Screening Questions

As part of the recruitment process, you are likely to receive CVs from candidates of all abilities. Some even apply for vacancies where their qualifications are completely wrong for the position. 

It is important when asking candidates to apply direct that you have a facility for quickly profiling those people that are likely to be suitable for the position.

For example, if recruiting for an agency vacancy in the incentive/conference/events industry, you may wish the applicant to have 3 years experience on the agency side. You can highlight potentially interesting CVs by asking the following direct questions that require a simple Y/N:

· Do you have agency-based conference/incentive/events/experience? Y/N

· Have you worked on the agency side for a minimum 3 years? Y/N

The results will enable you to concentrate first on those candidates that fulfil your primary requirements.

By preparing a short questionnaire focusing on the 'Essential' and 'Desirable' requirements and making it available to potential candidates, you can save yourself a great deal of time and effort.

Those candidates' CVs that do not fit the bill on this occasion can either be held in reserve or scrutinised at your leisure for other vacancies that you may have in the future.

