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SELECTION- MEANING AND STEPS 
SELECTION: Once the potential applicants are identified, the next step is to evaluate their qualification, qualities, 

experience, capabilities, etc. & make the selection. It is the process of offering jobs to the desired applicants. Selection 

means choosing a few from those who apply. It is picking up of most suitable applicants or candidates with requisite 

qualifications and qualities to fill jobs in the organization. It is a process of offering jobs to desired candidates. 

 

Definition of Selection:  

 According to Harold Koontz, “Selection is the process of choosing from the candidates, from within the 

organization or from outside, the most suitable person for the current position or for the future positions.”  

 Dale Yoder said, “Selection is the process by which candidates for employment are divided into classes those 

who will be offered employment and those who will not.” 

 David and Robbins said, “Selection process is a managerial decision-making process as to predict which job 

applicants will be successful if hired.” 

 According to R.M. Hodgetts, “Selection is the process in which an enterprise chooses the applicants who best 

meet the criteria for the available positions.” 

 

Features of Selection:  

 It consists of several inter related activities. 

 It is a negative process 

 It involves matching the candidate with the requirement of the job. 

 Its main purpose is to select right candidate 

 It is done only after recruitment process had been completed. 

 
Differences between Recruitment and Selection:  

 

RECRUITMENT SELECTION 

It has been defined as the process of searching for 

prospective employees and stimulating them to apply for 

jobs in an organisation.  

Selection is the process of choosing from the 

candidates, from within the organization or from 

outside, the most suitable person for the current 

position or for the future positions. 

It is a Positive process It is a Negative process 

It aims to create large pool of candidates. It aims to eliminate undeserving candidate. 

It is a Simple process  It is a Complex process 

It is done before selection It is done after recruitment 

No restriction on number of candidates to apply Only limited number of candidates can be selected 

 
 

STEPS IN SELECTION PROCESS: Finding the interested candidates who have submitted their profiles for a 

particular job is the process of recruitment, and choosing the best and most suitable candidates among them is the 

process of selection. It results in elimination of unsuitable candidates. It follows scientific techniques for the 

appropriate choice of a person for the job. Selection is a long and tedious process. Every candidate has to pass through 

several hurdles before he/she can get selected for job. The whole exercise might be called a rejection exercise but it 

has a positive outcome in terms of the appropriate personnel selected. 
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Therefore, the selection procedure followed by different organizations, many times, becomes lengthy as it is a question 

of getting the most suitable candidates for which various tests are to be done and interviews to be taken. The procedure 

for selection should be systematic so that it does not leave any scope for confusions and doubts about the choice of the 

selected candidate. The basic principle for the selection is, the “right man for the right job.” 

 

Presuming that all the requirements that are necessary for inviting applications have been fulfilled and the applications 

have been received in the office, the following steps are generally performed for the selection of employees: 

 

 

 Preliminary Interview: The Executive of the organisation conduct a brief interview of the candidates to 

determine whether it is worthwhile for the candidate to fill up the blank application. Minimum qualifications 

and experience of the candidate, his age, etc., are ascertained. Preliminary interview helps to eliminate those 

candidates who are obviously unfit for the job. It saves times and expenses of the employer in processing the 

application of unfit candidate. 

 

 Blank Application: The candidates who succeed in preliminary interviews are required to fill in a specially 

drafted blank application form. It provides a written record of the name, qualifications, experience age, 

address, date of birth, contact number etc., of candidates. It can be used as a good test device for the 

expression, handwriting and other abilities of the candidates. Therefore, it should be designed carefully so as to 

secure all relevant information about the candidate. There is no standard form of blank application for all firms. 

As far as possible, it should be simple and brief. 
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 Selection Tests: Candidates may have to undertake different types of selection tests to establish their claim for 

the job. These tests are based on the assumption that, human behaviour in an actual work situation, knowledge, 

intelligence, technical skills can be predicted by sampling it. It is useful in identifying and eliminating 

unsuitable candidate. These tests are helpful in measuring the suitability of the job. It helps to reduce 

favouritism but are expensive and time consuming. 

 

 Group Discussion: Under this test, candidates are observed in the areas of leadership, proposing valuable 

ideas, conciliating skills, oral communicating skills, coordinating and concluding skills. 

 

 Final Interview: Interview serves as a means of checking the information given in the application forms and 

the tests results. It involves a face to face conversation between employer and candidate. It also provides an 

opportunity to the candidates to enquire about the job during interview. Managers get an opportunity to take a 

decision about their suitability for employment. Selection interview should be conducted in an atmosphere 

which is free from disturbance, noise and interruption. Interview should be conducted in great depth to judge 

the suitability of the candidates. 

 

 Medical Examination: A physical examination of the potential employee is necessary for the company, to 

protect itself against the risk of claims for compensation from individuals who are suffering with disabilities. It 

helps to identify the physical and mental fitness of the candidate. The medical examination should be both 

general and thorough. The findings should be carefully recorded so as to give a complete medical history, the 

scope of current physical capacities, and the nature of disabilities, if any.  But it needs to be remembered that 

the medical examination is an aid to selecting employees who, besides fulfilling the requirements as to abilities 

and skills, also possess necessary physical characteristics. In other words, medical examination should not be 

used unfairly to reject an otherwise suitable candidate. 

 

 Checking References: References are generally required to enquire about the conduct of those candidates who 

have been found suitable in the interviews and tests. References can be collected from the previous employers, 

colleges last attended or from any other reliable source. Before forming a balanced opinion, it is necessary to 

enquire from three to five persons about the conduct of the prospective candidate. However, this exercise may 

not always produce the desired results because  

o no candidate will cite the name of a referee who might speak unfavourably about him;  

o the referee may not always respond;  

o due to a prejudice the referee may deliberately speak against the candidate. 
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 Final Approval: After a candidate has cleared all the hurdles in the selection procedure, he is formally 

appointed by issuing him an appointment letter or by making a service agreement with him. No selection 

procedure is fool proof and the best way to judge a person is by observing him working on the job. 

 

 Placement: Candidates who give satisfactory performance during the selection process are asked to join the 

duty/organisation by the specified date mentioned in placement letter. 

 

TYPES OF SELECTION TEST: Selection tests are classified into six types. They are as follow: 

 Aptitude Tests: Aptitude means the potential which an individual has for learning the skills required to do a 

job efficiently. Aptitude tests measures an applicant’s capacity and his ability to learn a given job if given 

adequate training. These tests are the most promising indices for predicting employee’s success. Aptitude tests 

can be divided into general and mental ability or intelligence tests and specific aptitude tests such as 

mechanical aptitude tests, clerical aptitude tests, etc. 

o Intelligence Tests: These tests are used to measure a person’s capacity for reasoning and 

comprehension in terms of his memory, mental alertness, vocabulary, and grasping capacity. A 

candidate’s IQ or mental alertness can be estimated through intelligence tests. The tests consist of 

logical reasoning ability, data interpretation, comprehension skills and basic language skills. Though 

these tests are accepted as useful ones, they are criticized to be against deprived sections of the 

community. 

o Mechanical Aptitude Tests: These tests deal with the ability of the candidate to do mechanical work. 

They are used to judge and measure the specialised knowledge, perceptual speed and problem-solving 

ability. These tests are useful for selecting apprentices, skilled mechanical employees, technicians, etc. 

o Psychomotor Tests: These tests judge abilities like manual dexterity, motor ability and eye-hand 

coordination of candidates. These tests are useful to select semiskilled workers and workers for 

repetitive operations like packing, watch assembly, quality inspection, etc. 

o Clerical Aptitude Tests: These tests measure specific capacities involved in office work, like spelling, 

computation, comprehension, copying, word measuring, etc. 

 

 Achievement Tests: The candidate’s achievement in his career is tested regarding his knowledge about the job 

and actual work experience. These tests are more useful to measure the value of specific achievement when an 

organization wishes to employ experienced candidates. These tests are classified into: 

o Job Knowledge Tests: Under this test, a candidate’s knowledge is tested for a particular job. For 

example, if a junior lecturer applies for the job of a senior lecturer in Economics, he may be tested in 

job knowledge where he is asked questions about microeconomics, macroeconomics, central bank, etc. 
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o Work Sample Test: Under this test a portion of the actual work is given to the candidate as a test and 

the candidate is asked to do it. If a candidate applies for a post of a lecturer in Management, he may be 

asked to deliver a lecture on Management Information System as work sample test. 

 

 Situational Tests: These tests evaluate a candidate in a similar real-life situation. In these tests, the candidate 

is asked either to cope with the situation or to solve critical situations of the job. 

o In Basket: Situational test is also administered through ‘in basket’. The candidate, in this test, is 

supplied with actual letters, telephone and telegraphic message, reports and requirements by various 

officers of the organization. The candidate is asked to take decisions on various items based on the in-

basket information. The candidate is then evaluated by the decisions he took, during the test. 

 

 Proficiency Tests: Proficiency tests seek to measure the skill and abilities which the candidate already 

possesses at the time of testing. Trade tests or skill tests are examples of proficiency tests. They determine 

whether the claims made by the candidate about his skills and abilities are proved by his actual test 

performance. 

 

 Interest Tests: Interest tests identify patterns of interest, that is, areas in which the individual shows special 

concern, fascination and involvement. These tests will suggest what types of jobs may be satisfying to the 

employees. 

 

 Personality Tests: Personality tests are aimed at finding out emotional balance, maturity, temperament, etc., of 

the candidate. It is very difficult to design and use these tests as they are concerned with discovering clues to an 

individual’s emotional reactions, maturity, etc. Personality tests have disadvantage in the sense that they can be 

faked by sophisticated candidates and most candidates give socially acceptable answers. Further, personality 

tests may not successfully predict job success. 

 

  


