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	1. Provide short answers for the following questions: 

i. Briefly define ‘candidate management’. 
Answer: 
Candidate management refers to the process of dealing with your candidate throughout the recruitment cycle. The biggest and most important part of Candidate Management is setting expectation every step of the way. Candidate Management teaches us the importance of openly communicating with a candidate at all points of the cycle and taking every opportunity to exceed their expectations. 
The Candidate Management process entails many different aspects, including, but not limited to: evaluating the candidate, qualifying them, interviewing them and deciding how to help them find a job. 
There are various tools used to support the Candidate Management process, this may include: Tools used to analyze CV’s against a specific role, checklist for qualifying strong candidates, techniques used in interviewing, etc. 
Essentially, the Candidate Management process plays an important part of how you develop your brand through effectively manage your candidates.

ii. What is the difference between REQ and SPEQ candidates?

Answer:

REQ- Candidates who suit client requirements you currently have. They are ready to move, their experience fits the client needs and they qualify against the CV checklist

SPEQ-Candidates in demand from your clients but without a specific brief. They hold a scarce skill, there is a personality/cultural fir, their experience fits the Client’s needs and they are qualified candidates.




iii. Explain the objectives of candidate interviews?

Answer:
The interview process allows the recruiters to get to know the candidate, understand their aspirations and motivation. This is also a starting point for building a strong relationship with the candidate. The interview helps the recruiter to analyze the candidate’s strengths and weakness in handling an interview and helps the recruiter to better prepare the candidate for future interviews.

When doing an in-house interview, the main objective of the interview would be to assess whether the candidate has the relevant experience for the job and whether he/she is a cultural fit for the business. 

The interview process can also help to manage the candidate’s self-esteem, helping the candidates to better articulate themselves, do further research, and feel challenged so that they are able to prepare better for future interviews with Clients. 

Briefly, the interview process is a very important first step for both the recruiter and the candidate; this is an important process in laying a foundation to a growing professional relationship. 

2. ‘Ensuring you give great service to your candidates is as important as managing your clients’ - Explain why. 

Managing your candidates effectively can lead to positive outcomes for both yourself and the candidate. Essentially, the better you manage your candidate, the better your chances of putting forward candidates that are experienced, prepared and motivated. 
Clients are then spoilt for choice with candidates that are the right fit for their business, this will be a directly reflection of your skills as a recruiter and speaks volumes about your company/brand. 

Failing to manage your Client effectively can lead to disastrous outcomes and will inevitably affect your Clients directly. 

3. Describe a typical interview process from start to finish, in accordance with the WIGGS framework. 
 W- Welcome and rapport
Introduce yourself and make the candidate feel at ease. Set expectation for the interview 
I-Introduction
Tell them briefly about the company you are working for so that they are at ease throughout the interview process. Give them a brief synopsis of the role


G-Gathering Information
This is the largest part of the interview. It is used to collect the following information:
· Housekeeping: Location, salary/pay rate and benefits/expenses, their minimum and what they want, willingness to re-locate (if relevant) and criteria for doing so, working hours, any personal circumstances that affect their work. Show-stoppers – eg they are getting married in five weeks and need a month off for their honeymoon.
· Career highlights and reason for moving on
· Motivations and aspirations
· Key Selling Points 
G-Giving Information
· If the candidate is progress, this is the time to give them additional information that may be beneficial
· If you are not progressing the candidate, this time can be used to speak them through the fact that their skills was not  match and perhaps re-direct them to another avenue
[bookmark: _GoBack]S-Selling and Closing
· This time is used to tell the candidate more about the role or the Client as well as the job opportunities that are open to the candidate.
· More importantly, this is the time to agree ways of working together, next steps and timescales
· Lastly, when closing off the interview, take the time to ask the candidate if you have covered everything and if there is anything else they would like to discuss 
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