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Abstract 

The paper discusses the main issues of recruitment and selection, training and development, and retention and reward system for the 
employees in an organization. Different methods for each aspect are examined and presented in order to understand the nature of the issues, 
which deal with human resources in an organization. Those methods are recommended as the best tools for recruiting, training and retaining 
of the staff and at the same time not having to suffer the poorest. Hence, there are simple and ethical rules and to avoid hiring the wrong 
people and dissatisfaction of employees and they are based on examination of study materials.  
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1 Introduction 

Recruitment, training and retention are meaningful 
processes for the effective operation of any organization. 
The staff of a human resource department in a company 
plays the main role. However, despite the fact that they have 
one main objective - employment aspect in the organization, 
their duties vary considerably depending on the type of 
recruitment, selection, training and retention.  

The primary aim of this paper is to discuss what HR 
(human resource) managers can do in order to recruit, train 
and retain the stuff. The main terms and aspects are 
explained and some recommendations are proposed. Those 
recommendations, mainly, are connected to the negative 
issues of recruitment, selection, and retention. The issues of 
training in a company is linked to general learning and 
development program.  

Discussion and recommendations in this paper are focused 
mostly on HR management in Anglo-Saxon countries.  

2 Recruitment 

Recruitment can be defined (Alfes, 2011) as an “any activity 
carried out by the organization with the purpose of identifying 
and attracting potential employees”. The main aims of 
recruitment are to obtain a pool of suitable candidates for 
vacant posts; to use a fair process and be able to demonstrate 
that the process is fair; to ensure that all recruitment activities 
contribute to organisational goals and a desirable organi-
sational image; and to conduct recruitment activities in an 
efficient and cost-effective manner. Before going through the 
recruitment process and procedures, the one question “Is there 
a vacancy to fill?” should be answered. The recruiters have to 

examine the process of task or job in order to design it in more 
suitable and “attractive” way for a future employee or 
understand if this work is appropriate at all.  

For this reason, the job analysis should be conducted. It 
can be done via a questionnaire. Next procedure is to produce 
a job description. It contains job title, purpose of a job, major 
duties and other details. Job description can be used for other 
objectives, except recruitment, such as HR planning, day-to-
day performance management, identification of training the 
needs, etc. The following step is to produce a person 
specification. Recruiter has to take into account the main traits, 
skills and efforts to perform this job successfully and to clarify 
what kind of person to recruit and what to test for in the 
selection. Fraser (1978) proposed the following five-fold 
framework for person specification purposes:  

 Impact on others; 
 Qualifications and experience; 
 Innate abilities; 
 Motivation; 
 Emotional adjustment. 
Hence, Recruiter has to take into account the main traits, 

skills and efforts to perform this job successfully and to 
clarify what kind of person to recruit and what to test for in 
the selection. 

3 Selection 

Selection is the process of choosing the best person for 
the job (fitting for a particular job) (Harvey, Erdos, 2014). 
The main objectives of selection include gathering as much 
relevant information as possible; organising and evaluating 
the information; assessment of each candidate; forecasting 
performance on the job and giving information to applicants 
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so that they can judge whether or not they wish to accept an 
offer of employment. 

There are plenty of tools, which can be used in selection 
process. They may include different types of tests, such as 
intelligence, personality or aptitude tests. Another 
instruments consist of references, exercises, group works, 
assessments and interviews. 

There are a lot of instruments used for the selection and 
it is more convenient to emphasize on the one type of 
selection, such as interview. This tool is chosen for the 
reason that, nowadays, many companies around the world 
use it as the primary instrument.  

Face-to-face job interview is a selection procedure 
designed to predict future job performance and the main 
objectives of it are: 

 Assess candidates against some selection criteria; 
 Obtain and clarify information and views; 
 Sell the job and organisation (e.g., branding); 
 Add face validity to the selection procedure. 
However, some errors can arise during the interview 

such as halo/horns effect (first impression), hiring people 
like yourself, stereotyping, gathering insufficient or 
irrelevant information and others. To reduce these kinds of 
errors, the interviewers must gather sufficient information, 
resist halo/horns effect, and give candidates every 
opportunity to present themselves fully.  

4 Training 

It has to be mentioned that the training will be considered from 
the point of view of learning and development in this paper.  

In the development and training of staff, it is very 
important accurately identify the needs and gaps that are 
needed to fulfill with the help of training. More careful and 
attentive the performed diagnostics before training can bring 
more productive results. Often the supervisor cannot clearly 
articulate exactly what is required for the development of 
the event. However, he/she can always say what problems 
are needed to decide exactly what does not suit him/her at 
the moment. And on the basis of this information, literate 
HR specialist or an outsourcing company can provide with 
educational and developmental events, trainings, master 
classes, meeting for exchange experiences, etc. 

The primary objectives of training and development are 
to increase performance in order to achieve organizational 
goals and growth, improve worker safety, identify those 
with potential and for promotion purposes, provide 
psychological contract, aid motivation and staff retention.  

5 Retention and rewards 

Retention is an effort by a business to maintain a working envi-
ronment, which supports current staff in remaining with the 
company. Why does the company have to retain its employees? 
Many employee retention policies are aimed at addressing the 
various needs of employees to enhance their job satisfaction 
and reduce the substantial costs involved in hiring and training 
new staff. For example, high turnover of employees can 
damage an image and productivity of the organization.  

Higher levels of turnover in private sector (16.8%) 

compared to not-for-profit (16.4%) and public sector 
(12.6%) (CIPD 2009). There are differences across 
industries, regions, professions (Are highly paid employees 
more or less likely to change jobs?), age groups (Which age 
groups have higher turnover rates?). The main indicators of 
turnover can be low motivation and productivity, poor 
employee relations, high absence levels, dissatisfaction with 
work, insufficient training, better pay and job opportunities 
elsewhere. In order to explain turnover, a company has to 
conduct surveys, interviews and quantitative approaches.  

The best way to reduce the turnover is the creating the 
effective employer brand in order to make an organization 
distinctive and promises a particular kind of employment 
experience, and appeals to those people who will thrive and 
perform best in its culture.  

Another way to decrease turnover is the reward or 
payment system. A pay system is the basis on which an 
employee is rewarded by an employer for contribution, skill 
and performance. It cannot vary in relation to 
achievements/performance (basic rate schemes) or can vary 
in relation to results/profits/performance (including the 
acquisition of skills or competencies). 

7 Conclusions and recommendations  

This paper emphasizes the main steps in personnel 
management such as, recruitment, selection, training, and 
retention and reward system. The main issues are discussed 
and the most important points are highlighted. 

As the result, some recommendations are proposed for the 
effective recruitment, selection and retention of employees.  

One of the basic issues during the recruitment process is 
to organise writing a job advertisement for print or 
internet/intranet. It should follow the principle of AIDA. 

1. The ad should attract ATTENTION (borders, 
company logo, and effective use of white space, 
relatively large). 

2. The ad should develop INTEREST in the job 
(pointing out range of duties, amount of 
challenge/responsibility, location, working 
conditions, job specifications). 

3. The ad should create a DESIRE for the job 
(capitalize on interesting aspects of the job, unique 
benefits or opportunities (e.g., travel, career 
opportunities), stress employment equity, keep in 
mind target audience). 

4. The ad should instigate ACTION (include closing 
date and a statement such as “Call Today” “Send your 
resume today” “Go to the site of our next job fair”). 

One of the problems of recruitment is the desire to hire 
people who have huge experience and were highly valued 
in previous job. Those candidates can be called “stars”. 
However, the hiring “stars” can be risky and ccompanies 
should focus on growing talent within the organization and 
retain the stars they have.  

The advertisement and other recruitment procedures 
have to avoid discrimination. They should be age-neutral. 
Also, procedures should not discriminate against people 
with low levels of literacy etc., where these are not needed 
in the job and etc. 
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There are 10 criteria to choose and evaluate a selection 
method (Alfes, 2011). 

1. Selection criteria for the post (assessment centres vs. 
application forms).  

2. Acceptability/appropriateness of method (IQ tests 
for Professors).  

3. Ability of staff involved (personality tests require 
specialists/certification)  

4. Administrative ease (large number of suitable 
candidates). 

5. Time factors (in a rush, telephone vs. face-to-face). 
6. Accuracy (validity: the extent to which performance 

on a measure is related to what the measure is 
designed to assess).  

7. Reliability: the extent to which a measurement 
generates consistent results (e.g., in a panel interview 
– do two people generate the same scores for an 
applicant?). 

8. Generalizability: valid in other contexts beyond the 
context in which the selection method was 
developed).  

9. Cost (the extent to which something provides 
economic value greater than its cost).  

10. Legal standards must be met (avoiding national 
origin discrimination, religious discrimination, 
disability discrimination, age discrimination and 

gender discrimination). 
Learning and development should consist of four phases. 

All four phases should be thought through before learning 
and development begin. The first phase is an assessment, 
which provides the examination of the needs of organization 
and an individual. For finding out what a person needs, the 
best way is look at performance appraisals, interviewing 
managers and employees and conduct a survey. The second 
phase is called planning. There is a dilemma between 
choosing external or internal training, also planning for a 
variety of techniques, preparation and notification of 
participants. The most useful training tools include role-play, 
group discussion, projects and case studies.  The third phase 
is implementation. Training can be set on the basis of 
development through experience, formal courses, appraisals, 
individual plans and discussions. Hence, the following 
question arises “ which method should be used?” Generally, 
it depends on how company is organized, individual factors, 
resources (time, money) and material. If the material is 
behavioral then on-the-job training, simulation, group-based 
learning works well. If the material is factual then lecture, 
classroom, e-learning works well. The last phase is 
evaluation in order to prove the value of training. There are 
several methods to choose for evaluation: calculations, 
questionnaires and interviews. These methods are useful for 
providing the feedback after training. 
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