BHARATHIDASAN UNIVERSITY
Tiruchirappalli- 620024,
Tamil Nadu, India

Programme: M. A.AHUMAN RESOURCE MANAGEMENT

Course Title : Talent Management
Course Code : 22HRM3CC15

UNIT - IV
Talent Acquisition

Dr. T. KUMUTHAVALLI
Associate Professor
Department of Lifelong Learning



Job Analysis in Talent Management

Job analysis is a crucial foundation for effective talent management. It's the systematic
process of collecting and interpreting information about a job. This information is then used to create
job descriptions and specifications, which serve as the foundation for various talent management

activities.

Methods of Job Analysis:

* Interviews: Conducting interviews with job incumbents, supervisors, and other relevant stakeholders.
« Observations: Observing employees performing their job duties.

« Questionnaires and Surveys: Administering questionnaires to job incumbents and supervisors.

« Work Diaries: Having job incumbents maintain work diaries to record their activities and tasks.



Methods of Collecting Information in Talent Acquisition

Talent acquisition relies on various methods to gather information about potential candidates

and make informed hiring decisions.

1. Candidate Applications:

* Online Applications: The most common method, allowing candidates to submit resumes, cover
letters, and other relevant documents through company websites or job boards.

« ATS (Applicant Tracking Systems): Software that automates the application process, tracks

candidates, and helps recruiters manage the flow of applicants

2. Candidate Sourcing:

Job Boards: Posting job openings on online job boards like Indeed, LinkedIn, and Monster.
Social Media Recruiting: Using platforms like LinkedIn, Twitter, and Facebook to identify and engage

with potential candidates
Employee Referrals: Leveraging employee networks to identify and recruit qualified candidates.

Recruitment Agencies: Partnering with recruitment agencies to source and screen candidates.



» University Relations: Building relationships with universities and colleges to recruit recent graduates.

Industry Events: Attending industry events and conferences to network with potential candidates

3. Candidate Screening:

Resume Screening: Reviewing resumes and cover letters to identify qualified candidates based on their skills,
experience, and qualifications.

Phone Screening: Conducting brief phone interviews to assess basic qualifications and interest.

Video Interviews: Conducting video interviews to assess communication skills, personality, and cultural fit.

Skills Tests: Administering skills tests to assess candidates' technical skills and abilities.

4. Candidate Assessment:

Interviews: Conducting in-depth interviews to assess candidates' skills, experience, and fit with the company
culture.

Background Checks: Conducting background checks to verify employment history, education, and other relevant
Information.

Reference Checks: Contacting references to verify candidate qualifications and character.

Assessment Centers: Using a series of exercises and simulations to assess candidates' skills and abilities in a

realistic work setting



Developing Questionnaires and Interviews in Talent Acquisition

Effective questionnaires and interviews are crucial for gathering accurate information about

potential candidates and making informed hiring decisions.

1. Developing Questionnaires:
» Purpose: Clearly define the purpose of the questionnaire. What information are you trying to gather?
(e.qg., skills, experience, qualifications, personality traits, cultural fit)
« Target Audience: Tailor questions to the specific job requirements and the target audience.
Question Types:
o Multiple Choice: Easy to score, but may limit the depth of information.
o Likert Scale: Allows for a range of responses, providing more nuanced information.
o Open-Ended Questions: Encourage candidates to provide detailed and insightful answers.
o Behavioral Questions: Focus on past behaviors and experiences to predict future performance (e.g.,

"Tell me about a time you had to deal with a difficult customer").



« Clarity and Conciseness: Ensure questions are clear, concise, and easy to understand. Avoid
jargon or complex language.

» Relevance: Ensure all questions are relevant to the job requirements and the organization's values.

« Bias Mitigation: Avoid questions that could introduce bias based on gender, race, religion, or
other protected characteristics.

« Testing and Refinement: Pilot test the questionnaire with a small group of candidates to identify

any issues and make necessary adjustments.
2. Developing Interview Questions:

« Behavioral Questions: Focus on past behaviors and experiences to predict future performance. Use the
STAR method (Situation, Task, Action, Result) to guide candidate responses.

« Situational Questions: Present hypothetical scenarios and ask candidates how they would handle them.

« Case Studies: Present candidates with real-world business problems and ask them to propose solutions.

« Technical Questions: Assess candidates' technical skills and knowledge relevant to the job.

« Cultural Fit Questions: Assess whether the candidate's values and personality align with the company
culture.

* Questions for the Candidate: Always provide time for candidates to ask questions about the role, the

company, and the interview process.



Developing Comprehensive
Job Descriptions and
Specifications

Prescription

1 Job Descriptions 2 Job Specifications
Clear, concise, and Outline specific
accurate descriptions are requirements,
crucial for attracting the qualifications, and skills

right candidates. needed for the position.




Developing an HR Planning Process

Human Resource Planning (HRP) is a strategic process that aligns an organization's human

resources with its business objectives.

1.Define Business Objectives and Strategies:

« Strategic Alignment: Clearly define the organization's strategic goals, including revenue growth, market
share, product innovation, and customer satisfaction.

« Competitive Analysis: Analyze the competitive landscape, identify key challenges and opportunities,
and determine the organization's competitive advantage.

« SWOT Analysis: Conduct a SWOT analysis (Strengths, Weaknesses, Opportunities, Threats) to identify

internal and external factors that may impact ! the organization's workforce needs.

2. Analyze Current Workforce:

» Skills Inventory: Conduct a skills inventory to assess the current skills and competencies of the
workforce.

« Performance Analysis: Review employee performance data to identify top performers, areas for

Improvement, and potential skill gaps.



» Succession Planning: Identify and develop high-potential employees for future leadership roles.
« Employee Engagement: Assess employee engagement levels and identify factors that contribute to

employee satisfaction and retention.

3. Forecast Future Workforce Needs:

« Demand Forecasting: Forecast future demand for labor based on business growth, technological
advancements, and market trends.

« Supply Forecasting: Forecast the availability of internal and external talent to meet future demand.

« Consider External Factors: Analyze external factors such as economic conditions, demographic trends,
and technological advancements that may impact the labor market.

4. Develop HR Action Plans:

« Recruitment Strategies: Develop strategies to attract and recruit qualified candidates, including job
postings, employee referrals, and social media recruiting.

« Training and Development Programs: Develop and implement training programs to address skill gaps
and enhance employee competencies.

« Compensation and Benefits: Review and adjust compensation and benefits packages to remain

competitive and attract and retain top talent.



D.

Succession Planning Initiatives: Implement initiatives to develop and prepare high-potential employees
for future leadership roles.
Employee Engagement Initiatives: Develop and implement initiatives to improve employee engagement

and retention.

Implement and Monitor:

Develop an Implementation Plan: Develop a detailed implementation plan that outlines the specific actions,
timelines, and resources required to execute the HRP plan.

Monitor Progress: Regularly monitor progress towards HRP goals and objectives.

Track Key Metrics: Track key HR metrics, such as employee turnover, time-to-hire, and employee
engagement, to assess the effectiveness of the HRP process.

Regularly Review and Adjust: Regularly review and adjust the HRP plan to reflect changing business needs

and market conditions.



Optimizing the HR Planning
Process

1 Forecasting

Anticipate future talent needs by analyzing historical data
and industry trends.

2 Talent Inventory

Assess current talent pool, identifying gaps and areas for
development.

3 Succession Planning

|dentify potential successors for key roles, ensuring
smooth transitions.




Talent Acquisition
Management Solutions

Applicant Tracking Social Media B | e~~~
Systems (ATS) Recruitment - a

ATS streamline the Leverage social media v Szgaqgwoona’y
recruitment process, platforms to reach a wider :
automating tasks and pool of potential candidates.

managing candidates.

Employee Referral Programs

Encourage current employees to refer qualified candidates for
open positions.
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Recruitment Planning: Attracting the Right

Candidates
X

Define Target Audience

Understand the ideal candidate profile,
considering skills, experience, and
cultural fit.

O ~

Timeline and Budget Branding and Messaging
Establish a realistic timeline and Develop a compelling employer brand
budget for the recruitment process. and messaging to attract top talent.
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Leveraging E-Recruitment for Efficiency

1 2 3
Online Job Boards Company Website Social Media Marketing
Utilize popular job boards to reach a Create a dedicated careers section Engage with candidates on social
large number of candidates. on your website to showcase job media platforms to promote open

opportunities. positions.



Choosing the Right Interview Techniques

Initial Screening

1 Phone or video interviews to assess basic qualifications.

Behavioral Interviews

2
Focus on past experiences to predict future performance.
Technical Interviews
3
Evaluate technical skills and expertise required for the role.
Panel Interviews
4

Involve multiple stakeholders for a comprehensive assessment.



Measuring Return on Talent

30%

Retention

Track employee retention rates to measure success.

$100k

Productivity

Measure the impact of new hires on productivity and performance.

5

Engagement

Monitor employee engagement levels to ensure a positive work environment.
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