunity. 

Example conflicts of interest (below list is not exhaustive): 

 Personal relationships outside of the workplace with applicant 

 Previous intimate relationship with applicant 

 Family member 

 

Disclosure 

Candidates can make an application to receive ALL documentation relating to a recruitment exercise 

through a number of legislative frameworks such as Subject Access Requests (SAR), Freedom of 

Information (FOI) and The Fair Employment and Treatment Order (1998).  Disclosure of material 

varies depending on the information sought and framework used but panel members should be 

mindful that all applications, shortlisting forms, interview notes, email(s) (with any reference to 

candidate or requisition), references, minutes, memoranda and any other pertinent material can be 

disclosed through such frameworks or through Tribunal Order (Disclosure). 

http://www.qub.ac.uk/directorates/HumanResources/recruitment-and-selection/recruitment-and-selection-procedure/
https://www.qub.ac.uk/directorates/HumanResources/hr-filestore/Filetoupload,865395,en.pdf

