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Abstract:

There are a lot of recruitment methods available, both traditional and electronic.
Traditional recruitment is defined by literature as the modality in which the company announces
the availability of a job, through an announcement, an advertisement or other media means. Any
candidate who sees the announcement will send the CV.

E-recruitment is the procedure by whitch the internet is used in order to facilitate the
recruitment process. Companies use the internet in order to attract candidates, to select them as
well as for communication and management during the recruitment process. This method favors
receiving multiple CVs and building a database of candidates.
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INTRODUCTION

There are plenty of recruitment methods available, both traditional and electronic. The
literature defines traditional recruitment as the way in which a company advertises the availability
of a job through an advertisement, commercial or other media. Any candidate who sees the ad will
send his/her CV.

What is e-recruitment? E-recruitment is the process of using the internet to facilitate the
recruitment process. Companies use the internet for candidate attraction, selection, communication
and management in the recruitment process. This method favours receiving more CVs, building a
database of candidates.

Applicants have proven to rely on the perceptions of recruiters to form their impression of
hiring organisations. If an organization's recruiter has been perceived as friendly and competent, the
applicant can assume that these defining qualities are also the ones of the organization. If an
organization's website is well-structured and organized, applicants can assume that that organization
values and possesses those characteristics. So in traditional methods if the applicant finds the
recruiter friendly they will think the same about the organisation. In e-recruitment if the website is
well organized, the applicant believes that the organization has similar features.

Differences in e-recruitment also exist in the new processes that are implemented in
recruitment. Many organisations use a variety of methods to find out new information they consider
relevant about applicants. For example, recruiters can request biographical data of applicants online
to make an accurate prediction of their performance. After this, the employer may decide to make
an offer, or may ask applicants to take further tests online. For recruitment staff, these new
procedures mean time and cost savings thanks to online eliminations. At the same time, these online
tools help in assessing the fit between the person and the occupational environment

IT can also help companies reduce costs arising from turnover. Through the internet and
websites so-called passive job seekers can be taken into consideration by the organisation. E-
recruitment also changes the nature of the employer's work through the knowledge and skills they
must possess. As the internet and IT have become more institutionalised in recruitment, the
knowledge, skills and abilities of the recruitment department have become more geared towards
technological rather than administrative expertise.
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Today e-recruitment has been adopted in many organisations, both large organisations and
small companies. Most organisations already use e-recruitment to post jobs, accept CVs for database
creation and communicate with applicants via email, all of which bring great benefits to
organisations. Some of the changes of this kind, which now frighten some people, will disappear,
they will be integrated.

1. RECRUITMENT AND SELECTION OF STAFF

1.1. Definition of recruitment and selection in organisations

Recruitment is the activity of identifying people who have the characteristics and meet the
conditions required for a particular job and attracting them to participate in the subsequent selection
process, while selection is the selection, according to certain criteria, of the most suitable or
competitive candidate for a job.!

1.2. Preliminary recruitment and selection activities

Staff recruitment and selection are preceded by other activities without which they would be
almost impossible to carry out or would be carried out at a spontaneous level. The pre-recruitment
and pre-selection activities consist of staff requirements planning and job analysis, made up of other
components which I will detail below. The existence of a sufficient number of people in
organisations is an essential condition for an organisation to be able to achieve its objectives in good
conditions through effective human resources management.

Workforce requirements planning is the process of ensuring that an organisation's human
resource requirements are identified and plans are developed to meet those requirements. Generally,
planning is about aligning resources with the longer-term needs of the business, although sometimes
it also deals with shorter-term requirements. Human resource needs are addressed in both
quantitative and qualitative terms, which implies answering two fundamental questions: 1) How
many people?; 2) What kind of people? By tracking the number of vacancies in organisations and
their location in the organisational structure, managers will be able to determine the exact extent of
recruitment and selection processes (number of candidates recruited and selected, recruitment and
selection methods, anticipated assessment of recruitment and selection costs, etc.).?

1.2.1. Defining the job

The job is "the primary component of the organisational and functional structure of the
organisation. The grouping of jobs leads to the creation of structures called, as appropriate:
collectives, workshops, offices, services, sections, departments, directorates-general, directorates
and other higher-level entities. For the individual, the job is the sum of the activities that he or she

has to perform in well-defined spatial and time coordinates".’

1.2.2 Analysis of the job
The job must be analysed at the time and in the circumstances; on the other hand, it is not
relevant to evaluate the job from the point of view of the person occupying it but only in terms of
its content.
The job analysis establishes the characteristic elements (standards) as follows:
e job title and related function;
» the name of the senior job and its function;
e direct and indirect objectives;
e main and secondary activities;

! Chisu, Viorica Ana, Rotaru, Florin, The Manual of the Human Resources Specialist, Bucharest, Irecson Publishing
House, 2002, p. 68.

2 Armstrong, Michael, Human Resources Management: a manual of practice, Bucharest, Codecs Publishing House,
2003, p. 319.

3 Stefan, Stanciu, Human Resources Management, Comunicare Publishing House, Bucharest 2001.p. 94
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o timetable of activities;

o technologies and equipment that are used;

o relations and means of communication with other jobs;

o the degree of confidentiality required for the activities related to the job;
e resources contributing to the completion of the tasks of the job;
o working conditions (schedule, location, time);

e job requirements: training, skills, previous experience;

e limits of competence;

o responsibilities and decision-making power;

o the margin of error accepted;

e pay and bonuses awarded, linked to performance.

1.2.3. Job description

The job description focuses on the job. It provides information on the job title, location of
the job within the company structure, duties and responsibilities, general working conditions,
expected end results, key activities to be performed, authority conferred, resources available to the
job. The information obtained from the job description is summarised in the job description.*

The main elements of the job description are: job identification, job description and job
specification.’

The job identification includes information on:

o the family name and given name of the holder;

e job title;

e position in the COR (Classification of Occupations in Romania);

e department/location (the office, workshop, section or compartment where the employee
regularly works);

o level of the job (place occupied by the job within the company's organisation chart)

o organisational relationships (hierarchical, functional and representation).

The job description contains information on: the general purpose of the job; the objectives
of the job; the tasks and responsibilities (grouped according to their importance and frequency); the
working conditions; the performance indicators and the performance appraisal period; possible
developments (possibilities for advancement).

The job specification refers to the characteristics that the employee must have in order to
adequately fulfil the requirements of the job, namely: level of education; qualification/specialisation
required; job competencies (knowledge, skills, personality traits, motivation, attitudes, interests);
work experience required (seniority in the speciality required by the job). The job specification
contains information on the knowledge, skills and personal attributes (personality attributes)
required for the candidate in order to carry out the specific tasks and duties of the job to an acceptable
standard of performance, and these are recorded in the job description itself.

1.3. Staff recruitment

Recruitment strategies are concerned with the objectives, the goals pursued by the
organisation, the economic, social and human goals that the organisation aims to achieve.
Recruitment policies comprise the principles that the organisation proposes to follow in order to
comply with the behaviours that it is going to carry out, while managerial practices refer to the
specific actions carried out in the recruitment process. For example, in an organisation there may be
a practice of discussions with the candidate not only conducted by the recruiter but also by the
manager of the department in which the candidate is to be employed.

Identifying sources and methods of recruitment is a very important step in the recruitment
process. Recruitment sources can be internal or external, but most organisations use both sources,

4 Cole, G.A, Personnel Management, Bucharest, Codecs Publishing House, 2000, p. 165.
5 Job description - structure and content, legislatiamuncii.ro
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increasing the chances of finding and attracting the most competitive candidates. To fill vacancies,
an analysis is made of the advantages and disadvantages of each used recruitment source.

1.4. Staff selection

Selection is "an activity of choosing the best individuals according to the requirements of a
particular profession, the meaning of the action being from the profession to the individual and not
the profession to an individual®”. Selection is a process of gathering information about candidates
for a job vacancy, under legal conditions, in order to determine who can be employed in an
organisation on a short, medium or long-term basis. Selection involves choosing candidates whose
needs match the needs of the organisation.

According to Lawrence A. Klatt, staff selection is a forward-looking activity that attempts
to accommodate mismatches between the characteristics of individuals and the requirements of new
created jobs or vacancies.

Selection is connected to the other stages of human resource management: human resource
planning, job analysis, recruitment, staff performance evaluation. As the selection strategy is very
important for an organisation, its choice and implementation should take into consideration®:

o Candidate selection criteria - these relate to the knowledge and skills required to fill a
position;

o The arrangements for gathering the necessary information;

e Selection methods - scientific methods (CV, questionnaires, tests, samples), or empirical
methods (recommendations, impressions, physical appearance);

o Evaluation of the selection proces.

2. OPTIMISING THE RECRUITMENT AND SELECTION PROCESS VIA
THE INTERNET

2.1. EFFICIENCY OF THE RECRUITMENT AND SELECTION PROCESS
Experience, flair and a good understanding of human nature cannot be replaced by any tool.
This is not to say that tools are not useful, but their role is generally to validate already formed
opinions or to clarify some worrying but difficult to define issues after a first meeting.’

2.1.1. Efficiency indicators

Recruitment and selection activities are the most visible and easily measurable processes in
human resource management. However, they are too little tracked and reported on by those who
undertake them, although in this way they could easily be appreciated or optimised.

Temporal indicators - are those related to the time intervals allocated to the recruitment and
selection processes. We can thus measure the time elapsed from the start of the recruitment process
to the acceptance of the job offer by the targeted candidates. The optimal time is 3-6 weeks for
low/middle management positions and 6-12 weeks for top management positions. In the case of
executive positions, this can be up to 24 weeks. If these deadlines are exceeded, the cause is either
inefficiency on the part of the recruiter or an employer brand with negative connotations or
insufficient notoriety in the industry in which the company operates.

Another time indicator is the length of time from job offer to acceptance. If this is within
the maximum range for which it was launched, it means that the offer was not highly motivating or
that there were many issues to consider.

6 Zlate, M. Industrial Social and Organizational Psychology, Politic Publishing House, Bucharest, 1975, p. 120

7 Klatt, A. Lawrence, Human Resource Management, Charles,E. Merill Publishing A. Bell Howell Company,
Columbus-Toronto-London-Sydney, 1985.

8 Russu, Corneliu Human Resources Management, Tribuna Economica Publishing House, 2004, p.85

? Luchianov, Roxana , How we recruit the best candidate, business-edu.ro, 2008

135



Process indicators are those related to the accuracy of the processes and the achieved results.
For example the number of accepted job offers vs. the number of declined job offers reveals exactly
how competitive the company is in terms of salary package and offered benefits compared to the
market and also the connotations of the employer brand. The number of eligible candidates
presented in a recruitment session expresses the ability of recruiters to reach the target audience, as
well as the ability to select candidates present at the interview.

Last but not least, the number of hired candidates who stay with the company for an
optimal period of time is also relevant. If the company has career development programmes in place,
those candidates who have been able to keep up with the route set at the time of hiring can be
quantified. The allocated budget vs. the achieved results is also an equation that can show the
effectiveness of recruiters. An oversized budget, allocated to projects that fail, most often indicates
the recruiter's inability to effectively organize and run projects.

Human indicators - are those relating to the number of resources allocated to each individual
recruitment project. The most relevant is the number of completed projects/ per recruiter. It is
known that recruitment is strictly driven by the employer brand. There are thus a number of
indicators that are strictly subordinated to it. The number of candidates who know about the
companyy/positions vs. those who know nothing expresses the company's ability to promote itself
in the labour market. Between a well-known brand and an unknown or unheard name, candidates
will always choose the former. As a rule, this indicator correlates exactly with the number of
accepted or declined offers in a recruitment project.

The number of unsolicited applications also expresses the company's notoriety in the job
market. Spontaneous applications are those that do not depend on active vacancies, they are simply
intentions of candidates to join the company, regardless of whether recruitment projects are active
or not.

All of these categories can highlight many aspects related to the efficiency of the recruiting
department, the employer brand, the competitiveness of the salary and benefit packages established,
the effectiveness of HR strategies in general.

Observation, measurement, thorough analysis and correlation clearly lead to process
optimisation and improved results.

2.1.2. Losses in case of inefficient recruitment and selection process

Direct losses: losses related to employee productivity which includes losses incurred by the
concerned company: low productivity, poor quality of work, rejects; losses incurred by the company
due to the bad reputation of new employees (reduced profits, expenses with judges, lawyers, loss of
important customers, etc.); expenses for training, transfer or dismissal of unsuitable employees;
expenses for new recruitment and selection action due to the vacancy not being filled following the
last recruitment or the departure of new employees.

Indirect losses cannot be precisely quantified. Included in this category are: staff turnover,
damage to the working climate, reduced employee motivation, reduced job satisfaction and others.

Poor recruitment and selection can consume a lot of money and time and lead to no results.
The main causes are the following:

« 1nadequate or insufficient training of the persons carrying out the selection;

« selection criteria are not well established;

« lack or insufficiency of financial resources or their unjustified expenditure;

« lack of selection procedures;

- 1nappropriate use of recruitment and selection methods;

« lack of human resource planning within the organisation;

+ poor or inadequate job offer.

2.2. STAFF RECRUITMENT AND SELECTION VIA THE INTERNET

Online recruitment and selection, also known as e-recruitment, is the use of technology
provided by the internet to attract potential candidates and thus support the recruitment process.
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In recent years, online recruitment has become a Human Resources strategy that has gained
momentum in Romania. Today, this method is increasingly applied by most Human Resources
departments to find the most suitable candidate profiles.

2.2.1. Advantages and disadvantages of recruitment and selection via the Internet

The main advantage of online recruitment and selection over other external sources is the
provision of staff at reduced cost and time. Other advantages would be the wide area of recruitment,
the large potential pool of candidates attracted, the possibility to pre-select online, the simultaneous
recruitment of candidates for several jobs, the possibility of confidentiality provided by recruitment
websites.

An online recruitment campaign can prove, if done by specialists, to be an inexpensive and
very good way of promoting the company's image. Promotion can be done through banners attached
to recruitment advertisements, through certain facilities offered to candidates or through the actual
description of the company.

The main disadvantage of this method is the still limited access to the new technology (still
small number of computers connected to the internet; relatively small number of users of online
recruitment services compared to the market potential). In addition, there is a reluctance of
candidates to use this source of recruitment. Even if many candidates have an online CV, most of
them do not update their CV regularly, do not monitor new jobs or apply the same CV for all the
vacancies, do not have a strategy to develop their personal image through this communication
channel.

2.2.2. Recruitment and selection via specialised websites

In Romania, the most important websites specialized in recruitment and selection are
Ejobs.ro, Bestjobs.ro and Myjobs.ro, according to SATI'® and Trafic.ro!'!. Worldwide, the main
players are Monster.com, Hotjobs.com (part of the Yahoo group) and Careerbuilder.com (where
Microsoft is a majority shareholder). The world's biggest player Monster.com has since 2007 signed
a partnership with Ejobs.ro to have access to their CV database. Careerbuilder.com, Monster.com's
main rival, has chosen to play on its own in Romania. They started a new recruitment site but in
the last two years it has failed to make a name for itself or even get close to the podium. The financial
power behind Careerbuilder.com should, however, keep the local recruitment market on its toes.

The mass layoffs that were made last year, as well as the decrease in job opportunities, have
led candidates to storm recruitment sites. Csaba Gergely, president of the HR Club and senior
manager at PriceWaterhouseCoopers, says more and more candidates have turned to recruitment
websites for help in finding a job over the past year. Similar increases have been seen on all our
recruitment sites.

However, to get a clearer picture of the importance of these sites, you have to consider the
number of active jobs on offer, not just the number of active candidates. The number of active jobs
is, of course, a constantly changing indicator. An interesting effect can be observed - the range of
active jobs is shrinking strongly and the range of candidates/jobs is expanding just as strongly. This
phenomenon happens because many candidates are under the impression that the internet will make
it easier for them to find work.

Even though recruitment websites are enjoying an "invasion" of visitors, they are
experiencing a dramatic drop in job offers. The online market is suffering as much as the real market,
thanks to the global economic crisis.

But what are the limits to online recruitment?

"Employers' preference for a telephone conversation with the person to determine his/her
interest will be hard to replace with a virtual alternative", says Cezar Barladeanu, recruitment
consultant at Lugera & Makler. 2.

10 The main player in audience and web traffic research
' The first and oldest player in the study of audience and internet traffic in Romania
12 Ana Radutd , Angajatorul-visurilor-tale.ro, businessmagazin.ro, 22.01.2008
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Thus, for entry level and some middle management positions, as well as for temporary
positions, online recruitment and selection will remain an option to consider. Instead, the need for
executive search services for middle and top management will increase.

Taking into account different needs in different segments, traditional recruitment and
executive search will grow due to the need for qualified and highly professional staff in terms of
net, qualitative value, while the online recruitment and selection market will grow in terms of
volume.

2.2.3. Recruitment and selection via corporate websites

Recruiting and selection through the company's own website helps the company to gather
into its own database candidates who are really interested in the company. Unfortunately companies
often neglect the fantastic opportunities they have in their own "backyard" and do not have a policy
regarding the "Careers" section. The most common encountered mistakes are the following:

e Lack of careers page. The careers page is a means of communicating with both employees and
potential employees. The lack of a dedicated human capital page sends a very negative message;

e Lack of a way to apply or contact. Often there is a job listing and that's it. The candidate only
has the possibility to send their CV to an email address such as office@company.ro, not knowing
if their application will reach the secretary, the CEO or nothing at all;

o Expired and forgotten jobs on the website. There are companies that haven't updated their job
listings since 2005. Perhaps they have the good fortune of a particular stability, but a simple text
stating that there are no jobs available and containing the contact address for unsolicited
applications would be much more useful;

o In the case of cluttered websites, there are career pages that are hard to navigate.

2.2.4. Recruitment via social networks

In addition to the common recruitment channels that are used by Human Resources
specialists, such as job board ads, newspaper ads (which are becoming less and less common, with
some companies even abandoning this method altogether), trade magazines, internal referrals or
using recruitment agencies, another method has recently emerged which, used intelligently, can add
a lot of value to the recruitment process: the use of online social networks.

It depends on the quality of the recruiter and their openness to new methods in order to find
the right candidates for their company, because in recent years, the evolution of the workforce has
taken several important steps that companies should not ignore

Online social networks are one way to filter out unsuitable candidates in the recruitment
process. A study in the US and UK'? shows that the rejection rates of candidates on the grounds of
bad reputation on the Internet were as follows:

e - In the US: 70% of hiring decision-makers have rejected candidates after checking their
public activity on the internet;
e -in the UK: 41% of recruiters rejected candidates using the same criteria.

At the moment there are two types of social networks: there are social networks where the
user can build a profile with personal (Facebook.com) or professional (LinkedIn.com, Bestjobs.ro)
data and interact with other users. Access and profile creation are free.

With more than 400 million people registered'* (over one million in Romania'®), Facebook
is becoming, if it isn't already, a growing threat to online recruitment companies. Whether they are
students/graduates or specialists in various fields, members of the site are first and foremost very
easy to contact, and to get to know their background it is enough for them to fill in a few lines about
their studies or future plans on the main profile page!¢.

13 this study was conducted by Microsoft in January 2010 (sursa: microsoft.com/privacy/dpd/research.aspx)
Y According to facebook.com

15 Roxana Cristea, One million Romanians have Facebook accounts, businessmagazin.ro, 19.03.2010
16 Adina Vidroiu, Facebook, the new competitor of recruitment websites, wall-street.ro, 29.01.2008
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Job boards try to make Facebook a recruitment tool, but the nature of Facebook as a personal
and playful tool must be respected. In the early days, companies simply posted banner ads, but then
the strategy adopted by most recruitment companies was to create Facebook groups dedicated to
finding a job. Thus, the possibility to gain more visibility and create a relationship between members
and recruiters via the Internet gives recruitment companies the chance to establish a first contact
with potential candidates.

,, If more than 50% of a company's employees are on social media, the manager needs to

be there too. It's very simple. Company managers should also sign up on recruitment

websites to see what their employees are doing, where they are submitting their CVs, what
their interest is in continuing with the company they work for or if they want to move
elsewhere.”’

Here are some of the benefits of recruiting using online social networks'®:

e quality of employees - this method can find more suitable candidates, with a much greater
openness, professionalism, recommendations from former colleagues or superiors; they can be
more easily checked for previous job history;

o speed of hiring - this method can reach suitable candidates much faster than the time spent on
posting advertisements, collecting CVs, reviewing and selecting CVs, contacting candidates.
Thus, key positions in the organisation can be filled in a much shorter time than through other
channels;

o higher acceptance rate of offers - by using this method of attracting and communicating with
candidates, the likelihood of having your offer accepted increases considerably compared to
common methods;

 identifying passive candidates who are suitable for your search - candidates who are not actively
searching but whose experience may best represent your company's needs can be found,

 visibility of your company's vacancies - vacancies will be visible to a large pool of eligible
candidates;

e high level of credibility - recruitment advertisements delivered through social networking
channels are much more credible than traditional mechanisms;

e low costs - a company active in using this type of candidate connection channel only costs time,
as opposed to other methods, which involve both time and direct financial costs;

o finding candidates who are active in discussions within their specialty field - an excellent way
of assessing before contacting the candidate.

2.2.5. Using video tools in the human resources selection process

Video CV selection - Even if it has been successful internationally for a few years, on the
Romanian online recruitment market, the video CV has been launched only recently (in 2007 the
possibility of publishing video CVs on profesiionline.ro appeared). This type of CV consists of a
short video (1-3 minutes) in which the candidate introduces him/herself, talks about his/her
experience, training, interests and expectations. According to human resources specialists, the video
CV has only advantages, as employers are able to tell at this stage, without the need for a first
interview, whether or not the candidate is the right person for the job.

,» The basis for hiring remains the written CV, but if it is done correctly, the employer can be
convinced to watch the CV and video and create a first impression", said Eduard Ezeanu, career
coach at Career Experts. He also says that video CVs may become popular in Romania, especially
for positions that require good looks and communication skills."

Job interviews via online conferences. Online conferencing has found its place and
importance on the internet, with services such as Skype or even Yahoo Messenger allowing online
video calls. The only condition for access to this solution is the existence of a webcam, which adds

17 said PcFun President, Marius Ghenea at PR Forum 2010. (sursa: money.ro/newmedia)
8 Silvia Constantin, Smart recruitment using online social networks, novit.ro, 4.02.2010
19 Andrada Ghiara, The video CV can impress the employer, cotidianul.ro, 21.02.2010
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a video component to telephone conversations over the internet. Unlike 3G technology, video
conferencing via Skype (with over 20 million users)? is free as long as there is a Skype user on the
other end of the line, which has attracted those interested in seeing family and friends far away.

But the role of these solutions has not been limited to personal use. Business interest in
videoconferencing systems has increased noticeably recently, especially as many business travel
budgets have been cut as a result of the economic crisis.

One example would be the HR company Manpower, which this year started to make increasing
use of online videoconferencing systems to cut travel costs. ""Before, we used to go with the idea
that if it's possible to replace the meeting with a videoconference, great, but it wasn't mandatory.
Now conferencing is the first option,"” says Allan McKisson, vice president at Manpower. The
same is true for office furniture manufacturer Herman Miller. ""We encourage employees to use
videoconferencing and to go on trips only if absolutely necessary,” says Susan Koole,
spokeswoman for the company?’.

3. RECRUITMENT AND SELECTION OF HUMAN RESOURCES
IN CAP S.R.L. COMPANY

The study is based on a multinational automotive company. The German company, ranked
fourth in the world, began its activity in Timisoara in 1998 and officially inaugurated and started
the series production on 20 October 2000. Built from the ground up and equipped to the most
modern European standards, the CAP SRL car tyre production facility in Timisoara covers an area
of 165,000 m? and has approximately 1900 employees. Average production is approximately 43,000
passenger car tyres per day.

In terms of departmental organisation, the company consists of the following departments:
Production, Technical/Engineering, Industrial Engineering, Process Engineering, Utilities,
Logistics, Accounting, Controlling, Procurement, Human Resources, Public Relations and
Communication, Human Resources, Sales. As for the distribution of employees: 75% are production
workers, 25% are engineers and another 5% are administrative staff: Human Resources,
Accounting, Controlling, Logistics.

The number of employees is expected to increase from 1900 to 2100 by the end of this year.
At the moment the recruitment team consists of 2 people recruiting for any type of position, in any
field, starting with positions for which no experience is required, and continuing with specialists
and middle and top-management positions, both people specialising in various functions.

The HR department offers services: payroll and administration, staff evaluation, market
research on salary levels, training and development programs, both open sessions and tailored to
client needs.

It should be specified that the Recruitment Department is responsible for the creation of
assessment centres, and everything that is involved in them, from the identification of the
competences required for the exercises to be applied, to the final assessment processes that are
carried out in such a centre.

Internationally, the company has offices in North America, South America, Africa, Asia,
Europe - with its headquarters in Hanover, Germany.

Starting with the staffing requirements, which are based on the general skill classes indicated
by the client requesting this service, such as individual traits or managerial skills, the recruitment
department selects together with the client the specific group of competencies. The recommendation
that consultants give to clients is to set a maximum of 5 competencies assessed in order to ensure
the accuracy of this assessment method.

20 According to Skype.com
2l Anca Arsene, Online meeting at 10 a.m., businessmagazin.ro, 10.06.2008
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The staffing needs are determined according to the budget set for the concerned department,
the staffing needs are initiated and then approved in order to start the recruitment and selection
process. The main methods used in staff selection are: interview, tests and assessment centres.

The interview consists of a formal exchange of information, impressions and points of view,
which occurs between the potential employer and the potential employee, and afterwards the two
parties either choose each other or part company. The most common forms of the selection interview
are: the free or loosely unstructured interview, the semi-structured interview, the structured
interview, the stress interview, the situational interview and the challenging interview.

The main advantage of the structured interview is that it assesses the same issues for all
participants as they are asked the same number of questions on the interview form.

The next stage is to understand the nature of the job; discussions begin with the
manager/senior manager of the position for which the recruitment will be initiated, to understand
the position, understand the responsibilities of the position, minimum job requirements, personality
elements needed by the ideal candidate.

As for the selection stage, CVs that meet the requirements are searched (e.g. education,
previous experience, foreign language, etc.) in the database, which is constantly updated,
advertisements are posted in newspapers or on special recruitment websites, a maximum number of
15 CVs that meet the requirements of the position are chosen, a new selection is made and the most
suitable candidates are chosen for a first interview session.

The next step is the interview: the candidates are scheduled, and afterwards the date and
times of the interviews are set (depending on the time of the direct supervisor attending the
interview).

During the interview candidate's professional experience, career path, personal and
professional motives, expectations, desires, moral and ethical values, potential for further
development are analysed; the candidate's strengths, but also weaknesses, as well as possible reasons
for concern (grievances, salary expectations, difficult family situations, etc.) are identified; verbal
language is monitored (speech, logic, expression, vocabulary, etc.), but also the non-verbal language
(posture, mimicry, etc.).

During the interview, it is checked whether the interviewee meets the requirements of the
job description, fits in terms of personality, salary expectations, etc.

Immediately after the interview, the impressions following the interview are discussed with
the supervisor, and at the end of the interview session, all candidates are analysed to determine
whether there are 1 or 2 candidates who will go forward in the recruitment process; the latter will
be given psychological tests. If executive positions are being tested, then aptitude and ability tests
will be predominant, while for management positions personality or intelligence tests will be used,
because the manager, in addition to having a number of character traits, also needs intelligence to
be able to cope with the multitude of problems posed by reports, conventions, inspections or audits,
etc. Personality or projective tests are used in particular to analyse character traits, factors of
initiative, sociability, adaptability.

In this organisation the recruitment process differs for unskilled workers compared to those
with higher education. The steps listed above apply in both cases with the difference that in the case
of those with higher education, there are two further steps, namely: interview with one of the
members of the management board responsible for the concerned department or even the general
manager and assessment centre.

4. COMPUTERIZATION OF HUMAN RESOURCES MANAGEMENT IN
CAP S.R.L. COMPANY

One of the necessary conditions for the alignment of human resources management in
Romania with the requirements and standards existing on the European Union market is the rapid
integration of the latest trends in the IT field. The main requirement to be met, in this context, is the
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transition from the information society to the knowledge-based society, through the implementation
of specific technologies such as: ePR (electronic personnel request), document and workflow
management, [T quality management, eRecruiting and other techniques for working in Internet
platforms.

4.1.1. Information systems specialised in human resources management

Paper and files, the classic tools used in recruitment and selection, are increasingly losing
ground to specialised software. The reason? Saving time and space, saving recruitment specialists,
as well as better systematisation of entries, exits and the development of employees in the
organisation. Although Human Resources Management is a "soft" field, where you work with
people and where it is quite difficult to standardize processes such as hiring or evaluation, I think
there is a possibility that the company may face bottlenecks due to the high volume of work and
data to be processed.

So it was decided to use an electronic platform which has four major modules:

The personnel management module - is dedicated to personnel records, allowing the
recording of specific employee information and defining the company's policy in relation to the
employee: a system of rights and duties, an internal organisation and functioning regulation. Simple
and comparative analyses, examples and statistics displayed in an appropriate graphical way are an
important means of decision support.

Recruitment and Selection Module - provides the means to make the recruitment process
the most important part of the human resources development strategy, by: identifying the different
phases of the activities to be followed: job fairs, agencies, recruitment campaigns, etc.; multiple
possibilities to define the characteristics to be met for the job; efficient procedures to monitor the
different stages of the recruitment process: acceptance or rejection of candidates, follow-up of tests
or interviews.

Staff training module - aims to manage training activities. In order to cover all training
activities, the system provides centralised information on training data.

Performance appraisal module - The aim of this module is to assess the involvement of
employees, how tasks are handled, how deadlines are met and, last but not least, how internal
appraisal indicators are applied. The components concerned are, on the one hand, the (quantitative)
participation in activities and, on the other hand, the qualitative element of applying the final
evaluation percentages and closing tasks. Human resources data are processed in real time, obtaining
analyses such as workforce analysis, absenteeism, productive hours, staff costs.

This was my involvement in the project team: Recruitment Information Systems -
eRecruiting. A recruitment information system that can substantially facilitate recruitment planning
and execution. Input data to such a system may include: the list of vacant jobs (positions); the list
of skills, knowledge and personal qualities that future employees must have for vacant jobs; the list
of expected retirements, transfers and departures, as well as the list of special skills and preferences
of employees; information on employee evaluation provided by the performance management
system; information on absenteeism and staff turnover from the work time recording system. Other
inputs to the system may come from external sources such as: government employment agencies,
private recruitment and selection companies/sites, schools and universities, trade journals, etc.

At the same time, the system creates and maintains a "Candidates" database, which, together
with other information, tracks the job performance of employed candidates in order to make an
assessment of the used recruitment and selection procedures.

A brief example of the functions performed by the specialised software used in recruitment
is specified below.

Part of this project is also the ePR or Electronic Personnel Request which is composed of a
single database, a single software and a single company-wide interface, in other words a package of
applications that integrates information and processing within and between the functional areas of
an organisation: planning, production, sales, marketing, distribution, accounting, finance, human
resources, project management, inventory, service and maintenance, logistics and e-business.
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ePR is considered to be "a software solution, which ensures the communication of
information to all users interested in the recruitment process who are dependent on that information
for the fulfilment of their responsibilities, by creating and operating a single database. In this way,
ePR removes departmental barriers by integrating all transactional information sources into a single
database, accessible to anyone".

In this project I was in charge of managing internal information and updating it on the
electronic platform: scanning CVs submitted to the company's headquarters and uploading them to
the system; renaming them using keywords to make them easier to search on the site; preparing
official standard replies for rejecting candidates; checking the information updated on the platform
from the excel tables that were used until then internally.

e Automatic redirection of CVs posted on the website to the recruitment module after a
preliminary offline validation. If the candidate already has a CV in the database and
applies for a new job, his/her CV is not registered again in the database but, after offline
validation, it is redirected to that job.

o It allows importing CVs from other sources, such as specialised websites or recruitment
agencies.

e It allows CVs already registered in the system to be updated by uploading the CV as a
document (doc, pdf, or scanned image).

e It provides the option of advanced search by composite criteria or attributes: language
level, experience, education, etc.

o It ensures the transfer of candidate data to the "employees" section (in case candidates
become employees of the company) by simply ticking an option.

e It allows defining recruitment projects/sessions: project start date, deadline for CVs,
project committee, etc.

o It automatically manages available positions and the number of vacancies, taking into
account the vacancies at a given time and the positions filled.

o It defines the costs involved in the recruitment process: recruitment fees, participation in
job fairs, recruitment advertisements.

o It allows automatic notification on the portal/email of vacancies at a given time (the list
of vacancies on the Internet may be different from the one on the Intranet).

o It provides the possibility to define projects for external or internal candidates only, or
mixed projects where both external and internal candidates can apply.

o The internal applicants have the possibility to follow the status of their application until
the end of the project; they receive notifications about interviews and results.

o It provides the possibility to define preliminary selection criteria - from the total list of
applications only those who meet a minimum score set in the selection grid will qualify
for the next phase.

o It provides the complete set of documents and indicators specific to recruitment: CV -
version for printing, offer for the candidate, number of applications per source, duration
of the recruitment process per project (intermediate durations of sub-processes:
interviews, selections, etc.), estimation of the duration of the recruitment process based
on history - for a given post, number of candidates selected for interview, form for the
reply letter.

As for recruitment via specialist websites, while in this case a technical solution was found
to redirect CVs to the internal recruitment platform, the situation is different for recruitment via the
corporate website. CAP SRL has a very complex careers section which, in my opinion, is a good
example of good practice in terms of recruitment and selection via the company website.

The CAP Careers page consists of>%:
e Careers around the world - where candidates can choose the country they want to work in;
o About CAP — the page where the candidate can learn more about the company;

22 Source: CAP website
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e Career Profiles - detailing different positions to give the candidate a picture of what the
company offers and what it wants from candidates;

e Job vacancies - a section that has embedded in addition to the list of available positions the
possibility to alert a candidate if a specific job comes up within the company;

e In addition to all these we also have a "Our Brands" section where the candidate can get
acquainted with the products that the company produces and markets and a "Our Values"
section where the candidate learns some of CAP's corporate philosophy.

S. CONCLUSIONS

In order to adapt to the market and the demands of the social-economic environment,
organisations are rethinking and adapting their strategies, starting with staff recruitment. Traditional
recruitment methods such as advertisements in print, radio and TV are being overtaken in scale and
quality by online recruitment.

E-recruitment has advantages over traditional methods in terms of: saving time, efficiently
conveying information on both the job and details about the organisation, allowing much faster
communication of information, reducing financial costs and leading to a much larger pool of
potential employees. All these variables help recruiters and organisations to optimise their
recruitment process, to filter out the best candidates from a very wide range, a process that also leads
to the prevention of turnover, to the faster selection of high performing, satisfied, loyal employees.

Although e-recruitment is at the disadvantage of those unfamiliar with using PCs and the
Internet, more and more candidates of different ages are applying online in order to prove to
employers their adaptability, flexibility and ability to work in a dynamic and high-performance
environment.

This tendency for technology to invade everything that means working with people can be
countered by several aspects that can be seen as an expression of maintaining and developing inter-
human interaction.

With the use of social networks in recruitment, there is a risk of invading private space and
at the same time there is a risk of making the wrong decisions in terms of candidate selection;
because there are people whose life situation is not compatible with that of the recruiter, but in the
working environment they are specialists, experts or mentors from a professional point of view,
representing real values for a company.

Using LinkedIn site is professional, one can build one's professional network online and also
keep in touch with former or current school and work colleagues; discovering professional and
business opportunities as well as entrepreneurial initiatives.

In terms of using the electronic platform, eRecruiting, for recruitment and selection, there
will be both positive and negative aspects.

One negative point is that it limits applications from the company's premises. Being a new
system, both candidates and some of the company's employees are not aware of its existence, which
is why we have proposed - as a measure to be taken - the organisation of an internal and external
communication campaign on the accessibility of the system, as well as the promotion of the many
advantages that the system can offer:

e Quality and accurate information in a single database;

e Itreduces response time through a consistent reporting system;

o It has a high adaptability, through the possibility to quickly and easily reconfigure the
modular applications included in the integrated system;

e It simplifies routine procedures across the organisation by reducing the number of
documents required to move from one department to another and producing them faster;

o Easier access to the summary information needed by management in the decision-making
process, as reports can be obtained interactively by applying certain filters to the database.;

In parallel with the communication campaign, it is necessary to train management in the use
of eRecruiting and ePR; therefore I have been in charge of coordinating and organizing training
sessions to train both management and colleagues in the use of these electronic platforms. Following
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these trainings, feedback is noted, centralized and passed on to the project team in order to optimize
some applications that were either not operating at the desired speed of access or were not well
understood as forms, etc..

My personal opinion regarding this avalanche of technological systems is that we should not
allow ourselves to be totally influenced by what is new in the IT/mass media field, taking over
without researching the effectiveness of these tools; because although these systems make work
easier in this area of human resources, there will be a huge amount of work before their online
application, but also after the launch, when the stage of updating and managing information begins;
it will involve a lot of resources, both financial and human resources, but will be a great success
with the general public.

Obviously, borrowed systems will continue to enter the Romanian market, but we owe it to
ourselves to inform ourselves as to their usefulness and to limit ourselves to those that facilitate
relations between people, because we are referring to the recruitment and selection of human
resources, for a better cultural exchange, to make use of them, not abuse them and not use them just
because they are fashionable.

On the other hand, however, it is not advisable to adopt a purist, traditionalist attitude to new
technology, because we must be aware that these computerised human resource management
systems are an important means of changing the culture of an organisation, enriching procedures
and facilitating processes.
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