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GETTING MORE

FROM YOUR RECRUITMENT CONSULTANTS

A Guide to getting the best results from working with Recruitment Professionals

By Jackie Dawkins FREC   

        FIVE KEY POINTS
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The Benefits of Using Recruitment Professionals
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The Benefits of Using Recruitment Professionals

Working with the a professional and reputable firm can bring great benefit to your business, in terms of finding the right people for your company in timely and efficient manner.  Your consultants can help you identify the needs of the role, write a job description, provide advice on availability of applicants and salary levels, handle your advertising campaign, screen all the applications, carry out the first interview, liaise with all the applicants (both successful and unsuccessful), set up interviews at your premises, negotiate the package with the preferred applicant and monitor their progress once they have started working for you.  If confidentiality is an issue, then no mention of your company name need be made until the point when you come to meet the applicant.  

More often than not, your Consultants are paid on results and so no fee is payable until the chosen applicant has started working for you. However, not all Recruitment Consultants are the same.  How do you select the one that is right for your business?  

Making the Choice

Using Recruitment Consultants is sometimes considered to be a costly method of finding staff for your business, but by working effectively with the right Consultants, it can provide excellent value for money and prove to be highly effective.

The firm you select and how you work with them is the key to this.  It may be that your company has a long standing relationship with an existing consultancy and has negotiated favourable rates but as with any supplier agreement, this should be reviewed annually to ensure that your business is receiving the best service available.

Your company may also have worked it’s way through a number of consultancies over the years and takes the view those who gets the CV to you first and charges the lowest fee, will get the business – a very short term solution that will definitely not ensure a quality service.

Let’s imagine you are starting from scratch.  You need to establish a relationship with a Recruitment Consultancy and wish to set up either a sole or preferred agency agreement.  (Frankly, this is the only way you should consider working with Recruitment Consultants if you are hoping to negotiate acceptable terms and a professional and effective service).  Look in the Yellow Pages and no doubt there will be considerable choice, so where do you start?  Firstly, shortlist those Consultancies that state they recruit the type of people you need and are members of the REC (Recruitment and Employment Confederation).  This is the professional body that represents the Recruitment Industry.  They set high standards of practice for their members and encourage all Consultants to undertake study towards professional exams.

Secondly, make an initially phone call and speak to the Manager –
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Ask them to tell you about their firm.  How professional do they sound?  
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How much experience do they have in Recruitment and how long have they been with their firm? (there tends to be a high turnover of staff in this industry – ideally you want to work with a firm that has a longstanding team of Consultants who know their stuff!)  
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Are they qualified?  
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Ask what their standard fees are and what services are included in that fee?  (The fee can always be negotiated at your meeting but it’s worth knowing what the starting block is!).  For example, do they interview all their applicants before sending their CV’s off?  Do they carry out psychometric and other testing?  Do they take up 
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references?  Seems obvious?  You’d be surprised how many don’t!
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If you like what you hear, then invite them for a meeting.  

It is worth investing the time in meeting with 3 or 4 firms, especially if you want to appoint more than one preferred agency.

The First Meeting

Before you divulge too much about your business ask the Consultant to share some information about the firm they work for.  Be sure to find out about:-
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The history of the firm
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Their areas of speciality 
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The types of firm they work with
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How the source and screen candidates
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Their successes
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How they manage advertising on behalf of their clients

[image: image18.png]



Their understanding of the economics of the region
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Their training and development policy
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Other sole or preferred agency agreements they have and how they work

Find out how much they know about your company, have they done any research prior to your meeting, it is also helpful to discover how your company in viewed as an employer locally.

Share as much information as you can about your company.  It is really important that your recruitment consultants have a full understanding of your culture, business activities and plans for the future as well as your recruitment needs.  Give the consultant an idea of the number of vacancies you envisage arising over the next twelve months, it help you to negotiate more attractive rates.  But be honest!

Let them know about the challenges you face both in business as well as in recruitment terms.  Don’t be afraid to tell them about any difficulties you have had as well as successes and opportunities.  It is much better that candidates come to you with a clear picture of the sort of company they may be joining.

It is highly recommended that a tour of your offices and premises should take place at this meeting, it will give rise to further points of discussion and the consultant will get the opportunity to ask some pertinent questions that have not yet been covered.

You will by this point have an idea of the standard fees charged by the consultants, whilst a preferred tariff of fees does not need to be agreed at this stage, you should discuss the sort of level you would feel comfortable with.  

At the end of the meeting, invite the consultant to put together a proposal which will cover how they would handle your recruitment, the fees they would charge and what would be included in those fees and the terms and conditions of any agreement. 

The Agreement

You will know from your meetings which Consultants demonstrate an understanding of your business and the ability to find the right employees for you.  You will have asked them to submit a proposal based on your discussions.  Choose your Consultants wisely, consider all the information the proposal contains and don’t make your decision based purely on the cheapest fee, it could prove to be not such good value in the long run.  The proposal should contain the following information:
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Details of how they handle the recruitment process in terms of interviewing, testing, referencing
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Where they will advertise and what advertising they will pay for and what advertising you would be expected to pay for
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Time scales – how long they will be allowed to work a vacancy before you can look at alternatives.  Just because you have an Agreement with one firm doesn’t mean you can’t work with other consultants if your preferred one is unable to find the right person.  It may be that your preferred firm will offer to deal with a second tier Consultant so that all communication goes through the same person.  Bear in mind that if you instruct other Consultants before the agreed time scale has expired, your preferred Consultant is at liberty to charge you a full fee if they are successful in filling your vacancy.
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Refunds – what if the person you appoint leaves within the first three months?  Will your Consultants do a straight replacement or will they insist on refunding a percentage of the fee before starting again.  What would you prefer?
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Restrictions – if you receive a CV or interview an applicant and don’t appoint them but go on to approach them at a later stage, there is a period of time that an introduction fee would still apply, this varies between 6 months and indefinitely with some consultants.  Make sure that information is clearly available.
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References – be clear about who is responsible for taking up references.  Nowadays, many firms are cautious about giving anything other than factual references ie dates of employment and position held.  However, the ideal situation if for you to take up verbal references – with the permission of the prospective employee of course.  Don’t ask your  consultants to do this, you get a much clearer picture of the individual if you speak to a past employer yourself rather than expecting a third person to relay the information to you.  If you prefer written references, then it is reasonable for your consultants to deal with these.
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Payment Terms – be clear about when your Consultants would expect to get paid.  If this looks like it could be a problem with your Purchase Ledger runs, sort this out at the beginning not when your Consultants are jumping up and down waiting to get paid for all the hard work they did.  Remember, they usually only get paid on results and if they are successful, it is unfair to keep them hanging around.

Working Together – an ongoing relationship

As with any business relationship, clarity of communication is the key to success.  If you are clear about your expectations, your Consultants stand a better chance of fulfilling them.  Equally, your Consultants should openly share information about your recruitment process and how they are handling it, offering to provide you with a progress report on request and warning you of any difficulties they have in sourcing suitable applicants.  

If you are unhappy with any aspect of their service, tell them.  This way the service you get will keep improving. 

Be flexible and expect flexibility from your Consultants.  Listen to them, it may be that they have interviewed someone who, on paper, is possibly not the ideal match, but your Consultants have met them and they may offer strengths in other areas that would be beneficial to your business.

Expect follow up from your Consultants.  They will speak to candidates they have placed in your business, they will want to check they are settling in and they should  also be speaking to you to ensure you are happy with the candidate.  

Ask advice - ask for help with writing job descriptions, inductions and handling appraisals.  If you have chosen the right firm, they should be able to assist in all of these areas.  Some clients need help with interviews, either request the presence of your Consultant at the interview or ask for some tips.  Some firms can provide interview training.

Meet regularly, don’t just get together at the beginning.  Some clients like to discuss each vacancy in detail and in person so that a plan of action can be agreed.  

When your Consultants begin to feel like they are part of your business, they ring you up for no other reason but to check that everything is OK, keeping you informed of relevant recruitment trends, courses and general business information you know you have achieved a successful relationship.

Jackie Dawkins FREC is a Director of Cathedral Appointments and has worked in the recruitment industry for twenty years.  She founded Cathedral Appointments with Susie Ford FREC in 1988 when they decided they wanted to provide a more flexible and personalised service than they were able to with the High Street firm they were working for.

Today Cathedral Appointments is a leading light in the recruitment sector in the South West.  There are in excess of eighty agencies in Exeter alone and Cathedral Appointments remains one of the few locally-owned, independent firms who successfully recruit for a wide range of companies across the region.

Consultants specialise in the following sectors: Sales and Marketing, HR, Accountancy, Manufacturing, Engineering, IT, Logistics, Office and  Legal.  In 2005 a new Division was launched, Cathedral Executive, specialising in Board level and senior management recruitment.

In 2002 and 2004 awards were won for the Best Regional Recruitment Firm in the South and South West (Recruiter Magazine Awards)

Active members of the REC (Recruitment and Employment Confederation), Cathedral Appointments have been passionate in raising the professional standards of the recruitment industry.  They offer an enviable Training Scheme to their would-be consultants that supports this ethic.
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33-35 Southernhay East, Exeter, Devon

01392/413577

info@cathedralappointments.co.uk
CATHEDRAL Professional
Legal, Financial and Accountancy

CATHEDRAL Commercial
Human Rescources, Sales and Marketing, 

Office and Temporary Appointments
CATHEDRAL Technical
Manufacturing, Engineering, Logistics and IT
Cathedral Executive
Board and Senior Management 

www.cathedralexecutive.co.uk

�





�





�











