HOW TO MATCH CURRICULUM VITAES TO THE JOB

This is the 1%t Filter in our Interview Selection Process Flowchart

Managing . .
Every Applicant is a

Talent. Do you need the
HOD -I

Applicant's skills and
capabilities in your
organisation? The best

HOD HOD HOD G way to kill the motivation
rw—— of a Talentis to hire a
skills and capabilities is

not required by your

Manager I: Organisation. ’L

Executive

N ell defined Job Similar process as
«\0 SeS rlF;fflonCOFtL|§t \1/:0Uf computerised selection
election Criteria for using key words
S(}\Q th t Job including the C.V.

Manager

0\’(, salary range —
o@ An important step to T
\ ;
create the Selection ————
Criteria for the
|

Job. Prioritise the
selection criteria.

Common Mistakes: ~Place these 2

* Excessive selection criteria: unrealistically to fit human oy X .
i documents side by side.
* Salary range was not predetermined to.ensure manpower Usé a Highlighter to
planning is operated within Human Capital Budgets. rk words & phrases
Interviewers can perform pre-negotiations as part of the that/appears in both
elimination process. documents.

* Selection Criteria not created together by HR & the immediate The ID that has the most
supervisor.of the Job.concerned. highlighted words & phrases

* CVis not well written with lots of missing crucial information means the Applicant is the best
Applicant that fits to the Job
(pending Behavioural Event

Interviews to validate the

Applicant’s past performances

and capabilities fitting the Job).

Face to Face Behavioural
Event Interview

ALTHEA™ SERVICES (001733515-u)

31A Jalan Dang Wangi, 50100 Kuala Lumpur
Tel: +603 -22733415 Fax: 603 —227 33413 Mobile: + 6016 — 2222 415
Email: althea@althea.com.my / althea@pc.jaring.my



