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OUR EXPERTISE... ABOUT YOU STEPOF THE WAY "' BREEDS SUCCESS

- ELDERLY

- DEMENTIA AND ALZHEIMER’S

* MENTAL HEALTH

* CHILDREN SERVICES

* LEARNING DISABILITIES & AUTISM
- ABl / NEURO DISABILITY

* PHYSICAL DISABILITIES

* SENSORY IMPAIRMENTS

* EATING DISORDERS
& PERSONALITY DISORDERS

* SUBSTANCE MISUSE

YOUR SUCCESS...
..IS OUR SUCCESS
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DOMUS CLIENT
INTERVIEW GUIDE

Domus has decades of collective
experience in recruitment and the

care sector. The advantage of doing
recruitment day in day out and seeing
more recruitment cycles over the course
of one month than some people will see
over their entire career span is that we see
that good practices and also the easily
avoided pitfalls. This guide is designed to
give you some practical pointers to help
you to create ‘buy in’ of your opportunity
and onboard talent. Equally we hear
feedback from candidate’s experiences
that have had a really negative experience
during a recruitment process. In addition
to your Recruitment Consultant’s advice
in regards to the specifics of your
recruitment campaign, we hope this guide
gives you some really useful pointers.
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TIMING IS KEY

Don’t take too long to get around to
interviewing a candidate. The care

sector suffers from skill shortages so if

a suitable candidate applies you should
move quickly to avoid the candidate
applying to competing roles or giving
the impression that you aren’t a very
efficient organisation. The market won’t
fit around your recruitment process, your
recruitment process should fit around the
market conditions.

FIRST IMPRESSIONS COUNT

We walk into our place of work every day
and we don’t see the detail that would be
observed by a candidate who is assessing
everything they see, hear, smell and touch
to see if yours is a role they would like to
take.

Before interviewing a candidate, you
should think about what their experience
is going to be when they approach the
site, walk into the building, who is going
to meet and greet them, where they are
going to wait and what observations could
they make whilst waiting, what room is the
interview going to be in and is it looking
it’s best. Are you looking your best?

THE DO’S:

e Ensure easily fixable things like
lightbulbs, signage, cleanliness and
grounds maintenance is at a good
standard

Brief colleagues that a candidate is
coming to interview and you want

to showcase the business in the best
possible light, gain their support and let
them know what is expected - smiles,

being welcoming, being professional etc.

Ensure that if parking is difficult, the
candidate has some helpful direction
ahead of the interview

If the postcode that would be put into
a Sat-nav is misleading, then advise the
candidate ahead of their journey

If the candidate is being shown around
the care facility or office, ensure a
positively motivated person escorts
them and is positive about the working
conditions and role

e Offer the candidates a drink and treat
them like you would a guest!

e Before an interview you should always
plan! Familiarise yourself with their CV,
make notes of areas of their experience
you want to know more about, plan what
questions you want to ask and ensure
you are going to come away from the
interview feeling informed enough to
make a decision.

THE DON'TS:

* Keep the candidate waiting

* Allow any anti-establishment members
of staff interact with a candidate

* Hold the interview at a very busy time
where you may be needed

e Hold an interview in a busy place where
you and the candidate’s attention may
lapse due to distractions or noise

CLIENTGUIDE



THE INTERVIEW:

It’s an age-old thing, but a confident and
firm hand shake with a welcoming smile is
important. You should always stand when
shaking a candidate’s hand.

When you enter the interview room with
the candidate, you should advise them
where to sit

You should advise the candidate of how
long the interview is going to take and
what the format is going to be. If the
recruitment process is multiple stages,
you should advise the candidate of

this in advance. It is very difficult for
candidates to engineer time off work
and if a candidate doesn’t know of
additional stages of the process, this
would be perceived as mismanaging
their expectations and create a feeling
of uncertainty. Where possible, you can
conduct multiple stages in one site visit
by coming out of the room and debriefing
with a colleague before re-entering to
commence the next stage.

The main interviewer should give the
candidate an understanding of their
background and their history within the
company.
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AFTER THE INTERVIEW

If there are a number of decision makers,
they can attend the same interview
instead of making candidates repeat
themselves to multiple people on multiple
occasions. Don’t exceed three people on
an interview panel. Too many people can
be overwhelming for a candidate and too
many people can inhibit dynamic decision
making.

Build a positive rapport with the
candidate. An interview is the only insight
a candidate has of what the working
relationship is likely to be like so a positive
impression is vital to on boarding a
candidate.

Posture is important as body language
can speak volumes. You should aim to be
upright and not slouch in your chair.

If you have your phone on you in person,
make sure it is on silent. Noises will
interrupt your and the candidates train of
thought and is considered bad practice.

If you have to take an unavoidable call
during the course of the interview, explain
this at the start and apologise in advance.

Eye contact. Maintain eye contact, but not
too much as if you are overly wide eyed it
can be unsettling for a candidate.

Don’t make it an interrogation! An
interview is for the mutual benefit of both
a candidate and a hirer where both parties

need to come away feeling well informed
about a big decision. Both parties need to
gain a full understanding of one another
so ensure the interview is conversational. If
you have a number of competency-based
questions that come one after another
brief the candidate of how many you have
so that you are managing the candidate’s
expectations.

Sell the job! In a candidate short market,
you are likely to be up against competing
roles so it is essential to sell your role and
paint the role in a realistic, but positive
light.

Sell the organisation and tell the
candidate some success stories of the
success others have had since joining the
company. We all work at our best when
others are doing the same around us. Talk
about the support functions and how

t

i
:

the organisation can help the candidate
become the best they can be.

At the end of the interview it’s good
practice to offer some initial feedback
and also gain their thoughts on the
opportunity. It’'s good practice to be
open and if it has gone very well, it’s an
opportunity to end the interview on a
positive note.

The interviewer should always explain
what the next steps are and what
timescales they are working to. These
timescales shouldn’t be breached as

if a candidate doesn’t hear back, they
may conclude that they haven’t been
successful and be proactive in applying
to competing roles or form defences to
combat the potential of bad news. If you
can’t stick to the timescales you should
keep the candidate informed.
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CLIENT
INDUCTION GUIDE

Domus Recruitment knows from our

own experience how frustrating it is to
lose a new recruit in the early days of
them starting. All of the administration,
planning, hopes and dreams of a great fit
can all come to nothing if you don’t get it
right. In the role we play in supporting our
clients in finding the talent they need to
onboard for their businesses to succeed
we gain a lot of feedback of the what to
do and equally what not to do. We have
put this guide together for you to ensure
that when you find the right candidate,
you do all the right things to ensure that
appointments ‘go the distance’ and you
lay the foundations to nurture new comers
to become instrumental assets.

DOMUSRECRUITMENT

WHY SHOULD YOU INVEST
YOUR TIME IN AN INDUCTION?
The early stages of commencing a

new role are the most challenging and
therefore it’'s important to ensure they
go as smoothly as possible. This guide
should give you some useful pointers to
help ensure new members of your team
get off to a great start. In the early days
of starting a new job, the candidate may
still be getting contacted by other roles,
getting delayed feedback and even other
offers so making them feel welcome is
essential to long term success.

Have no doubt, the time and effort that
is put into an induction process is worth
its weight in gold. Firstly, ensuring your
new employee is made to feel welcome
and part of a team from day one, sets
an important tone for him/her. Having

a successful induction process is the
difference between flying with wings

or flying without. It will give the new
employee a great start and a great
impression of the company, along with
complying with all legal and company
policies and procedures. In short, the new
employee will feel valued and confident
that they made the right choice to come
and work for you!

ON DAY ONE:

Always ensure that you give the candidate
a warm welcome. The first day in a new
job is very stressful so it’s important to put
their mind at rest.

RE-ESTABLISH

THE NEEDS OF THE ROLE:

The role should be discussed again and

if there have been changes that have
happened since the last meeting that
effect the role. The candidate should be
advised of what the parameters of the role
are and what the key objectives they have
and the timescales involved.

EVERYTHING IS NEW:

The surroundings are all new to them so
basics like where the toilet is, where do
they make a drink, what policies effect
their day to day activity and behaviour,
who are the main people they will be
working closely with and cover off any
other house-keeping details.

COMMUNICATION IS KEY:

It is very important to establish open
communication channels and ensure
that the new starter feels that they
can approach their manager with any
concerns.

SET IT UP AND

FOLLOW IT THROUGH:

It is good practice to establish the
frequency with which you will sit down
and understand how they are finding

everything. Face to face meetings are
proven to generate the most trust. If these
meetings are prearranged you don’t evoke
worry when they are suddenly summoned
to a meeting room. Open and honest
feedback should be given and encouraged
so that everyone is on the same page and
any niggles can be ironed out. The end

of week one and two and then the end of
the first and second month and monthly
from then on is best practice. During these
meetings you can gauge a candidate’s
level of job satisfaction, feedback on

how they are performing and devise any
support or training plans they need.

If it isn’t you, assign a buddy or a ‘go to’
for when they have any concerns.
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DOMUSRECRUITMENT

CLIENT
RETENTION GUIDE

Domus Recruitment knows from our

own experience how frustrating it is to
lose a new recruit in the early days of
them starting. All of the administration,
planning, hopes and dreams of a great fit
can all come to nothing if you don’t get it
right. In the role we play in supporting our
clients in finding the talent they need to
onboard for their businesses to succeed
we gain a lot of feedback of what to do
and equally what not to do. We have put
this guide together for you to ensure

that when you find the right candidate,
you do all the right things to ensure that
appointment ‘goes the distance’ and you
lay the foundations to nurture new comers
to become instrumental assets that
contribute to success.

WHY DO PEOPLE LEAVE ROLES?

The job isn’t what they discussed when
they were in an interview

Whilst selling the opportunity is important,
if it is perceived that some key information
has been held back purposely, the trust
that is required for a successful working
relationship is lost.

Morale and the standards are low

When people start a position it is essential
to brief the staff team on making the right
impression. Arguably a more powerful
influence on a candidate’s understanding
of what is expected of them than what
their direct manager tells them is what
they observe of their peers’ levels of
commitment and engagement. Staff
should be briefed on this so that they
understand the role they play and the
responsibility they bear.

No support

In the early days of someone starting a
role their level of dependency will be high
to start off with, so it is essential that the
appropriate level of support is offered.

Management style or

relationship with manager

Management is a very personal thing as
people are so different. It is good practice
to understand how people like to be
managed and you can mould yourself

to this wherever possible. This should

be established in the interview as if the
overall management style is very different
from their preferred style a cultural
mismatch could hinder the success of an
appointment. The care sector has been
criticised for having a lot of dictatorial
leadership and a more modern-day
approach with a combination of leadership
styles is key to success.
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