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Canadian Agricultural HR Council

WHO ARE WE?

Overview

The Canadian Agricultural Human Resource Council (CAHRC) is a
national, non-profit organization focused on addressing human
resource issues facing agricultural businesses across Canada.

Vision

A qualified and motivated workforce that is sufficient to sustain
profitable agriculture in Canada.

Mission

Develop solutions to support the HR management needs of
agriculture



Recruitment, Selection & Hiring
Learning Objectives

By the end of the series you will be able to:

* IDENTIFY the process for recruiting, selecting and hiring workers

* EXPLAIN how to use job descriptions

* DISCUSS the process of selecting workers in adherence with legal obligations
* EVALUATE the effectiveness of recruitment and selection methods

* DESIGN a selection interview

* FORMULATE an offer of employment

» EVALUATE the effectiveness of new hire welcome and orientation programs




Webinar 1:
The Importance of Recruitment




Why Recruitment, Selection, and Hiring?

Helps you attract and retain a

skilled and motivated workforce.

Hiring the right people for the right job is
essential to your business success.

Poor hiring decisions:

o Reduce productivity, motivation, and
morale.

° |Increase turnover

° Place you at risk for expensive
discrimination and human rights claims.

Photo Credit: Vicki Dutton



Steps to
Recruitment, Selection, and Hiring

—\

Step 1: Define the job

Step 2: Develop the selection criteria

Step 3: Create a job advertisement >— Recruitment

Step 4: Choose a recruitment method

Step 5: Review job applications

Step 6: Prepare the interview

Step 7: Conduct the interview —— Selection

Step 8: Check references

Step 9: Hire j_ Hiring




Why is Recruitment Important?

* Find and attract skilled workers
* First contact

Recruitment process:

 What role am | looking to hire?

*  What responsibilities and duties will be required of the candidate?

*  What knowledge and skills will the candidate need to be successful?

* Which recruitment method is best suited to find the candidate | need?

Photo Credit: Vicki Dutton



Step 1:
Define the job

Job Descriptions

A job description outlines the key tasks, duties, and
responsibilities of a particular job. It is considered
the cornerstone of many HR activities.

What to Include in a Job Description:

* Title and reporting relationship

e Job duties

* Key responsibilities

* Working conditions and environment

* Required knowledge, skills, and abilities
* Required qualifications

JOB DESCRIPTION
CROP PRODUCTION
EXPERIENCED FARM WORKER
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Collecting Information
for Job Descriptions

Job analysis involves systematically gathering

information about the tasks, duties, and
responsibilities of a particular job.

A Job Analysis Includes:

The tasks to be performed.

The machinery and equipment that need to be used.
The required knowledge, skill, and abilities.

The level of required supervision. ‘ ,
The working conditions. A1) L o TR , ":w&
Performance expectations. s
Required qualifications.

Photo Credit: Vicki Dutton



Developing a Job Description

Do not include goals on a job description (e.g., pick 25 bushels a day).
Goals change throughout the year and depend on operational priorities.

Identify Key Responsibilities
Between 8-12 responsibilities per position

* List the types of decisions the job holder
 List any supervisory responsibilities
 List any financial responsibilities

* |dentify the types of interactions

Photo Credit: Casey Vander Ploeg



Developing a Job Description

Identify Other Important Areas Es

JOB DESCRIPTION
CROP PRODUCTION

* Working Conditions and Environment

EXPERIENCED FARM WORKER

* Required Knowledge, Skills, and Abilities

* Required Qualifications

/7 N e —

Start each responsibility with an o e
action verb (e.g., develops,
maintains, lifts, operates).

\ J
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Develop a Job Description

Understanding and defining the job is an important first step. This
process helps feed into all aspects of the recruitment process.

1. Download the Job Description template.

2. Determine the 8-12 responsibilities per
position.

3. Rank them in order of importance.




Step 2:
Develop Selection Criteria

Developing Selection Criteria

Selection criteria are the job-specific capabilities (skills, knowledge, and abilities) needed to
successfully perform the job. The criteria are developed from the job description and are
used to identify the best person for the job.

Key points to consider when developing selection criteria:

* Knowledge, skills, abilities, qualifications and experience

e Specific and measurable

Important: If you don’t
know what you’re looking
for you’ll never find it!

* Job-related

e Comply with human rights legislation

* Foreign workers - following the appropriate regulations



Step 3:

Create a Job Advertisement

Job Advertisements

Provide
- detail about the job
- required qualifications

Details to Include:

* Farm profile * Main responsibilities
* Job title * Competencies
* Location * Equipment and
e Company description machinery
e Job start date *  Working conditions
* Term of work * Training/Education

* Parttime * Drivers license

* Full time * Language

* Paid internship * Salary
* Experience required * Benefits
* Where to apply




Sample of Advertisement

/ What to Include \

* Farm profile * Main responsibilities
* Job title * Competencies
* Location e Equipment and machinery
 Company description * Working conditions
* Job start date * Training/Education
e Term of work e Drivers license
* Parttime * Language
* Full time e Salary
e Paid internship * Benefits
e Experience required * Where to apply
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Farm Profile

* introduce and market your farm

e distinguish you from other farms

Three to four sentences that communicates:

* A brief description of your farm or operation
* (e.g., name of farm, age of operation)

* What your farm values most and/or promises to
deliver to its customers.
* (e.g., sustainable agriculture, honest
service.)
* Why your farm is a good place to work

* (e.g., safe environment, competitive
compensation)

Photo Credit: Stamp Seeds



Develop a Farm Profile

1. Write one to two sentences that describe key
aspects of your farm operation.

2. Add a sentence that describes what your farm
values most and/or promises to deliver to its
customers.

3. Add sentences that describes why your farm is a
good place to work.

4. Review the sentences you developed in steps 1-
3 and revise your profile as needed.




Creating a Job Advertisement

’

. Take the job description you completed earlier

. Prepare a job advertisement using the template
provided. Fill in the necessary information
relevant to your farm.




Step 4:
Choose a Recruitment Method

Choosing a Recruitment Method

e various recruitment methods
place your job ad where candidates will see it

Internal Recruitment

Employee Referrals

Networking

Advertising

Recruitment Agencies

Job Fairs

Job Boards



Select a Recruitment Method

Employee Referrals:
* recommendations or referrals from current employees

Benefits:

e good understanding of the nature and requirements
* pre-screen candidates

* include workers who may not be actively seeking new jobs

Drawbacks:

* biased by evaluations
* may feel resentful

e torecommend others who are similar



Select a Recruitment Method

Networking:

e personal networks, such as other producers, neighbours, and former
employees

Benefits:
* good understanding of the nature and requirements of the job
* pre-screen candidates

Drawbacks:
* might also have common areas that need to be developed



Select a Recruitment Method

Job Fairs:
* Informational tables or displays

Benefits:
* initial applicant screening

e control of first impressions
e realistic job previews
e target groups of potential candidates

Drawbacks:

* expensive

* time consuming

* advertising materials

e competing with other businesses



Select a Recruitment Method
Print Advertising:

* industry publications, or in the newspaper

Benefits:

e groups of potential candidates
* wider range

Drawbacks:

* time-consuming
e cost of advertising
e shelf life is relatively short

e cannot be edited
* infrequent publishing cycle



Select a Recruitment Method

Online Advertising:

* online, in social media, or online industry publications
Benefits:

* inexpensive

* reaches a wider range

e can be shared

* |onger life, easy to change
» target groups of potential candidates

Drawbacks:
* time-consuming
* unlikely to reach a large number



Select a Recruitment Method
Job Boards:

* Online search engines to post specific advertisements

Benefits:

* target groups of potential candidates
* reaches a wider range

Drawbacks:
* range in price, as well as length

* specific commodities or regions can be difficult to find and smaller reach



Lasn ssscucuasL AgriJobMatch

The Canadian Agriculture sector has a large
number of jobs that go unfilled. Our goal is .\ "
to connect employers and job seekers in

one p|ace. SEARCH JOBS FOR EMPLOYERS

Enter Keywords. It's faster and easiar 1o find skillod agriculiure
T, empioyees using AgridobMateh™.

The Job Board is designed for:

= Post jobs faster with templates,

« find 1op candidates with SkilMatching™,
. ) ) ) Province City/Town » and use customized hiring kits to interview and
* Connecting employers with job seekers/interns Selac et Sa i

* Matching job seekers/interns to employers

. . . . Advanced Search
* Accessing a variety of tools to simplify the
recruitment and selection process . Fing youE harikot Job, el Rt
Our matching angine scans thousands of agricultura With-a matching angine that identifies qualifisd
jobs and shows you the jobe that ara your perfect fit. it applicants, plus job templates and interview guides, it's
atsn puts vour profile in front of employars who need aasiar than ever 1o find and hire tha right agriculture
. your skifls. warkers,
'¢>\ Plus valuable and customizable . LEARN MORE : LEARN MORE
*

templates and resources
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AgriJob Match Tools AGRI

Sample Job Descriptions, Job Advertisements,
Interview Guide and MORE...

JOB DESCRIPTION
CROP PRODUCTION
EXPERIENCED FARM WORKER

Job Description

* Position Details

¢Job Title,

*Department / Team

*Supervisor /

Manager

*Direct Reports

*Term of work

¢ Position Purpose

* Company Description

ain responsibilities
Interview Guide:

* Competencies

* Farm Equipment and

* Machinery

* Physical Capabilities

* Working Conditions

* Training / Education

* Qualifications

* Language

* Driver’s License

* Remuneration & Benefits

Interview procedure steps
Guidance for evaluating the interview
Interview rating scale

Behaviourally-based questions



Select a Recruitment Method

Recruitment Agencies:

e Third-party agencies to assist with recruitment
When using agencies:

 agentisreputable and has experience

provides a contract that clearly specifies deliverables
e understand the fees

Benefits:

* broad pool
 reduces the time

Drawbacks:

* adds to the cost
e provides information to agency

e focus on filling vacancies not high-quality candidates




CAHRC Recruitment Partner

Recruitment Agencies: Third-party agencies to assist with recruitment, in particular the
recruitment of temporary foreign workers. Typically, the recruitment agency is paid a fee
based on the salary offered to the new employee.

| LCAg

* http://www.ilcag.ca/

* International Labor Centre & Immigration Recruitment Services of Canada Inc. (iLCAg)
15 years, 30 countries, 1200 qualified applicants

* Jeremy Welter

 Cell: 306-494-7866

* Jeremy.welter@ilcag.ca




Step 5:
Review job applications

Review Job Applications

Review the job applications and resumes
Determine which applicants meet the minimum requirements

Evaluating the Results:

1. Monitor the incoming applications.

2. Assess the quality/amount of applications
received in response to the job posted.

3. Re-evaluate recruiting approach as needed
to find the appropriate applicants.

4. Select applicants to advance to the
selection stage.

Compliant with Canadian Laws and Regulations

* Assess only qualifications, skills and other characteristics
* Apply equally and consistently
Photo Credit: Lydia Schouten




Select a Recruitment Method

Key Points to Consider:

* Can be a slow process

* Start advertising at least several months prior
e Candidates need to see it
* Potential candidates include:

* Local high school graduates

* Graduates

e Canada Employment Centers

* Foreign workers/students

* Online job seekers

* Retired persons



Programming & Resources

There are resources available to help recruit temporary foreign
workers.

1. Temporary Foreign Worker Program (TFWP)

° Main program (not Ag Stream or SAWP)
o Administered by Employment and Social Development Canada and Service Canada
o Seasonal needs

https://www.canada.ca/en/employment-social-development/services/foreign-
workers/hire/agricultural/agricultural/apply.html




Programming & Resources

International Experience Canada

There are resources available to help recruit i gy e oo
temporary foreign workers. =

International Experience Canada (IEC) Program

o Connecting agricultural Students and farmers

| .y
Payment &7
Required
Documents

o Administered by Immigration, Refugees and Citizenship Canada

o Seasonal Needs

http://www.cic.gc.ca/english/work/iec/index.asp




Programming

There are resources available to help recruit temporary foreign
workers.

Alberta Provincial Nominee Program

e Administered by Alberta Government, provincial immigration stream

* Permanent/full time occupations

* http://www.albertacanada.com/opportunity/programs-and-forms/ainp.aspx
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LABGUN MARKET INFORBATION
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CANADIAN AGRICULTURE PRODUCTIVITY

Output per worker increased 45%
from 2004-2014 making Agriculture
the Star Productivity Performer
of the Canadian economy.

@CdnAgHRCouncil
www.cahrc-cchrha.ca

Source: Canadian Agricuttural Human Resource Council Conterence Board ot Canada, Statistics Canada

CANADIAN AGRICULTURAL

HUMAN RESOURCE COUNCIL

CONSEIL CANADIEN POUK LES Rancied by the Govemiant of
RESSQURCES HUMAINES EN AGRICULTURE Cunada's Sectoral Inftxtives Program
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Ag & Agri-Food Workforce Program Aﬁ;,

Canadian Agriculture & Agri-Food
Workforce Program *
for Primary Ag & Primory processing
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& AgriHR Toolkit
AGRI

HR TOOLKIT

Employer Tools
“How do | attract the skilled workers | need?” ¢ MOd u Ies fOr eaCh H R dlred

“What’s the best way to discipline an

employee?” “How do | protect myself from .Step by Step InStrUCtiOnS

lawsuits, grievances, and liability claims?” “How

do | improve workplace morale?” “How do | ¢ REfe rence M ate rial
know whether | have the right mix of people to N CUStom iza ble Tem plates

help me achieve my business goals?” “How do |

choose the right person to take over from me?” (E m ployee H a nd bOO k, )

“How do | determine the right rate of pay?”

GET THE GUIDANCE YOU NEED TO MANAGE YOUR STAFF.



Accessing the CAHRC Toolkit

Visit: https://hrtoolkit.cahrc-ccrha.ca/

'%L -
Sign-up and use COUPON CODE:
ACPCWEBINAR2017 HR TOOLKIT

This coupon will provide access to the CAHRC
Toolkit for 4 months.

Remember, this coupon will expire April 30.

The AGeiHR Toolkit ix dergred to address the unique needs of the
agneutture industry. Based on years of research and fiel
conducted in Canada and internatonally, this toolkit offers everytivng
you noed 1o imprave your people-managernent skills and develop key
resourtes 1o help you find, retain, and support your employees




Review: Recruitment

Step 1: Develop a job

.. Develop a job description that outlines the key tasks, duties, and responsibilities.
description

Step 2: Develop Determine what knowledge, skill, abilities, qualifications, and experience you will be looking for.
selection criteria

Step 3: Cr:eate ajob Develop an advertisement that provides detail about the job and the requirements.
advertisement

Step 4: Choose a Decide where and how you will be connecting with potential employees.
recruitment method

Step 5: Review the Review job applications and resumes generated by your recruitment efforts and determine
applications which applicants meet the minimum requirements.




Webinar 1: The Importance of Recruitment

Webinar 2: The Selection Process

Webinar 3: The Hiring Process




Questions & Answers




Thank You
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Partnership Advantages for Associations

to deliver greater member value: HR & Training Solutions
www.cahrc-ccrha.ca



