
 

 

 
 

Recruiting Senior Staff – Top Tips 
 
 
Managing Board expectations and working with Trustee-level Search Panels 
 
This will normally only apply for Chief Executive appointments. The Board should appoint 
the Recruitment Panel – which should be a sensible size, no more than six members, 
including any advisors and chaired by the Chair of the organisation.  The whole Board should 
be kept informed of progress at appropriate points (by the Chair or the senior officer who is 
managing the process) e.g. when the advertisement goes out and at longlist and shortlist 
stages and the Recruitment Panel will normally make a recommendation for approval by the 
whole Board on the candidate to be appointed. 
 
Choosing a recruitment agency (unless you are doing it yourself)  
 
Prepare a brief, research the market and identify three firms to pitch against the brief. The 
brief needs to set out what you want from the agency e.g. a full service up to negotiation 
with the successful candidate or a more limited (and therefore less costly) search which 
produces a longlist from which the Recruitment Panel will shortlist. The agency can be 
selected from the proposals they submit on paper or, if there is time, from a ‘beauty 
parade’.  Always check who will be doing the work – some agencies use very experienced 
consultants to pitch and then more junior people to do the work. It’s usually possible to 
negotiate a reduction in the quoted fee with the successful agency. 
 
Getting the paperwork in order 
 
Produce the job description, person specification, advertisement, covering letter and 
information about the organisation for the Recruitment Pack. If you are using an agency, 
they will generally offer to draft the advertisement and covering letter, but the tone is 
unlikely to be right so it is generally easier to do the work yourself rather than rewriting the 
agency draft.  
 
Finding prospective candidates  
 
The advantage of using an agency is that they will do a search for prospective candidates as 
well as advertising.  Insist that they provide regular (usually weekly) feedback on who they 
are approaching and what response they are getting. If you are doing the advertising and 
search yourself, we would suggest using the Sunday Times website for very senior roles as 
well as the Guardian website. You could also consider relevant trade press for particular 
roles eg the Health Service Journal or Community Care.  Don’t waste money on print 
advertising – everyone looks online these days. Above all, use your networks, ask around! 
 
Long-listing and short-listing  



 
If you are using an agency, they will normally provide a longlist of candidates, split into: 

- recommended (10-12 candidates) 
- possible 
- not recommended. 

At the longlisting meeting, the Recruitment Panel can then decide which candidates the 
agency should meet for an initial interview and the agency will then bring recommendations 
to a shortlisting meeting. Alternatively, the Recruitment Panel can shortlist from the longlist 
(saves time but less thorough). Ideally, the shortlist should be 4-6 candidates.  
 
If you are managing the process yourself rather than using an agency, you can either longlist, 
run initial interviews and then shortlist, or (which we would recommend) just shortlist from 
the applications.  
 
Interviews, exercises and psychometric tests 
 
Interview questions should be drafted for the Recruitment Panel to approve and decide who 
asks which question and any exercises need to be agreed. For senior roles we would 
recommend that candidates should be asked to make a presentation rather than doing, for 
example, in-tray exercises. We are not keen on psychometric tests, but sometimes Board 
members are!  
 
Involvement of staff and service users 
 
In a small organisation all staff may meet the shortlisted candidates, otherwise it is usual for 
either just the senior team or a cross-section of staff to do so – much depends on the ethos 
of the organisation. Sometimes there will be one stakeholder panel involving both staff and 
service users; sometimes a separate service user panel will be appropriate. In the 
briefing/instructions to stakeholder panels, it’s important to be clear about the purpose and 
that the session is not an interview – it is an opportunity for candidates to get a feel for the 
organisation as well as the panel members getting a feel for the candidates. The candidate 
can be asked to facilitate a discussion on a pre-arranged topic or each panel can be given 
one or more topic to explore with the candidate. Each panel should have a leader/facilitator 
who will make sure that things go smoothly and also pull together feedback to the 
Recruitment Panel – either notes or verbal.  
 
Checking out candidates 
 
We strongly recommend informal checking out of shortlisted candidates – Google, Linked-In, 
Facebook are all helpful – but, above all, ask around! Don’t just rely on formal references – 
people nowadays are very cautious about what they put in references. 

 
More information  
 
We will be available for the rest of the day or you can visit our website at 
www.lastingtransformation.co.uk or email susie@lastingtransformation.co.uk or call us on 
07968 801948.  
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