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CATHOLIC RELIEF SERVICES





Catholic Relief Services (CRS) Recruitment Strategy
(Internal Document)
The role of the recruiter has changed and so have recruitment methods.  CRS needs a competitive edge to help attract "top talent".  Whether the requirement is for a single skill-set or  multiple skill-sets, the Recruitment Team’s goal is to develop and implement a multitude of recruitment strategies.
As part of our process, we will work with management to assess their region, country, division, department and CRS’s capabilities on the recruitment front.  We will develop a unique strategy using the Agency's strengths and offer the right combination of creative and practical approaches in identifying, tracking and qualifying the best diverse pool of candidates. 

Our strategy includes but is not limited to:
· Targeted niche media advertising (print and online)

· Web-based applicant management systems

· Prescreen assessment tool (VirtualEdge)

· Industry and functional market research

· Networking and relationship building

· Successful cold calling and creative methods to increase passive candidate’s interest

· Executive referrals
· Employee referrals

· Candidate pool database

High-Level Recruitment Process Overview for Hiring Managers
Step 1:
The Hiring Manager requests a position number if one does not already exists.
The Hiring Manager prepares a requisition for approval at the time a position vacancy occurs (whether a replacement or additional staff).   The requisition approval process is initiated through VirtualEdge (accessed through CRS Global on the Recruitment page).
Step 2:

The Recruiter meets with the Hiring Manager to discuss and finalize the Hiring Strategy.  The Hiring Strategy will set overall expectations of the recruitment process (i.e., time-line, interviewers, interview process, sources, screening criteria-assessment questions, pre-screening, tangibles and intangibles associated with the job, etc.).

Step 3:
Internal & External Candidate Sourcing - Typically, all position vacancies are posted internally for 10 business days to allow employees first choice of consideration.  However, simultaneous internal and external postings do occur based on business needs, etc.  Hiring Managers indicate their preference for posting, including CLOSING date for the position.
Based on the established screening criteria/filtering questions and overall position requirements, the Recruiter screens (i.e., paper and/or phone - whichever is applicable) candidates for minimum qualifications and forwards those who are qualified to the hiring manager for consideration and feedback.
Note:
Hiring Manager has the option of receiving all candidates who apply.
Step 4:

Upon review, the hiring manager provides feedback to the Recruiter regarding next steps for the candidates (i.e., contact candidates, carry out full pre-screen which includes general, position and candidate specific questions; hiring manager reviews feedback from candidates; additional follow-up/probe if necessary; consider and move to interview process, un-consider, etc.). 
Note:
For candidate
s who do not meet the minimum qualifications (especially internals), the recruiter sends a response notification of the decision.

Step 5:
Manager Conducts Interviews - It is highly recommended that interviews include a panel of appropriate participants and/or series of relevant interviews.
Note:  Selections of competency based interview questions are available to support hiring managers in conducting interviews.
Step 6:

Based on the hiring manger's feedback and summary of interview notes, a decision is made to make an employment offer or continue sourcing.

Employment offers - The Recruiter complete reference checks, obtains a compensation quote from the compensation manager/Sr. Compensation Analyst and reviews with Hiring Manager or Regional Director (whichever is applicable).  After an approval is obtained from the Hiring Manager or Regional Director, the Recruiter makes an employment offer.
Note:   The compensation quote is based on the following factors:

· Job description

· Banding

· Candidate qualifications assessed against the required qualifications

· The candidate's overall experience
· A thorough consideration of internal equity and external market competitiveness

In the spirit of reinforcing the Agency’s commitment to provide feedback to improve individual performance, it is highly recommended that the Hiring Managers notify internal candidates not selected (see your recruiter for sample communication).
After the offer is accepted, the Recruiter sends a response notification to all candidates not selected.
Step 7:

Requisition Closed
Note:  Completion of the following tasks are critical for a successful hiring process:

· Assessment/filtering questions developed before positions are opened

· A hiring strategy meeting  
· The development of a pre-screen questionnaire which includes general, position and candidate specific questions (i.e., to be used after reviewing CV's against the position description and requirements)
· Both email and phone pre-screens before INTERVIEWS are held

· Reference checks completed on all hires
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