Recruiting a Personal Assistant 


Things to consider when short listing

Consider how you want to short list:

For instance- do you want to draw up a list of points from the job description that are essential/ desirable then mark each applicant against them?

Example:

Essential 

Good listener

Ability to take responsibility

Ability to use initiative

Ability to work unsupervised

Desirable

Driver

Non smoker
A simple marking system such as the following could be used:

3 if applicant exceeds the criteria

2 if applicant meets the criteria

1 if there are indications that the applicant may meet / partly meet the criteria

0 if there are no indications that the applicant meets the criteria.
All applicants who meet all the criteria (if there are any!) should be short listed (e.g. scoring 2 for most/all essential criteria)

The highest scoring group of applicants to be interviewed- decide how many people you want to interview.
OR You may have a system of your own that you wish to use. You will need to consider; does the applicant show that they would be able to carry out the job? You will then need to look at, of those applicants who have shown they could carry out the job- which ones have shown evidence that they could do this the best? Take notes so that you can justify your decision if necessary.
It is a good idea to have some system in place for short listing and a process that will show how you came to the decision of who to short list. 

This is important in terms of general fairness but also in terms of being able to show that you have not discriminated against any applicant on the basis of race, sexual orientation, age, disability, sex, religion or belief. 

It is sometimes acceptable to specify that a male or female PA is required, for instance where there are personal care tasks to be undertaken.
Other points you may wish to consider when short listing:

· Has the applicant filled in all sections of the application form and signed both the criminal record section and signed and dated the form on the final page?

· Check if there are any gaps in education and /or employment and make a note to check why this is if the applicant called for interview. 
· Check reasons for leaving posts.
· Does the applicant meet the essential criteria?

· Does the applicant also meet the desirable criteria

· Has the client declared and signed the criminal record section? Does the client have a criminal record? If so is it of a kind that would affect whether you would short list the applicant?

· Check future plans, possible start date and availability, does the person’s availability fit into your requirements?

· The personal statement and reasons given for wanting the job are the chance for the applicant to “sell” themselves to you in terms of selecting them for interview. Is there any thing in these statements that particularly stands out as being appropriate to the job or inappropriate?

· Has the applicant given details of 2 referees? Is the relationship to the applicant an appropriate one for a referee e.g. former / current employer? (Not friend or relative)
· Is the contact detail given an address and phone number or email rather than just an e mail address?
· Does the referee detail tally with the education or employment details given (where referee is a tutor/ teacher/ former/current employer?)

· Is at least one referee in the UK? If you cannot follow up at least one reference quickly e.g. if both are addresses abroad you may need to consider requesting an additional referee in the UK.
· You may wish to keep a record of where applicants saw your advert, which may affect where you advertise next time.
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