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ABSTRACT 

 

Key words: Recruitment, selection, recruitment and selection practices, the Department 

of Public Works in the Free State province, service delivery mandate 

 

Legislation clearly stipulates for the principle of public service delivery to all the citizens 

of the country. It is the task of national and provincial government departments to 

prioritise service delivery (RSA, 1997:10). The quality of services delivered to the public 

by the national and provincial departments, relies significantly on the quality, skills and 

capabilities of the public officials. Therefore, recruitment of public officials must not only 

identify and attract potential employees but ensure that all appointees possess the skills 

and ability to enable public service departments to achieve their strategic goals and 

objectives, and subsequently provide quality services to the public. 

 

Based on an investigation conducted by the Public Service Commission (PSC), it was 

determined that most do not comply with the recruitment and selection requirements 

(PSC, 2006:8). In addition to the non-compliance with policy guidelines pertaining to 

recruitment and selection, as provided by the PSC through the Toolkit on Recruitment 

and Selection of 2006, the PSC, through an investigation on various HRM practices in 

the public service during 2010, found that widespread non-compliance with recruitment 

and selection guidelines are still prevalent.  

 

It is evident that departments are struggling to effectively implement recruitment and 

selection processes as stipulated in legislation and outlined in the policy documents. This 

study aimed to address: The non-compliance with legislation and policy requirements 

pertaining to the implementation of recruitment and selection practices which prevent 

departments in the public sector from appointing the most suitable employees to deliver 

on their mandate. 

 

A theoretical overview pertaining to recruitment and selection was conducted in the 

public service. Attention was also given to recruitment and best practices, which may be 

applicable to the Free State DPW. Furthermore, broad HRM legislation and policy, 

directing the implementation of recruitment and selection practices in the public service, 

was reviewed. An outline of legislation and policy as well as the recruitment and selection 
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practices particularly applicable for its implementation in the Free State DPW public 

service was provided.  

 

The qualitative and quantitative research approaches were utilised in this study. Personal 

interviews and a semi-structured questionnaire were used as data collection instruments. 

Interviews were held with senior managers and middle managers involved in the process 

and experienced in strategic planning in the Free State DPW. The questionnaire was 

distributed to the line managers and junior officials who work with recruitment and 

selection practices in the department as well as union representatives. The empirical 

findings of the study were applied to the public service as a whole and recommendations 

were made on the implementation of recruitment and selection practices in the Free 

State DPW and the public service at large. 
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CHAPTER 1: INTRODUCTION TO THE STUDY 

 

1.1 ORIENTATION AND INTRODUCTION          

 

The primary purpose of any government is to provide quality services to its citizens 

(Fourie, 2008:560). With the advent of the new dispensation in South Africa during 1994, 

one of the significant policies put in place was the White Paper on Transforming Public 

Service Delivery (1997). Through the White Paper on Transforming Public Service 

Delivery (WPTPSD), the South African government clarified that a “transformed South 

African Public Service will be judged by one criterion above all: its effectiveness in 

delivering services which meet the basic needs of all South African citizens” (RSA, 

1997:9).  

 

The principle of quality service delivery to citizens of the country is also called for by the 

White Paper on Transformation of the Public Service, 1995, which states that the Public 

Service should be “committed to the provision of services of an excellent quality to all 

South Africans in an unbiased and impartial manner” (RSA, 1995:7). The WPTSD 

explicitly states that the principle driving the South African Public Service in the new 

dispensation will be that of service delivery to the citizens of the country (RSA, 1997:9). 

The WPTSD also calls on the national and provincial public service departments to make 

service delivery a priority to the public (RSA, 1997:10).  

 

According to section 197 (1) of the Constitution of the Republic of South Africa, hereafter 

referred to as the Constitution, the executing authority of the South African government, 

the public service comprises of various national and provincial departments, which are 

responsible for executing the policies of the government (RSA, 1996), with the guiding 

principle of service to its citizens (RSA, 1997:9). Service delivery to citizens of the 

country is the responsibility of national and provincial departments, though the execution 

of government policy. It is, therefore, evident that the provision of quality services to the 

public is of utmost importance to the South African government, as stipulated in national 

legislation and policy documents. 

 

Each department exists to achieve particular objectives and to provide services to 

improve the general welfare of the public (Van der Waldt & Du Toit, 2008:180). In this 
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regard, the departments set goals and objectives for their future performance and 

develop plans to reach those goals (Gatewood, Field & Barrick, 2008:5). In order to 

provide services that will improve the general welfare of the public, departments need to 

recruit and employ competent and skilled human resources.  

 

Chapter 10, section 195 (h) and (i) of the Constitution stipulates that, in order for the 

departments in the public service to function effectively and efficiently, it requires the 

cultivation of good human resources and personnel management practices for the 

employment of personnel based on ability, objectivity, fairness and the need to redress 

the imbalances of the past to achieve broad representation of all the people of South 

Africa (RSA, 1996:107). According to Van der Westhuizen, Wessels, Swanepoel, 

Erasmus, Van Wyk and Schenk (2011:71), human resources is viewed as the most 

important and valued asset of any organisation. Van der Westhuizen et al. (2011:71), 

further indicate that Public Sector Human Resources Management practices and 

processes, including recruitment and selection, should be put in place to attract a 

diverse, competent and skilled workforce that is capable of, and committed to, delivering 

quality public services. It is thus evident that the quality of services delivered to the public 

by national and provincial departments, relies on the quality, skills and capabilities of the 

public officials. Therefore, the recruitment process must identify and attract potential 

employees who possess the skills and abilities to enable the public service departments 

to achieve their strategic goals and objectives, and subsequently, provide quality 

services to the public.  

 

Since 1994, the statutory and regulatory frameworks drafted by government are aimed at 

transforming the public service from the old personnel administration practices to 

planned and integrated HRM practices, which is aimed at improving good governance 

and focusing on citizen-centred service delivery (DPSA, 1997:9). The public service has 

transformed from a traditional form of practicing human resource management (HRM) 

practices, to an integrative strategic approach. Consequently, HRM is not only 

administratively driven, but also acts as a strategic partner in the strategic planning 

process of a department (Van der Waldt, Van Niekerk, Doyle Knipe & Du Toit, 2002:51). 

According to Gatewood et al. (2008:6), the activities used to align the number of 

employees and their performance with the goals of the organisation constitute Strategic 

Human Resource Management (SHRM). Therefore, SHRM is necessary to ensure that, 
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through, inter alia, the recruitment and selection processes, the departments achieve 

strategic objectives and goals as set out in their strategic plans. 

 

Strategic Human Resource Management can be defined as the process of linking HRM 

functions with the strategic goals of the organisation (Dhar, 2008:39). Strategic Human 

Resource Management, therefore, requires the formulation of human resource 

objectives, strategies and policies, which are linked to the strategic plan of the 

organisation (Van der Waldt et al, 2002:52). It is, however, necessary to realise and 

ensure that HRM functions are integrated with each other and should not operate in silos 

(NWU, 2010:4), thus calling for an integrated HRM approach. The first step in 

successfully managing an organisation‟s human resources towards the attainment of a 

department‟s strategic objectives, by means of an integrated HRM approach, is to 

develop an integrated Human Resource (HR) plan (Cf. DPSA, 2008:24).  

 

Human resource planning is the process by which a department ensures that it has the 

right number and kind of people, in the right place, at the right time, capable of effectively 

and efficiently completing those tasks that will help the department to achieve its 

objectives (Randhawa, 2007:22-23). The HR planning process should identify both 

current and future HR needs as well as potential challenges in order for a department to 

consistently deliver on its mandate and achieve its strategic goals and objectives (DPSA, 

2008:25). An integrated HR plan links strategic planning, programme management, 

human resources, and budgeting decisions (DPSA, 2008:28).  

 

Wilton (2011:156) indicates that integrated HR planning should forecast future demands 

of human resources in relation to the available resources, including financial resources. 

Furthermore, HR planning should identify the characteristics and competencies needed 

of people to achieve desired outcomes, and facilitate those competencies to be present 

in the workforce when and where they are needed (DPSA, 2008:21). It can be argued 

that the achievement of a department‟s goals and objectives is in many instances 

dependent on the quality of the employees employed to perform the designated jobs and 

functions. Hence the recruitment and selection of employees are important HR functions 

in ensuring the appointment of competent and skilled employees.   
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In view of the role of integrated HR planning, in terms of linking strategic planning with 

programme management, human resource management and a department‟s budget 

(DPSA, 2008:11), it is clear that HR planning is central to the integrative approach of 

HRM. The integrative HRM approach requires different sections in a government 

department to work and converge towards the strategic plan of the department (DPSA, 

2008:22). Thus, sections or units in the department cannot afford to work in silos and 

should ideally follow an integrated approach, emerging from the HR plan. 

 

Aswathappa and Dash (2008:136) explain that once the HR planning process has been 

completed, recruitment and selection of the right people with the right competencies 

should take place. It is, therefore, clear that there has to be a flowing process between 

HR planning and the recruitment and selection of employees.  

 

Recruitment and selection collectively represents one of the significant HR practices of 

an organisation (PSC, 2006:7). Having the right people with relevant qualifications, 

experience and skills, in the right and relevant positions in the work place, can improve 

the performance of the organisation as a whole (DPSA, 2008:21). According to Erasmus, 

Swanepoel, Schenk, van der Westhuizen and Wessels (2005:207), recruitment can be 

described as those activities in HRM, which are undertaken to attract sufficient 

employees who have the necessary potential, competencies and traits to fulfil job 

requirements and to assist the public service institution in achieving its objectives. 

Therefore, recruitment processes are necessary to realise the achievement of 

departmental goals and objectives by attracting relevant qualified, experienced and 

skilled human resources. 

  

Selection must be considered when an organisation engages with the process of goals 

and objective realisation and involves choosing the best applicant to fill a position 

(Grobler; Wärnich; Carrell; Elbert & Hatfield, 2006:182). Selection processes are in 

essence the vehicle a department can acquire the relevant human resources to assist in 

achieving the department‟s strategic goals and objectives (Cf. MSG, 2013). The selection 

process involves making a judgement – not about the applicant but the fit between the 

applicant and the job (Grobler et al., 2006:182). During the Apartheid regime, 

employment disparities based on the colour of one‟s skin existed, which cannot be 

redressed by simply repealing discriminatory laws (Cf. SA 1998:1). These disparities are 
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addressed by the Employment Equity Act 55 of 1998 (hereafter referred to as the 

Employment Equity Act), which should be considered during the selection process.  

    

In order to achieve the strategic goals and objectives of a department, and improve the 

performance of the organisation, senior management of the organisation must ensure 

that the required procedures are followed as per departmental recruitment policies as 

well as ensure that the process of recruitment and selection are carried out 

professionally, fairly and without bias (Cf. NSW, 2013). Stakeholders such as the trade 

unions are also seeking greater inclusion in the recruitment process (Nel, Van Dyk, 

Haasbroek, Schultz, Sono and Werner, 2004:220). Therefore, cooperation between 

management and trade unions is necessary to ensure that the recruitment and selection 

processes are carried out seamlessly, professionally, fairly and without bias. 

 

Before the 1994 democratic dispensation, the recruitment and selection process in the 

Public Service were racially, gender and physically-abled biased, that is, the Blacks 

(African, Coloured and Indian – Labour Relations Act) and the disabled were excluded 

from positions of influence in the Public Service (DPSA, 1995: 37). The majority of the 

senior posts were held by the minority whites (DPSA, 1995:32). Blacks were rarely 

appointed in a position of influence in the Public Service (DPSA, 1995:32). Other 

designated groups1, such as women and the disabled were employed at the lower levels 

of a department‟s organogram (Erasmus et al., 2005:51). It can be argued that the 

recruitment and selection processes created the perception that certain racial groups, 

especially Blacks, were incapable of performing managerial responsibilities. 

 

Since the new dispensation, legislation and policies regarding recruitment and selection 

practices have been implemented to address the historical disparities in employment, 

occupation and income in the national labour market (DPSA, 1998:1). This enhancement 

of the recruitment and selection policies in the Public Service includes the following: 

 

 Being inclusive of other races; 

                                                 
1
 Designated groups refer to black people, women and people with disabilities who are citizens of the Republic of 

South Africa by birth or descent; or became citizens of the Republic of South Africa by naturalisation before 27 April 

1994; or after 26 April 1994, who would have been entitled to acquire citizenship by naturalisation prior to that date but 

were precluded by Apartheid policies (RSA, 2012:3). 
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 Being gender sensitive and accommodative, and 

 Being inclusive of disabled persons (DPSA, 1997:10). 

 

To comply with the above-mentioned policy requirements, some employment 

advertisements stipulate that preference will be given to people from designated groups 

who meet the minimum requirements (DPSA, 1997:17). Employment practices in the 

new democratic dispensation now ensure employment equity, fairness, efficiency and the 

achievement of a representative Public Service (DPSA, 2001:29). The transformation of 

the recruitment and selection practices in the Public Service was as a result of the 

introduction of the Employment Equity Act to achieve equity in the workforce by: 

 

 Firstly, promoting equal opportunity and fair treatment in the employment of public 

officials through the elimination of unfair discrimination; and 

 Secondly, by implementing affirmative action measures to redress the 

disadvantages in employment, experienced by designated groups, in order to 

ensure their equitable representation in all occupational categories and levels in the 

South African workforce (RSA, 1998:5). 

 

To achieve the objectives of the Employment Equity Act, 1998 as stipulated above, 

departments should embark on a fair and equitable recruitment process. Furthermore, 

with the support of the integrated HRM process, it can be argued that recruitment cannot 

be undertaken haphazardly but should be initiated by the recognition of a need arising 

from the HR planning process (Erasmus et al., 2005:206). The recruitment and selection 

processes should emerge as a result of HR planning, which implies that workforce 

evaluation was conducted to ensure that the departments in the Public Service recruit 

quality employees, required to achieve a department‟s goals and objectives (DPSA, 

1997:26). During the evaluation process, the status of the organisation in terms of its 

current workforce is reviewed as well as the future development of the department in 

terms of its personnel growth (Erasmus et al., 2005:206). 

 

An assessment of the number of employees in a department, the skills, abilities and 

competencies they should possess and the capacity in which they are required to be 

appointed, should be considered before the commencement of the recruitment and 

selection process (DPSA, 2008:21). Accurate job descriptions and job specifications will 
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assist in setting realistic requirements to facilitate effective recruitment and selection 

(Van der Westhuizen et al., 2011:212). The effectiveness of recruitment and selection in 

itself is dependent on the quality and effectiveness of the HR planning process and the 

drafting of job descriptions and staffing requirements, dictated by the transformation and 

service delivery objectives of a department (PSC, 2006:7). However, despite a number of 

legislation, policies, guidelines and imperatives for the implementation of recruitment and 

selection process, there are still shortcomings relating in the implementation process in 

the Public Service (PSC, 2006:7).  

 

Based on an investigation conducted by the Public Service Commission (PSC), it was 

determined that most departments do not comply with the recruitment and selection 

requirements (PSC, 2006:8). The primary findings pertaining to recruitment and 

selection, as outlined in the PSC Toolkit on Recruitment and Selection, 2006, constitute 

the departments in the Public Service usually do not comply with the following aspects 

regarding the recruitment and selection of employees (PSC, 2006:8): 

 

 They do not have comprehensive policies and procedures in place that provide 

guidelines in terms of the unbiased, fair, equitable, reliable and responsible 

functioning of recruitment and selection practices; 

 They do not have uniform approaches and practices in place that will ensure 

compliance with specific standards, principles, values and norms, regulating HRM 

activities in the Public Service, and as necessitated by the Constitution; 

 Before posts are advertised, the departments fail to consider the mandatory and 

suitable skills, competencies, training and attributes needed from candidates that 

apply for vacant posts; 

 They do not determine selection criteria accurately or apply these criteria 

uniformly when selecting candidates for a vacant post; 

 They fail to structure their selection processes in accordance with the selection 

criteria; 

 The reasons for their choices and findings as well as the record keeping of the 

selection process are not undertaken suitably; and 

 They fail to monitor their own conduct with a view to enhance their recruitment and 

selection processes. 
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In addition to the non-compliance with policy guidelines pertaining to recruitment and 

selection, as provided by the PSC in the Toolkit on Recruitment and Selection of 2006, 

the PSC, through an investigation of the various HRM practices in the Public Service, 

found that widespread non-compliance with recruitment and selection guidelines were 

still evident. In their Report on the Assessment of the State of HRM in the Public Service 

(2010:vii), it was determined that that the neglect of basic practices such as the drafting 

of job descriptions, job evaluations and approval for job adverts (preceding the 

placement of adverts in the media), are still prevalent. The PSC investigation also 

revealed that such procedural omissions harm the integrity and reliability of the selection 

process and exposes the Public Service to legal disputes by disgruntled applicants (PSC, 

2010:vii). Although several steps have been taken towards the enhancement of the 

quality of recruitment and selection in the national sphere of government, these initiatives 

were primarily focused on the senior and middle management cadres while the majority 

of the public officials are employed at the lower levels of the hierarchy (PSC, 2010:vii). 

  

From the above-mentioned it is evident that the departments in the Public Service are 

struggling to effectively2 implement recruitment and selection processes as stipulated per 

legislation and policy. Consequently, the purpose of the study is to determine the 

challenges experienced by the departments in the Public Service regarding the 

implementation of recruitment and selection practices. The Free State Department of 

Public Works (hereafter referred to as the Free State DPW) will be used as the case 

study to determine the challenges, experiences and perceptions its officials face 

regarding the implementation of recruitment and selection practices.  

 

Based on the challenges identified in the study, recommendations are made in chapter 5 

of the shortcomings experienced in the recruitment and selection practices in the Free 

State DPW. Effective implementation of the aforementioned practices can assist the Free 

State DPW, as well as other departments in the Public Service to attract and appoint 

personnel with the right skills and abilities to constructively contribute towards the 

achievement of departmental strategic goals and objectives, thereby promoting 

                                                 
2
 For the purpose of this study, the effective implementation of recruitment and selection practices in the Public 

Service refers to the implementation thereof as required by the national statutory and regulatory framework of South 

Africa.  
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legislative imperatives, compliance thereof and enhance service delivery in the Public 

Service.  

 

1.2.   PROBLEM STATEMENT 

 

When legislation and policy frameworks pertaining to recruitment and selection are 

reviewed, it is evident that the South African government views the process of 

recruitment and selection in the Public Service as important. Considering the Public 

Service departments‟ mandate to render quality services to the public and to improve the 

general welfare, it can be argued that departments need to recruit and employ competent 

and skilled human resources to assist in delivering quality services. To ensure the 

employment of such skilled and competent public officials, Public Service recruitment 

and selection practices need to be implemented effectively.  

 

An investigation conducted by the PSC (2010:vii), however, found that most departments 

do not effectively implement recruitment and selection practices (PSC, 2010:vii Cf. PSC, 

2006:8), irrespective of principles and guidelines provided by national statutory and 

regulatory frameworks (PSC, 2006:71). It can be argued that the ineffective 

implementation of recruitment and selection practices negatively influence, not only the 

performance of the departments, but also the fulfilment of their legislative mandate – 

providing quality services to the community. This study aims to address: The non-

compliance with legislation and policy requirements pertaining to the implementation of 

recruitment and selection practices3 which prevent departments in the public sector from 

appointing the most suitable employees to deliver on their mandate. 

 

 

 

 

                                                 
3
 According to the Merriam Webster Online Dictionary (2014), a practice is to do something frequently and repeatedly 

as a regular part of life. A process is defined as a sequence of activities or steps that is taken in order to achieve a 

specific purpose (Merriam Webster Online Dictionary, 2014). For the purpose of this study, the concepts practice and 

process are used interchangeably and refers to a sequence of steps or activities that are frequently and repeatedly 

used as a regular part of life in order to achieve a specific purpose. In the case of this study, it refers to the recruitment 

and selection steps and activities that are performed on a regular basis within the Free State DPW, with the purpose of 

implementing it effectively (within the norms and guidelines of legislation and policy). 
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1.3.  RESEARCH OBJECTIVES 

 

With a view to address the research problem, the study aims to obtain the following 

objectives: 

 

 To conduct a literature review pertaining to recruitment and selection as well as to 

determine its best practices;   

 To explore the statutory and regulatory framework that guides the implementation 

of HRM practices, and in particular the implementation of recruitment and 

selection practices, in the South African Public Service; 

 To identify the current recruitment and selection practices in the Public Service 

and in particular those in the Free State DPW; and 

 To make recommendations, on the implementation of recruitment and selection 

practices in the Free State DPW. 

 

1.4.  RESEARCH QUESTIONS 

 

Based on the problem statement and the research objectives, the following research 

questions will be answered: 

 

 Which literature pertaining to recruitment and selection its best practices can be 

reviewed? 

 What is the statutory and regulatory framework that guides the implementation of 

HRM practices, and in particular the implementation of recruitment and selection 

practices, in the South African Public Service? 

 What are the current recruitment and selection practices in the Public Service and 

in particular in the Free State DPW? 

 What are the recommendations that can be made on the implementation of 

recruitment and selection practices in the Free State DPW? 

 

1.5.  CENTRAL THEORETICAL STATEMENTS 

 

Departments in the Public Service rely on its employees to meet its obligation and 

mandates. Therefore, departments need to recruit, select and appoint the right people, 
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with the relevant competencies and at the right time (DPSA, 2008:24) to fulfil its 

mandate. Human resource planning entails the recruitment and selection processes of 

an organisation in terms of post availability, salary level and post relevancy towards the 

attainment of strategic objectives as well as skills and competencies which human 

resources requires to be recruited (DPSA, 1997:13). 

In view of the role of integrated HR planning in terms of linking strategic planning with 

programme management, HRM, and a department‟s budget (DPSA, 2008:11), HR 

planning is central to the integrative approach of HRM. The integrative approach of HRM 

requires different sections in a government department to work and converge towards its 

strategic plan (DPSA, 2008:22). Thus, an HR plan should make provision for cooperation 

between various sections or units in the department to ensure the achievement of 

departmental objectives. Although the national statutory and regulatory frameworks 

provide principles pertaining to the implementation of recruitment and selection, there are 

still substantive and procedural challenges facing departments relating to the recruitment 

and selection processes in the Public Service (PSC, 2006:71; Cf. PSC, 2010:vii). 

 

1.6.   RESEARCH METHODOLOGY 

 

Various methods of data collection were used to gather information and to support the 

research findings of the study. According to Brynard and Hanekom (2006:35), research 

methodology encompasses the “how” of collecting data, and processing thereof within 

the framework of the research process. In this study, both qualitative and quantitative 

methods of data collection are used. Both a literature study and empirical research was 

conducted. 

 

1.6.1 Literature Review 

 

A literature review was conducted with the aim to collect data on the application of 

recruitment and selection practices in the Public Service and challenges regarding the 

implementation of the recruitment and selection practices. The purpose of a literature 

review is to review publications (such as books, scholarly articles and legislation) by 

experts in the field, directly relating to the topic of the research (Brynard & Hanekom, 

2006:31). For the purpose of this study, the following literature pertaining to recruitment 

and selection practices in the Public Service were consulted during the literature review: 
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 Government legislation and policy; 

 Official government reports; 

 Official documentation of the Free State DPW; 

 Scholarly articles; and 

 Academic conference papers. 

 

The purpose of the literature review was to determine the legislative and theoretical 

guidelines guiding recruitment and selection in the Public Service as well as determine 

current best practices pertaining to recruitment and selection. The literature view was 

conducted with a view to determine whether the Free State DPW complies with these 

guidelines and the principles of these best practices can be applied in the Public Service.  

 

1.6.2   Empirical investigation 

 

The empirical research was conducted by means of personal interviews and a 

questionnaire. According to Cane and Kritzer (2010:4), empirical research is the process 

that involves the systematic collection of information and its analysis according to 

generally accepted methods. Hermans and Moore (2004:4) explain that empirical 

research aims at developing a critical understanding of the practical situation in which the 

research is conducted. In this study, empirical research was conducted to comprehend 

the current implementation of recruitment and selection practices in the Free State DPW 

in relation to the legislative framework, policies, official documents as well as best 

practice (in the Free State DPW). 

 

1.6.3 Personal interviews 

 

The qualitative approach was followed in this study which entailed semi-structured 

personal interviews. According to Anderson (2009:186), qualitative data is generated by 

inter alia, in-depth unstructured interviews and/or semi-structured interviews. Interviewing 

as a method of data collection, allows the researcher to explain his or her questions if the 

respondent (interviewee) is not clear on what is being asked (Brynard & Hanekom, 

2006:8). In this study, semi-structured interviews were conducted with the senior and 

middle management of the Free State DPW involved in departmental strategic planning. 
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The purpose of the semi-structured interviews was to acquire information relating to 

strategic planning processes that may not necessarily be attained through a 

questionnaire. Since the study argues for the need of an integrated strategic HRM 

approach, senior and middle managers were interviewed due to their experience and 

involvement at strategic planning level. The following senior and middle managers were 

personally interviewed: 

 

 Director: Human Resource Management 

 Deputy Director: Human Resource Management 

 Director: Research, Monitoring and Evaluation 

 Director: Strategic Planning, Service Delivery and Risk Management 

 Director: Internal Audit 

 Deputy Director: Internal Audit  

 Chief Risk Officer 

 

Interviews with senior managers and middle managers focused on strategic processes 

undertaken prior to and during the recruitment and selection processes. These strategic 

processes related to legislative framework compliance, the availability of a recruitment 

and selection policy and the application of HR planning before recruitment and selection 

processes are conducted.  

 

1.6.4 The questionnaire 

 

As part of the qualitative method of research, the study further made use of a semi-

structured questionnaire. According to Brynard and Hanekom (2006:8), qualitative 

research produces descriptive data where the participant‟s provide written or spoken 

words pertaining to their experience or perception, which is essential to the research. A 

questionnaire is a measuring instrument that probes individuals to respond to a set of 

questions (Schwab, 2004:39). According to McNabb (2004:110), a questionnaire can be 

designed to determine what people know, what they think, or how they act or plan to act 

in a situation or environment. A questionnaire, as data collection instrument, is relevant 

to this study, which is concerned with the practical experiences and perceptions with 

regard to the implementation of the recruitment and selection practices in the Public 

Service, specifically in the Free State DPW. The questionnaire sought to determine the 
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current application and implementation of the recruitment and selection practices in the 

Free State DPW. The questionnaire also aimed to determine which factors contribute 

towards the lack of effective implementation and application of the recruitment and 

selection practices in the Free State DPW. 

  

Line managers and junior officials, responsible for recruitment and selection in the Free 

State DPW as well as union representatives that are regularly exposed to the recruitment 

and selection practices in the department, were selected as respondents to the 

questionnaire. The respondents were selected to complete the questionnaire because 

they are responsible for the implementation of recruitment and selection practices in the 

Free State DPW. 

 

1.6.5 Population and sampling 

 

It is often impractical to interview everyone in a particular environment in which the 

research is conducted, hence a certain number of individuals (samples) within the entire 

environment (population) are usually interviewed (Cf. De Vos, Strydom, Fouche & 

Delport, 2005:193). On the other hand, a population refers to a group in the life that 

possesses specific characteristics (Brynard & Hanekon, 2006:55). Bless and Higson-

Smith (2000:85) explain population as a set of elements that a researcher focuses on 

and to which the obtained results should be generalised. McBurney (2001:248) simply 

refers to a population as a sampling frame. A population is a specific group with 

particular characteristic. For the purpose of this study, the population comprised: senior 

managers and middle managers who are involved and experienced in strategic planning 

in the Free State DPW; line managers and junior officials who had exposure to the 

recruitment and selection practices of the department; and union representatives who 

had extensive exposure to and knowledge of the recruitment and selection practices of 

the department. 

 

According to Holloway and Wheeler (2010:137), sampling is the purposeful selection of 

an element of a whole population to gain knowledge or information. In this study, the 

researcher used purposive sampling. Purposive sampling refers to the selection of 

sampling units selected for a specific purpose on which the researcher decides 

(Halloway & Wheeler, 2010:138). Gerrish and Lacey (2010:149) concur with Halloway 
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and Wheeler‟s definition and describe purposive sampling as sampling where people 

from a pre-specified group (the population) are purposely sought out and sampled. 

 

The sample from the population of 14 senior managers and 20 middle managers 

(interviews) comprised of five and two respectively; the sample comprised of two HRM 

line managers (questionnaire); five junior officials (questionnaire); and two union 

representatives (questionnaire). 

 

The researcher selected a sample on the basis of the experiences of the participants in 

relation to the recruitment and selection process in the Free State DPW. Five senior 

managers and four middle managers were selected to participate in personal interviews, 

while two line managers and five junior officials in the recruitment and selection unit were 

requested to complete the questionnaire. Finally, two union representatives were also 

requested to complete questionnaires.   

  

1.6.6 Processing and verification of data 

 

All the data gathered from the interviews and the questionnaire were analysed and 

processed to draw conclusions based on the findings. Unclear or ambiguous data were 

verified by establishing clear explanations from the sources relevant to the study before 

conclusions were drawn on any data received from the respondents. 

   

1.7.   ETHICAL CONSIDERATIONS 

 

Blunberg, Cooper and Schindler (2005:92) define ethics as moral principles, norms or 

standards of behaviour that guide moral choices about people‟s behaviour and their 

relationship with others. Ethical issues are relevant to research in general (Flick, 

2011:215). Maree, Creswell, Ebersöhn, Eloff, Ferreira, Ivankova, Jansen, Nieuwenhuis, 

Pietersen Plano Clark and van der Westhuizen (2007:41) also stated that it is important 

to highlight the ethical considerations in regard to a research study. Furthermore, an 

essential ethical aspect is the issue of the confidentiality of the results and findings of the 

study and the protection of the participants‟ identities (Maree et al., 2007:41-42). Ethical 

considerations are relevant to research to ensure that key principles of ethics such as 

privacy, confidentiality and anonymity, the dignity and wellbeing of research participants 
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are maintained throughout the research process (Anderson, 2009:92). Considering the 

definition of ethics and key principles thereof, it can be concluded that certain morally 

accepted behaviour was expected from the researcher and the participants.  

 

To comply with ethical consideration, the identity of the participants was not revealed to 

ensure that the respondents are not compromised in any way. Furthermore, the motive of 

the study was disclosed to all the participants and it was emphasised that participation 

was on a voluntary basis. Anonymity was guaranteed to all the participants in the study. 

Moreover, all the respondents were requested to sign a consent form. 

 

1.8.   PROVISIONAL CHAPTER LAYOUT 

 

Chapter 1: Introduction to the study 

 

This chapter provides an introduction, background and orientation to the study. The 

purpose of the study is to determine the perceived non-compliance of the departments in 

the Public Service with legislative and policy requirements pertaining specifically to the 

implementation of recruitment and selection practices in the Free State DPW. The 

chapter outlines the problem statement as well as the research objectives and research 

questions. Furthermore, the central theoretical statements and the research methodology 

applied in the study are also outlined.  

 

Chapter 2: A theoretical overview and legislative framework for recruitment and    

                   selection in the Public Service 

 

Chapter two provides the theoretical overview pertaining to recruitment and selection in 

the Public Service.  Attention is also given to recruitment and best practices, which may 

apply to the Free State DPW. The chapter further reviews the broad HRM legislation and 

policy, directing the implementation of recruitment and selection practices in the Public 

Service. 
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Chapter 3: The implementation of recruitment and selection practices in the Free  

                   State Department of Public Works   

  

Chapter three focuses on the current implementation of recruitment and selection 

practices in the Free State DPW. Whereas chapter two provides an overview pertaining 

to the broader HRM statutory and legislative framework, this chapter outlines the 

legislation and policy, particularly applicable for the implementation of recruitment and 

selection practices in the Public Service. The chapter also expounds on the current 

recruitment and selection practices in the Free State DPW. 

 

Chapter 4: Empirical Research: Methodology and findings 

 

The results obtained through the empirical study are revealed and discussed in this 

chapter. Results obtained through the interviews and the questionnaire are interpreted to 

comprehend the problems in relation to the implementation of the recruitment and 

selection practices in the Free State DPW as well as the experiences and perceptions of 

its public officials pertaining to the implementation of recruitment and selection in the 

department. 

 

Chapter 5: Recommendations and conclusion 

 

In chapter five the empirical findings of the study are applied to the Public Service as a 

whole and recommendations are made specifically on the implementation of recruitment 

and selection practices in the Free State DPW as well as the Public Service at large. A 

summarised analogy of the findings is presented in this chapter as a way of concluding 

the study. 

 

1.9   CONCLUSION 

 

Chapter one provided an introduction, background and orientation to the implementation 

of recruitment and selection practices in the Public Service. Emphasis was placed on the 

responsibility of departments in the Public Service (both national and provincial) to 

ensure quality service delivery to the citizens of the country, as stipulated by legislation 

and policy. As an organisation‟s most significant asset is its human resources, it was 
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argued that the departments rely on its human resources to provide quality services to 

the public and thereby deliver on its mandate. It is imperative for departments to ensure 

that competent and skilled public officials are appointed, thereby underlining the 

importance of the effective implementation of the recruitment and selection practices. 

The study aimed to determine whether departments in the Public Service, in particular 

the Free State DPW, implement recruitment and selection practices as required by 

legislation and policy.  

 

It was, however, found that most departments do not effectively implement recruitment 

and selection practices as required by the national statutory and regulatory frameworks 

(PSC, 2006:71). Therefore, the next chapter will provide a theoretical framework 

pertaining to recruitment and selection, including its best practices. Chapter two also 

outlines the legislative framework relating to HRM, the domain in which recruitment and 

selection practices are implemented, in the Public Service. 
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CHAPTER 2: A THEORETICAL AND LEGISLATIVE FRAMEWORK FOR  

                       RECRUITMENT AND SELECTION IN THE PUBLIC SERVICE 

 

2.1 INTRODUCTION 

 

In chapter 1, section 1.1, it was indicated that the primary purpose of departments in the 

Public Service is to render quality services to the public in order to improve the general 

welfare of the citizens. In the process, departmental performance objectives and goals 

are also achieved. It was further stated that, considering the mandate of the departments 

- to provide services to the public - it can be argued that departments need to recruit and 

employ competent and skilled human resources to assist in delivering quality services to 

the public. To ensure the employment of such skilled and competent public officials, the 

Public Service recruitment and selection practices need to be implemented effectively. 

An investigation conducted by the PSC (2010:vii), however, revealed that most 

departments do not implement recruitment and selection practices effectively (PSC, 

2010:vii Cf. PSC, 2006:8), irrespective of the principles and guidelines provided by 

national statutory and regulatory frameworks (PSC, 2006:71). In this chapter, a 

theoretical overview of recruitment and selection is provided, including its best practices 

in order to determine the theoretical framework. Since the HR practices of recruitment 

and selection are viewed from a Public Service perspective, an overview will also be 

provided of its purpose.  

 

According to Van der Waldt, Van Niekerk, Doyle, Knipe and Du Toit (2002:246), Public 

Service departments function within an organisational framework determined by 

legislation, policy, regulations and rules. Therefore, the chapter also reviews the statutory 

and regulatory framework, guiding the process of recruitment and selection in the Public 

Service. The review of the statutory and regulatory framework in this chapter focuses 

broadly on HRM (the domain in which recruitment and selection practices are 

implemented) and reference is made to recruitment and selection specifically, where 

applicable. Chapter three focuses on relevant legislation and policy particularly relating to 

recruitment and selection practices. 

 

As referred to in chapter one, section 1.1, the Public Service relies on its committed, 

competent, capable and well-managed human resources to deliver quality services to the 
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people (DPSA, 1997:2). Therefore, Public Service departments should ensure that 

organisational structures are in place and a department is equipped with quality and 

adequate human resources. It is also important for the organisational structures and 

human resource requirements to be aligned with the strategic goals of a department. 

Human resources in the Public Service should be well guided and in line with the 

legislative framework regarding HRM (PSC, 2010:34). Considering that policies are 

guidelines that highlight the process or activities in an organisation (Cf. NSW, 2013:1), it 

is necessary that the HRM practitioners are acquainted with the legislative framework in 

order to effectively assist a department to achieve its designated human resources 

mandate. However, before the legislative framework of HRM is outlined, it is necessary 

to provide a theoretical overview and prevalent best practices of recruitment and 

selection. 

  

2.2    A THEORETICAL OVERVIEW: RECRUITMENT AND SELECTION 

 

According to Rankin (2003:5), recruitment and selection provide gateways to 

employment. Recruitment refers to an activity that takes place in response to an existing 

position becoming vacant or a new post being created (DPSA, 2003:3). In agreement 

with the latter definition, Compton, Morrissey and Nankervis (2009:15) also define 

recruitment as the process of attempting to locate and encourage potential applicants to 

apply for existing or anticipated job openings. Therefore, recruitment is a process 

conducted with a view to attract eligible employees once a need arises for a vacancy to 

be occupied (Stone, 2008:201). Furthermore, Elearn (2009:1) describes recruitment as a 

way in which an organisation tries to source or attract the people from whom it will 

ultimately make selections. In the Public Service, recruitment is not the only approach in 

which it meets its HR capacity requirements. It is also the primary tool through which the 

Public Service aims to achieve employment equity, thereby making the Public Service 

accessible to all segments of society (DPSA, 1997:37). 

 

A recruitment policy and a number of processes need to be in place to determine the 

overall outcomes of an organisation before a recruitment process can take place 

(Compton et al., 2009:15). The Free State DPW, which is used as case study for this 

research, is a provincial department. Consequently, the development of provincial 

departmental recruitment policies should be undertaken within the parameters defined by 
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national policies (DPSA, 1997:3). Therefore, provincial recruitment policies, aligned with 

the national legislative framework, ensure the achievement of government‟s 

transformational objectives, which is, amongst others, the provision of quality service 

delivery to the citizens of the country. The Free State DPW should, therefore, put in place 

policies that are in line with the national policies, in particular, the recruitment and 

selection policy should be drafted in consideration with the national HRM policy, which is 

aligned to national legislation.  

 

Furthermore, transformational objectives of government should ensure that Public 

Service departments appoint employees based on employment equity goals (Jain, 

Sloane & Horwitz, 2003:86). In South Africa, employment equity goals are based on the 

employment of employees based on race, gender and disability for previously 

disadvantaged individuals (DPSA, 1997:17). In addressing the employment equity goals 

as set out by Employment Equity Act, the Free State DPW should appoint employees 

taking into consideration the Employment Equity Act (DPW, 2008:13). The employment 

requirements, as outlined in the Employment Equity Act, are outlined in section 2.4.3 of 

this chapter. 

 

Selection, which follows the recruitment process, is the process of selecting from a group 

of applicants who are best suited for a particular position (Grobler et al., 2006:166). 

Selection thus involves making a decision about the most competent and skilled 

applicant for a position. Catano, Wiesner, Hackett and Methot (2009:3) elaborate that 

selection is the process of choosing job applicants from a previously generated pool of 

applicants in a way that will meet the objectives and goals of the organisation, while at 

the same time complying with the legal requirements. The selection process assists in 

identifying the candidates in the applicant pool who possess the most suitable 

qualifications, attributes and abilities for a vacant position (Gitman & McDaniel, 

2008:227). According to Stanley and Weinstein (2008:25), most organisations determine 

their selection criteria based on a candidate‟s qualifications, experience and skills, as 

presented in the candidate‟s statement of qualifications.  

 

In the Public Service, it is essential to undertake selection based on merit in order to 

guarantee that candidates of quality and capability are recruited (DPSA, 1997:35). The 

aim of selection is to ensure that the applicants applying for a position, the best 
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candidate is selected for the position in terms of the candidate‟s skills, experience, 

capabilities, personal traits, potential and ensure a workforce that is diverse and 

representative of the population of the country (DPSA, 1997:35). Furthermore, selection 

is based on the inherent requirements of a vacant position as well as on the 

competencies that an applicant possesses, as opposed to their academic qualifications 

(DPSA, 1997:12). 

 

According to Nieto (2006:119), the purpose of recruitment and selection is to ensure that 

employees, the most important asset in an organisation, are available to execute the 

workload of the organisation. In the Public Service, employee workload relates to their 

contribution towards organisational performance, which translates into public service 

delivery. As stated, departments need to recruit and employ competent and skilled 

human resources to assist departments in delivering quality services to the public. 

Therefore, the appointment of skilled and competent employees is likely to enhance 

organisational productivity and effectiveness, which will positively influence public service 

delivery (NWU, 2010:31). It can be inferred from the above definitions that recruitment 

and selection processes are important to enable an organisation to achieve its objectives 

and goals through appointing competent and skilled employees.   

 

In order to provide a meaningful discussion on recruitment and selection, it is imperative 

to describe the purpose of the Public Service. Mcnaughton (2000:1) defines the Public 

Service as part of the political system of a country. Venter and Landsberg (2011:82) 

elaborate further and contextualise the Public Service as the term which is used primarily 

to denote the civil component of the state‟s management and public administration 

apparatus. Nengwenkulu (2009:344) also remarked that the Public Service is the 

“administrative machinery” through which governments deliver services to their citizens. 

This definition is consistent with Levin‟s (2009:943) observation that the Public Service is 

the “servant of the people” and must be accessible, transparent, accountable, efficient 

and free of corruption. It can, therefore, be argued that the Public Service relies on its 

well-recruited and selected human resources to give effect to its service delivery 

mandate and priorities. Therefore, the importance of effective implementation of 

recruitment and selection practices to ensure the appointment of skilled and capable 

public officials is an imperative. Once appointed, the human resources in the Public 
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Service departments should be managed to perform optimally in providing the required 

services to the public.  

 

Quality service delivery to the public is the key responsibility of Public Service 

departments. These services require effective human resources to realise them. One of 

the challenges identified by the diagnostic report of the National Planning Commission 

(NPC), 2011, is that the Public Service is often of poor quality (NPC, 2011:15). To 

remedy the state of poor quality services, poverty alleviation and inequalities, the 

government is required to increase employment, higher income through productivity 

growth and good-quality public services (NDP, 2011:25). Therefore, effective recruitment 

and selection practices can ensure skilled and competent public officials. 

 

Also, in terms of the government priority outcomes, it can be argued that the Public 

Service needs a skilled and capable workforce to provide quality public services (Cf. 

RSA, 2010:13). In this regard, the National Planning Commission proposes that the 

public service should have national capabilities such as human capital (built through 

education, skills and work experience), in order to be competitive and ultimately provide 

quality services to the public (NPC, 2011:5). It can, therefore, be argued that the Public 

Service departments, including the Free State DPW, should consider candidates with 

qualifications, the required levels of training, experience and competencies, relevant to 

the vacant posts, when recruiting and selecting potential candidates. This will ensure that 

the government‟s objectives and quality public services are achieved and the lives of its 

people improved. 

 

The primary purpose of recruitment and selection is to acquire, identify and employ the 

best available and qualified individuals for specific positions (Grobler, Wärnich, Carrell, 

Elbert & Hatfield, 2006:166). For this reason, the focus of the theoretical overview is also 

placed on the best practice principles applicable to recruitment and selection, which is 

discussed in the next section. 

 

2.3 RECRUITMENT AND SELECTION BEST PRACTICES 

 

As indicated in chapter one, section 1.3, it is necessary to view recruitment and selection 

best practices with the aim to determine how they can be applied and/or implemented in 
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the South African Public Service. Best practices pertaining to recruitment and selection 

contribute to the success of and add value to the organisation as it enhances the 

recruitment and selection processes and benchmark, thus enabling the organisation to 

make the best possible appointments (Catano et al., 2009:3). With regard to 

benchmarking an organisation‟s recruitment and selection practices, Dale (2003:13) is of 

the opinion that the appointment of the right employees to the right jobs is one of the 

critical tasks for any manager. Furthermore, Elearn (2009:1) indicates that the 

responsibility of recruitment and selection is usually shared - the line managers, the 

selection committee and the HR team. It is thus necessary for the line managers in the 

Public Service to take up their responsibility pertaining to recruitment and selection, in 

conjunction with the HR team of the department to ensure that the selection committee is 

well-informed in terms of which type of candidate should be appointed.  

 

Without competent and skilled employees, organisations will be ill-prepared to deal with 

the complex issues facing society in an ever-changing environment (CCPOST, 2006:3). 

Organisations achieve their objectives through the effective use of their resources, 

including committed and effective human resources (DPSA, 1997:7). The quality of 

human resources is a critical factor in the capacity of any Public Service department to 

deliver on its mandate (PSC, 2010:ii). Therefore, recruitment and selection processes are 

important mechanisms for Public Service departments to attract competent employees, 

to achieve their objectives and mandate. In order to successfully achieve a departments‟ 

objectives and mandate, it is advisable to seek and implement best practices associated 

with recruitment and selection.  

 

An example of effective recruitment and selection practises can be found in the California 

Commission on Peace Officer Standards and Training (CCPOST). The California 

Commission on Peace Officer Standards and Training undertook a project to identify best 

practices in recruitment and selection to assist the California law enforcement agencies 

to obtain the best candidates during one of the challenging and competitive periods in 

the history of law enforcement agencies across the United States of America (CCPOST, 

2006:viii). The project of identifying best practices yielded rich information that can be 

used by other organisations (such as the Free State DPW), to address the current and 

future challenges of recruiting and retaining the best candidates (CCPOST, 2006:6).  
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South Africa as global player can also learn from the CCPOST-project on best practices 

regarding recruitment and selection of employees. It will be able to benchmark its 

standard to be in line with international guidelines. The Free State DPW is no exception 

as it can also learn from these and other best practices and apply them where relevant to 

its recruitment and selection practices. The following section outlines recruitment and 

selection best practices used by CCPOST and other organisations, which can be of 

value for the South African Public Service departments specifically, the Free State DPW.  

 

2.3.1  Develop a recruitment plan 

 

Departments must take time to develop recruitment goals and plan according to their 

strategic plans (DPSA, 2008:126). Key amongst these planning processes is the five-

year Mid Term Strategic Framework (MTSF) and Mid Term Expenditure Framework 

(MTEF) cycle (DPSA, 2008:126). The recruitment plan should form part of the strategic 

plan of an organisation (DPSA, 2008:127). In the South African Public Service, planning 

for recruitment is essential in order to ensure that a department‟s human resources is 

capable of meeting its operational objectives as set out in its strategic plan (DPSA, 

2007:11). A strategic plan should define the human resource demand, the posts 

necessary to perform the relevant functions, the number of employees needed in this 

regard, the calibre of employees required to fill these posts, as well as the grading of the 

posts required in accordance to the department‟s job evaluation system (DPSA, 2001:2). 

It can be deduced that the recruitment process in the Free State DPW should be initiated 

by a recruitment plan to enable the department to get the right employees, in the right 

position, at the right time, with the right skills and to perform the right role to achieve the 

department‟s objectives.  

 

2.3.2 Conduct research 

 

Organisations must conduct research to better understand their functions, communities 

surrounding them, and results of current and past recruitment efforts (CCPOST, 

2006:24). The research should provide an organisation with the information to answer 

questions relating to the ideal candidate, the nature of the qualification needed for the 

job, advertising strategies which will yield the best results for the job, the organisational 

demographics in comparison with the community in which the organisation is situated, 
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the factors influencing the attraction for the job, employee retention and the turnover of 

employees (CCPOST, 2006:24-25). The answers to these questions will influence an 

organisation‟s recruitment planning, the advertising of positions and the strategies for 

recruitment (CCPOST, 2006:25).  

  

In South Africa, Public Service organisations, such as the Public Service Commission, 

are used to conduct research on behalf of the government. These institutions report to 

the Public Service and make recommendations in terms of their research findings 

(Singanto, 2003:17). Such research should ideally contribute towards improving the 

performance of the Public Service. It is recommended that the Free State DPW conducts 

research, or utilises various research reports conducted by institutions such as Public 

Service Commission, to improve its implementation of recruitment and selection 

practices. 

 

2.3.3 Development of recruitment and selection policy 

 

The manner in which recruitment and selection processes are developed and 

implemented ultimately determines whether a department will have the ability to achieve 

its set strategic goals and objectives (PSC, 2011:ii). It is, therefore, important to note that 

the sourcing of human capital requires the utilisation of effective recruitment and 

selection tools, which need to be applied strategically and systematically (PSC, 2011:vii). 

It can be argued that one of the systematic and logical tools which can be utilised when 

implementing recruitment and selection practices is a policy.  

 

In its findings on the Report on the Assessment of the State of HRM in the Public 

Service, 2010, the PSC established that most Public Service departments have no clear 

policies on recruitment and selection. The lack of an adequate and comprehensive 

recruitment and selection policy could imply that there is ineffective implementation of 

recruitment and selection practices (PSC, 2010:ix). Subsequently, based on this finding, 

the PSC recommended that thorough and well-defined recruitment and selection policies 

should be drafted and approved and the departments are required to ensure that random 

recruitment and selection practices are avoided (PSC, 2010:ix). In this regard, the 

departments should apply the guidelines as set out in the PSC‟s Recruitment and 

Selection Toolkit (PSC, 2010:ix).  
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According to Human Resource Works (2012), the purpose of a recruitment and selection 

policy is to direct recruitment and employment practices to ensure that the strategic goals 

and objectives of an organisation are attained. Furthermore, a recruitment and selection 

policy defines the objectives which should meet its aim to attract competent individuals to 

fill a position with the most suitable applicant (HRW, 2012).  

 

The PSC Toolkit on Recruitment and Selection (2006:52) states that provincial 

departments must ensure that recruitment and selection policy that is developed at 

provincial level are within the framework of, and also give effect to what is already 

prescribed in terms of national norms and standards. It is vital that the policies and 

procedures are reviewed as and when necessary to take into account new legislative 

requirements and also to meet the changing organisational needs (PSC, 2011:10). The 

Free State DPW should have a recruitment and selection policy in place to ensure 

consistency and compliance with national legislation when implementing recruitment and 

selection practices. Furthermore, the Free State DPW must ensure that its recruitment 

and selection policy is reviewed as and when necessary to remain abreast with the 

changing legislative requirements and organisational needs and imperatives. 

 

2.3.4 Select and train the right people as recruiters 

 

According to CCPOST (2006:25), organisations should develop criteria that they want as 

recruiters. When considering who to select and/or train as recruiters, the following 

aspects need to be taken into account: the diversity of who the organisation wants to 

recruit; an individual‟s willingness and ease to talk with people; assertiveness at job fairs; 

and someone who wants to recruit for the organisation (Gatewood et al., 2008:13). The 

training of recruiters is important (CCPOST, 2006:25) and a lack of trained recruiters can 

harm not only the outcomes of the recruitment and selection process, but also the 

integrity and reliability of the recruitment and selection process in the Public Service 

(PSC, 2010:16). According to Brown (2011:6), an organisation which has a specialist 

recruitment and selection team is likely to be successful in its operations, in the sense 

that the team would have been trained to be specialists, and as such, the team will be in 

a position to undertake recruitment and selection processes in a professional manner. It 

is, therefore, important that the Free State DPW ensures that the recruitment officials are 
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well trained and have a thorough knowledge of the processes as well as legislation 

governing the recruitment and selection processes in the Public Service.  

 

2.3.5 Build strong partnerships 

  

It is advisable to develop partnerships with other organsations that can assist in providing 

potential graduates to the organisation (CCPOST, 2006:25). Suggested partnerships 

include the tertiary colleges and high school counsellors, community-based 

organisations, student associations, and other internal sections/components of the 

organisation (CCPOST, 2006:25). Additionally, if a capable candidate does not qualify for 

a position, or fit into the department, such candidate may be referred to other strategic 

partner(s) of the organisation that may be able to employ the person (CCPOST, 

2006:25). In the case of the Free State DPW, such a candidate may be referred for 

employment to another Public Service department. 

 

Furthermore, recruitment can be undertaken through some form of reaching out to 

universities by way of participating in the institutions careers services and sponsoring the 

student‟s studies (Rankin, 2003:10). Grobler, Wärnich, Carrell, Elbert and Hatfield 

(2006:176) concur with Rankin‟s argument and further elaborate that in recent years, 

campus recruitment is seen as a sophisticated method of recruitment whereby employers 

conduct pre-screening programmes to identify top performing students and introduce 

them to prospective employers.  

 

Various Public Service departments are beginning to follow the trend of building 

partnerships with universities, non-governmental organisations and the private sector. 

The benefit of building partnerships with the above-mentioned organisations is that 

universities can, to a certain extent, align their curriculum with the needs of the 

organisation in order to develop and produce relevant professional expertise (Tynjälä, 

Välimaa & Boulton-Lewis, 2006:5). The Free State DPW, through its HRM directorate 

should, therefore, develop partnerships with academic and professional organisations 

that can provide a potential „pipeline‟ of candidates to ensure that recruitment and 

selection processes are geared towards obtaining the best educated, skilled, 

experienced, competent and professionally recognised candidates. 
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2.3.6 Conducting a job evaluation and job analysis  

 

Job evaluation is the process of determining the relative value of and weight between 

jobs and informing the design of grade and salary structures of an organisation (PSC, 

2011:11). According to O‟Meara and Petzall (2013:66), job evaluation is fundamental in 

relation to a number of HR functions, including recruitment and selection. Catano et al. 

(2009:34), indicates that job evaluation is the use of job analysis4 data to establish the 

worth of a job and to set compensation rates. Compton et al. (2009:8), concur with 

Catano et al. (2009:34), and further elaborate that HR planners must, through an HR 

plan, forecast the staffing requirements and ensure the effective integration of its 

functions. In this way, it can be ensured that job evaluation and job analysis produce job 

descriptions that accurately reflect job worth and job content respectively. 

 

The purpose of the 1997 and 1998 amendments to the Public Service Act 103 of 1994 

(hereafter referred to as the Public Service Act), was to overcome the over-centralisation 

of the Public Service, whereby the power of work organisation was transferred from the 

PSC to executing authorities (PALAMA, 2009:45). The Public Service Regulations 

(PSRs), 1999, were established in proportion to the amended Public Service Act and 

implemented with effect from 1 July 1999.  

 

In its Report on the Assessment of the State of the Public Service Report, the PSC 

indicated that job evaluations are not always conducted prior to advertising posts, as 

required by the PSRs (PSC, 2010:15). For the effectiveness of the recruitment and 

selection process to follow, it is necessary for departments to ensure that job evaluation 

is undertaken (PALAMA, 2009:45).  

 

It is clear from the above that to effectively recruit and select the best candidates with the 

required competencies and skills, departments should undertake job evaluation and job 

analysis processes before initiating recruitment and selection process. In this regard the 

Free State DPW should undertake job evaluation and job analysis to ensure that job 

content, value, size and weight relates to equitable salary grading for the job. A failure to 

                                                 
4
 Job analysis is a systematic analysis of the task, duties and responsibilities of a job as well as the 

necessary knowledge, skills and abilities a person needs to perform the job adequately (Härtel, Fujimoto, 

Strybosch & Fitzpatrick, 2007:272). 
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conduct job evaluation may lead to unrelated salary package to the nature and content, 

value and weight to the job (PSC, 2008:vii). The job content, which overweighs the salary 

package, may discourage potential skilled, experienced and competent applicants from 

applying for the job. It is also necessary that the Free State DPW undertakes job analysis 

prior to advertising posts, in order to comply with the PSRs requirements. Moreover, the 

Free State DPW should undertake job evaluation to attract the right candidates for the 

right job with the right compensation. 

 

2.3.7 Develop an internet presence  

 

The development of a recruitment website for the organisation may be considered as 

organisations find that candidates are increasingly doing research about job opportunities 

on the internet (CCPOST, 2006:26). Effective websites are easy to navigate and allows 

the job seeker an on-line opportunity to ask questions, and submit an application 

(CCPOST, 2006:26). The website should list appropriate, but limited information on 

qualifications and the testing process (CCPOST, 2006:26). According to Compton et al. 

(2009:56), the internet became a significant advertising medium for both employers and 

applicants in the 21st century, and as such, it provides an opportunity to give detailed 

information about an organisation to the job applicants. This observation is confirmed by 

Cantano et al. (2009:12), that the most significant developments in the 21st century is the 

growth of the internet, which has made available a vast array of information to applicants 

on related recruitment and selection. 

 

It is advisable for Public Service departments to update their websites in order to inform 

and attract possible candidates and to maintain the latest international trends of 

recruitment via the internet. Moreover, the Free State DPW should realise that the 

internet can be used as medium to advertise vacancies. Internet advertising may assist 

the Free State DPW to access even a wider range of potential candidates for vacant 

posts across South Africa and beyond. 

 

2.3.8 Acknowledgement of receipt of application forms 

 

According to Chambers (2006:9), any means of communication whether in a form of 

email or otherwise, should be sent to applicants acknowledging receipt of their 
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application. This sentiment is shared by Palazzo and Kleiner (2002:56), who further 

indicate that notification of receipt of an application can either be done by telephone or in 

writing. It may be argued that this gesture of acknowledging receipt of applicants‟ 

application forms is valuable in terms of portraying a professional image as well as of 

reassuring the applicants that their applications have been received, thereby eliminating 

confusion and uncertainty. 

 

Some departments elude acknowledging receipt of applicants‟ application forms by 

stating in their advertisements that applicants should consider their applications 

unsuccessful if they do not receive feedback within a specified period of time. According 

to the PSC (2006:28), this practise is undesirable and does not only portray a negative 

image of the Public Service as an employer, but offers no guarantees to applicants that a 

specific department has indeed received their applications (PSC, 2006:28). 

 

It is, therefore, imperative that the Free State DPW acknowledges receipt of applications 

in writing as a gesture of appreciation, and also as a sign of professionalism and 

transparency to eliminate doubts among the applicants as to whether their applications 

have been received, or misplaced.  

 

2.3.9 Confirmation of recruitment and selection results 

 

Having chosen the preferred candidate for a particular position, a department should 

extend an offer to the candidate (Swanepoel, Erasmus & Schenk, 2008:297). Successful 

candidates should be informed in writing of their appointment as the most suitable 

candidates for a particular post (PSC, 2008:14). Furthermore, candidates should accept 

their appointments in writing (PSC, 2008:14). Barlow (2013:15) concurs with the latter 

statement and states that should the candidates accept the offer, confirmation of their 

appointment should also be done in writing (Barlow, 2013:15). According to Swanepoel 

et al. (2000:329), as soon as the preferred person has accepted the offer in writing, all 

the other applicants must be informed in writing that their applications have been 

unsuccessful. It is considered professional practice for all Public Service departments, 

including the Free State DPW, to notify the successful applicants in writing. Also of 

importance is that unsuccessful applicants should be informed in writing. 
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The best practices discussed above should be considered by all the departments in the 

Public Service and serve as guiding parameters towards the effective implementation of 

recruitment and selection practices. The application of the mentioned best practices 

should assist the Free State DPW in recruiting, identifying, selecting and appointing 

appropriate and relevant candidates for vacant posts. 

 

Following the discussion on best practices is the statutory and regulatory framework 

relating to HRM in the Public Service, the domain from which the implementation of 

recruitment and selection practices is steered. An understanding of the statutory and 

regulatory framework pertaining to HRM, and particularly recruitment and selection in the 

Public Service, is important for its effective implementation. Statutory and regulatory 

frameworks provide the foundation of best practice for recruitment and selection 

initiatives.  

 

2.4    STATUTORY AND REGULATORY FRAMEWORK, RELATING TO     

        RECRUITMENT AND SELECTION 

 

Human resource management should be guided by policy guidelines that will ensure that 

HR practices are implemented within a regulatory framework (Cf. Erasmus et al., 

2005:35). According to Randhawa (2007:68), organisations should have a well-thought 

and a well-laid recruitment policy before the actual recruitment commences, as also 

alluded to in section 2.2 of this chapter. The terms and conditions of employment in the 

Public Service are regulated by national legislation (RSA, 1996:111). However, the 

provincial departments are responsible for the recruitment, appointment, promotion, 

transfer and dismissal of employees and members of the Public Service in their 

administration within the framework of uniform norms and standards applicable to the 

Public Service (RSA, 1996:111). It is, therefore, imperative that the Free State DPW has 

its own recruitment and selection policy aligned with the Constitutional requirements as 

well as other national legislation and policy.  

 

Furthermore, the aim of outlining the statutory and regulatory framework pertaining to 

HRM, and in particular, recruitment and selection in the Public Service, is to peruse and 

understand how different legislation and policy contributes and relates to recruitment and 

selection practices. This section reviews the statutory and regulatory framework for 
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recruitment and selection in the Public Service. The following legislation and policy 

relevant to recruitment and selection in the Public Service is outlined below:  

 

 The Constitution of the Republic of South Africa  

 The Public Service Act 103 of 1994 

 The Public Service Regulations, 2001 

 The Employment Equity Act 55 of 1998 

 The White Paper on Affirmative Action in the Public Service, 1998 

 The Labour Relations Act 66 of 1995 

 The Basic Condition of Employment Act 75 of 1997 

 The White Paper on a new Employment Policy for the Public Service, 1997 

 Strategic Human Resource Planning: Guideline and Toolkit, 2008. 

 

Although there are more legislation and policies which relate to recruitment and 

selection, the above-mentioned are discussed in the following paragraphs. 

 

2.4.1 The Constitution of the Republic of South Africa 

 

The Constitution is the supreme law of South Africa and is the basis on which all 

legislation and policy are drawn (RSA, 1996:3). Chapter 10, section 195 (h) and (i) of the 

Constitution stipulates that in order for the government to function effectively and 

efficiently, it requires the practicing of HRM and personnel management practices of 

quality and sophistication with the employment of people, based on ability, objectivity, 

fairness, and the need to redress the imbalances of the past to achieve broad 

representation of all the people of South Africa (RSA, 1996:107).   

 

It is argued that the capacity of Public Service departments to execute and fulfil its 

mandate is dependent on its human resources. Hence, it is important to implement 

recruitment and selection practices to ensure that the most suitable candidates are 

appointed; those that are most likely to enhance the organisation‟s performance and the 

eventual service delivery to the public. However, it is not only the recruitment and 

selection of skilled and competent employees that is important, but also the management 

and retention of such employees, once they are appointed. 
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2.4.2 The Public Service Act 103 of 1994 

 

Since 1994, with the commencement of the new dispensation, the government has 

drafted new statutory and regulatory frameworks that are applicable to HRM. These 

frameworks were aimed at transforming the Public Service from the previous personnel 

administration practices to planned and integrated HRM practices, aimed at improving 

good governance and focusing on citizen-centred service delivery (Cf. DPSA, 1997:2). 

 

The Public Service Act is one of the Acts that was promulgated in the new dispensation. 

The purpose of the Act is to provide, inter alia, for the organisation and administration of 

the Public Service, the regulation of the conditions of employment, terms of office, 

discipline, retirement, and discharge of members of the Public Service and matters 

connected therewith (RSA, 1994:1). 

 

Chapter 4, Sec 11 (1) of the Public Service Act refers to the appointment and filling of 

posts, and outlines that equality as well as other democratic values and principles, as 

outlined in the Constitution, should be considered when appointing or filling a vacant 

post. Sub-section 2 (a) and (b) stipulates that a candidate‟s qualifications should be 

considered, and the evaluation of candidate‟s should consider their level of training, 

competencies and their knowledge in relation to the job requirements. Recruitment and 

selection evaluators should bear in mind the need to redress the imbalances of the past 

in order to achieve equal representation in terms of gender, race and disability across the 

Public Service (RSA, 1994:22). 

 

Recruitment and selection processes will assist in verifying the qualification, training, 

experience, competence and knowledge of those who want to enter any profession in the 

Public Service (WCPA, 2002:2). Furthermore, the processes are meant to assist the 

Public Service to select and appoint relevant employees for appropriate designated jobs 

(WCPA, 2002:2). However, the PSC found that the Public Service has failed to place 

people with the right skills and competencies in the right place at the right time (PSC, 

2010:16). In this regard, the Free State DPW must ensure that qualifications, training, 

experience, competence and knowledge of those who want to enter any profession in the 

Public Service are verified. 
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2.4.3 Employment Equity Act 55 of 1998 

 

The Employment Equity Act aims to redress the imbalances of the past to achieve broad 

representation of all the people of South Africa (RSA, 1996:107), thereby fulfilling the 

Constitutional mandate of the Public Service. The Act recognises that, as a result of 

Apartheid and other discriminatory laws and practises, there are disparities in 

employment, occupation and income within the labour market (Cf. DPSA, 1998:1). The 

EEA goes beyond the White Paper on Affirmative Action, 1998. It extends its scope 

beyond gender, race and disability, as opposed to the White Paper on Affirmative Action, 

which sets out the mandatory requirements and guidance on the steps which national 

departments and provincial administrations should take to develop and implement their 

affirmative action programmes (Guidelines pertaining to recruitment and selection 

required by the White Paper on Affirmative Action are outlined in section 2.4.7).   

 

Furthermore, chapter two of the Employment Equity Act promulgates the prohibition of 

unfair discrimination in the workplace on the grounds of race, gender, sex, pregnancy, 

marital status, family responsibility, ethnic or social origin, colour, age, disability, religion, 

HIV status, beliefs, political orientation, culture, language and place of birth (RSA, 

1998:7). The Act also stipulates that all designated employers must submit employment 

equity plans, which should include targets for employment of people from the designated 

groups (DPSA, 2003:12). 

 

The purpose of the EEA is to achieve equity in the workplace through: 

 

 The promotion of equal employment opportunity and fair treatment through the 

elimination of unfair discrimination; and 

 The implementation of affirmative action measures to redress the disadvantages in 

employment that was experienced by designated groups, with a view to ensure the 

equitable representation in all the occupational categories and levels of the Public 

Service (RSA, 1998:5). 

 

It is thus clear that equal employment opportunity is a priority and the departments in the 

Public Service are required to comply with legislative imperatives in this regard. This 



 

 

37 

 

notion is emphasised in chapter 3 of the EEA, where Affirmative Action5 is discussed in 

detail. EEA reveals the high priority placed by government on affirmative action in the 

Public Service. The Act also requires of designated employers6 to implement measures 

to ensure that appropriately competent and qualified persons from designated groups do 

not only have equal employment opportunities, but are also equally represented in all the 

levels of an organisation (RSA, 1998:9). 

 

Recruitment and selection practices are not the only approach in which the Public 

Service meets its human resource capacity requirements. It is also the primary tool 

through which the Public Service aims to achieve employment equity, by ensuring 

access to all segments of the society (DPSA, 1997:37). Furthermore, as mentioned, 

recruitment must advance, amongst others, affirmative action goals (DPSA, 2001:14). 

The Free State DPW should ensure the implementation of the EEA to bring parity and 

promote equity in terms of race, gender, ethnicity, colour, age, and disability. 

 

2.4.4 The Labour Relations Act 66 of 1995 

 

The Labour Relations Act (LRA) does not necessarily provide for human resource 

provisioning, but there are specific aspects of the Act that should be taken into account 

when a human resource provisioning policy is developed (Makhalemele, 2008:68). The 

LRA also provides the applicants for vacant posts the right to declare a dispute with an 

employer whenever they feel that they are victims of unfair discrimination (RSA, 

1995:12). 

 

The relevance of the Act in the labour market is to promote the right to fair labour 

practices for both employees, including the job applicants, and employers in the public 

sector workplace (Erasmus et al., 2005:454). It is, therefore, important for both 

                                                 
5
 Affirmative Action can be defined as the “laws, programmes or activities designed to redress past imbalances and 

to ameliorate the conditions of individuals and groups who have been disadvantaged on the grounds of race, gender 

and disability” (WPTPS, 1998:74). 

6
 “A designated employer must implement affirmative action measures for designated groups to achieve 

employment equity. In order to implement affirmative action measures, a designated employer must consult 

with employees, conduct an analysis, prepare an employment equity plan, and report to the Director-General 

on progress made in the implementation of the plan” (Summary of EEA, nd:2). 
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employers and employees alike to familiarise themselves with the contents of the Act in 

order to foster agreeable and courteous relations and reduce conflict in the workplace 

(Makhalemele, 2008:69). Amongst the rights of employees stipulated in the LRA, 

employees may associate and be represented by the union (Nel et al., 2004:132). 

According to Van der Westhuizen et al. (2011:212), unions are increasingly seeking 

greater participation in recruitment and selection processes. They have the right to 

express their opinions (positive or negative) regarding recruitment and selection criteria. 

The assertion regarding the role of unions in the recruitment and selection process is 

confirmed by Barney and Hesterly (2006:125), who state that unions also participate in 

the recruitment and selection processes, and are consulted accordingly. Furthermore, 

the LRA creates a framework in which labour disputes, including disputes about the 

dismissal or appointment of new employees are to be dealt with (Jordan & Stelzner, 

2001:1). It is recommended that the Free State DPW forge close relations with the 

unions and involve them in matters relating to the recruitment and selection process. 

Therefore, the Free State DPW should regard unions as social partners and invite them 

to participate in the recruitment and selection processes so as to ensure fairness and un-

biasness during the process.  

 

2.4.5 Basic Conditions of Employment Act 75 of 1997 

 

As is the case with the LRA, the Basic Conditions of Employment Act (BCEA) also does 

not necessarily address human resource provisioning but its purpose is to advance 

economic development and social justice by fulfilling the primary objectives of the Act, 

which are to (BCEA, 1997:12): 

 

 Enable, standardise and order employees‟ right to fair labour practices as required 

by section 23 (1) of the Constitution through the establishment and enforcement of 

basic conditions of employment, and to ensure that the process also makes 

provision for the regulation of the different basic conditions of employment; and 

 Ensure that the compulsions and responsibilities acquired by the Republic of South 

Africa as a member state of the International Labour Organisation (ILO) are 

achieved. 
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It is clear that the BCEA cannot be ignored when drafting a departmental HRM and 

recruitment and selection policy, to ensure compliance with employees‟ (including 

potential employees‟) right to fair labour practices as well as to ensure that the 

government complies with the requirements of the ILO. 

 

2.4.6 Public Service Regulations, 2001 

 

The Public Service Regulations (PSR) was promulgated in 2001 and applies to all 

persons employed under the Public Service Act as well as all organisations that are 

administered and directed in terms of the Public Service Act (DPSA, 2001:10). The PSR 

underlines the necessity of employment practices that will ensure employment equity, 

fairness, efficiency and the achievement of a representative Public Service (DPSA, 

2001:29). The PSR further makes provision for Public Service departments to increase 

the flexibility of and limit the administrative burdens on both the employer and the 

employee to safeguard against disorganisation, inefficiency and a waste of resources 

(DPSA, 2001:29). 

 

In terms of recruitment and selection, the PSR calls for the Head of the Department 

(HoD), as the executing authority, to determine the requirements for employment of all 

the posts based on the inherent needs of a particular post (PSR, 2001:28). It is further 

expected of the executing authority to obey the specified statutory requirements for the 

appointment of employees and to guarantee no bias towards the previously 

disadvantaged (PSR, 2001:14). In order to comply with statutory requirements, it is 

necessary that the HoD in the Free State DPW fulfil his/her tasks and responsibilities 

pertaining to the recruitment and selection of candidates. 

 

2.4.7 White Paper on Affirmative Action in the Public Service, 1998 

 

The government published the White Paper on Affirmative Action in the Public Service 

(WPAAPS) as part of its plan to transform the Public Service into an effective and well-

organised apparatus that is able to provide quality and equitable services to the public 

and to steer the country‟s economic and social development (DPSA, 1998:3). The 

purpose of the White Paper is to specify the obligatory requirements and steps for 

national and provincial departments to adhere to in order to develop and implement their 
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affirmative action programmes (DPSA, 1998:20). The White Paper also provides 

guidance in this regard (DPSA, 1998:20). The White Paper on Affirmative Action focuses 

the attention on the inclusion of previously marginalised designated groups such as black 

people, women and the disabled (DPSA, 1998:23-24).  

 

It is thus necessary for the recruitment and selection practices of an organisation to be in 

line with the requirements of the White Paper on Affirmative Action to secure equitable 

representation of all citizens of the country in the Public Service. Based on the 

mandatory requirements pertaining to affirmative action, the Free State DPW should 

enforce recruitment and selection practices that advance affirmative action goals, as set 

out in the White Paper. 

 

2.4.8 White Paper on a new Employment Policy for the Public Service, 1997 

 

In its endeavour to bring about economic and social equity and to provide quality and 

equitable services to the public, it is necessary that the Public Service appoints 

committed, skilled and qualified employees who will be able to contribute to the 

achievement of the country‟s democratic ambitions and to create social and economic 

development for all the citizens of the country (DPSA, 1998:3). The White Paper on a 

new Employment Policy for the Public Service, 1997, provides a policy framework to 

develop HRM practices which support the development of a professional Public Service 

that is capable of and committed to South Africa‟s democratic, economic and social 

transformation goals (DPSA, 1997:2). 

 

In order for the Public Service to have committed, skilled and qualified employees, its 

departments must plan for its human resources (Cf. DPSA, 2008:11). As mentioned in 

chapter 1, section 1.1, it is necessary to conduct HR planning before any recruitment and 

selection processes is initiated. The White Paper underlines the notion that HR planning 

is essential in order to ensure that an organisation‟s human resources are capable of 

meeting its operational objectives (DPSA, 1997:12). (The importance and necessity of 

HR planning and SHRP will be elaborated on in section 2.4.10 below). 

 

Furthermore, the identification, attraction and appointment of suitable candidates for 

vacant posts depend on the effectiveness of a department‟s recruitment practices 
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(DPSA, 1997:17). The advertisement of a post and the extent to which it reaches the 

target audience is dependent on the effectiveness of a department‟s advertising 

strategies (DPSA, 1997:23).    

 

The White Paper on a new Employment Policy for the Public Service also refers to the 

selection process (DPSA, 1997:16). In terms of drafting selection procedures, the White 

Paper proposes the following principles (DPSA, 1997:16-17): 

    

 Job-related selection criteria 

 

The criteria on which selection for a post is made should relate only to the inherent 

requirements of the duties to be undertaken by an employee who will occupy the post. 

The various approaches to determine the suitability of a candidate can be assessed 

should also be taken into account during the selection process, which should include the 

following: the competencies a candidate acquired through previous work experience or 

training; the demonstrable interpersonal skills of a candidate; a candidate‟s decision-

making capacity, and the learning potential of a candidate. Educational qualifications 

alone should not predetermine a candidate‟s suitability for a post. Furthermore, the job-

selection criteria should not be used to undermine the goal of achieving representation 

and advancement of the previously disadvantaged groups. 

 

 Fairness 

 

To ensure that the principle of fairness is complied with, the selection process should not 

discriminate against applicants from outside of the organisation, or against any applicant 

on the basis of race, colour, gender, disability, age, religion, belief, culture, marital status, 

sexual orientation, pregnancy or domestic conditions. 

 

 Equity 

 

Merit for a post should be outlined in the framework of equity, which aims to advance 

persons who have been previously disadvantaged by unfair discrimination. All the 

candidates applying for a post should be measured against identical objective criteria, 

which should be drawn up in advance in writing of the selection process, thereby 
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ensuring equity. A minimum of three people should undertake the selection, including a 

chairperson who is responsible for ensuring the fairness and objectivity of the selection 

process. It is also necessary that the same selection panel assess the applicants for a 

particular post. Moreover, to ensure the principle of equity in the selection process, the 

usual selection procedure should comprise of an interview, on the basis of a written 

application. If the number of applicants is too large to require pre-interview shortlisting, 

written criteria must be drawn up in advance. 

 

 Transparency 

 

To ensure transparency of the selection process, a written record should be kept of the 

criteria used in selection interviews, the selection criteria, and the assessment of the 

individual candidates.    

 

It can be deduced that the principles discussed above are necessary to ensure the 

advancement of effective HR provisioning and must be practised by every HR 

department in the Public Service, including the Free State DPW. To ensure fairness and 

transparency in the selection process, the Free State DPW should also engage with the 

unions. It can be argued that the participation of unions during the recruitment and 

selection for posts is of the utmost importance in order to minimise labour disputes.  

 

2.4.9 Strategic Human Resource Planning: Guideline and Toolkit, 2008 

 

The Strategic Human Resource Planning: Guideline and Toolkit, 2008, is meant to assist 

Public Service departments in the development of an HR plan as contemplated in part 

III.D of Chapter I of the Public Service Regulations, 2001 (as amended) (DPSA, 2008:7). 

It is the prerogative of each department to develop a comprehensive strategic plan, 

which is usually a plan focusing on the activities of the entire department (DPSA, 

2008:11). Strategic planning determines the direction in which an organisation plans to 

head over the next five years, that is, the Medium-Term Strategic Framework (MTSF), 

how it is going to get there and how it will know if it got there or not (DPSA, 2008:8). True 

strategic planning requires research, original thinking, and a willingness to change 

(Berman, Bowman, West & Van Wart, 2006:65). Once the organisation‟s strategic plan is 
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in place, a HR plan must be developed in order to assist the Public Service departments 

to achieve and meet its HR needs and requirements (Cf. DPSA, 1997:3). 

 

Human resource planning is an inclusive and dynamic process that involves the 

identification of both current and future human resource needs as well as potential 

challenges in order for the department to consistently achieve its organisational 

objectives (DPSA, 2008:14). Human resource planning is also a two-way operational link 

between high-level strategy and action-oriented implementation that can be monitored 

and evaluated regularly (DPSA, 2008:14). Therefore, HR planning aims to ensure that a 

department has the right people, in the right place, at the right time, all the time (DPSA, 

2008:6).  

 

The Strategic Human Resource Planning: Guideline and Toolkit indicates that HR 

planning should overall be utilised to align a department‟s employees with the 

government‟s priorities, and the department‟s mission, strategic plan and budgetary 

resources (DPSA, 2008:9). Reasons for linking the HR plan with financial allocations are, 

amongst others, to (DPSA, 2008:14): 

 

 Ensure that the departmental strategic plan is achieved; 

 Ensure an adequate supply of correctly qualified employees; 

 Develop recruitment strategies that support the attraction of skilled talent to the 

department; and 

 Ensure that human resource capacity issues are adequately addressed across all 

levels of the organisation. 

 

It is evident, based on the discussions above that HR planning is crucial towards the 

effective implementation of recruitment and selection practices in the Public Service. 

Furthermore, it is also important that the process of SHRM and HR planning is 

undertaken respectively before the recruitment and selection process can be initiated. To 

this end, the Free State DPW must ensure that its HR needs are planned for, be familiar 

with recruitment strategies to attract the right people, with the right qualifications, skills, 

training and competencies for the right job and at the right time.   
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The section outlined the legislation and policy relating to HRM as the domain from which 

recruitment and selection processes are steered and with which Public Service 

departments should comply. In addition to the legislation and policy highlighted in this 

section, it is also necessary to keep in mind that the recruitment and selection process in 

the Public Service is not only applicable to the junior staff but also to senior management 

(the levels of Director, Chief Director, Deputy Director General and Head of Department). 

It can be argued that it is at this level where deployment of cadres is used most. The 

ruling party believes that in order to achieve and implement its goals and policies it must 

deploy its own affiliated cadres, who understand its policies at the level of senior 

management (Nyl‟s Law Review, n.d:36). It is necessary that the Free State DPW also 

take cognisance of the directives outlined in the Senior Management Services (SMS) 

Handbook for the Public Service, 2003, which outlines the recruitment and selection 

practices, particularly relating to SMS members in the Public Service. However, for the 

purpose of this study, the focus is predominantly on the recruitment and selection 

practices for the levels below the SMS cadre, which covers the majority of the employees 

of a Public Service department. 

                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                     

2.5 CONCLUSION 

 

The chapter provided a theoretical overview of recruitment and selection, including its 

best practices. Moreover, the theoretical framework for the implementation of recruitment 

and selection in the Public Service was also outlined. Since the HR practices of 

recruitment and selection are viewed from a Public Service perspective, an overview of 

the purpose of the Public Service was also provided.  

 

Since Public Service departments function within an organisational framework, 

determined by legislation, policy, regulations and rules, the chapter also reviewed the 

statutory and regulatory framework, which guides the process of recruitment and 

selection in the Public Service. The Public Service relies on its committed, competent, 

skilled and qualified human resources to deliver quality services to the people (DPSA, 

1997:2). Therefore, Public Service departments should ensure that human resources is 

well guided and operates in line with the legislative framework regarding HRM and 

particularly recruitment and selection.  
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The legislative framework discussed in this chapter should assist and guide departments, 

including the Free State DPW, in the planning, implementing and executing recruitment 

and selection processes thereby enabling the Public Service to recruit and select capable 

employees. Furthermore, the HRM legislative framework, including recruitment and 

selection in the Public Service, is in line with the requirements of the Constitution. The 

PSA provides for the organisation and administration of the Public Service, while the 

PSR ensures that employment practices brings about equity and fairness. The EEA 

brings about parity in the workplace, while the White Paper on Affirmative Action sets out 

the mandatory requirements and guidelines to achieve parity. The LRA provides for 

labour peace, while at the same time it also provides for alternatives, even for candidates 

who want to enter the labour market but feel that their prospective employer violated their 

rights. 

 

Knowledge and understanding of the statutory and legislative framework is important in 

order for the government to achieve its service delivery mandate. It is, therefore, 

important for HR practitioners to comprehend and apply all related provisioning policies 

as the consequences and non-compliance in terms of the implementation of the afore-

mentioned legislative framework can have a negative impact on the recruitment and 

selection of employees for the Public Service; the most significant negative impact being 

that Public Service departments are not able to deliver on their mandate. The next 

chapter focuses on the current recruitment and selection practices in the Public Service, 

in particular those applied by the Free State DPW, with a view to determine whether the 

department complies with the legislative prescripts and requirements. 
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CHAPTER 3: RECRUITMENT AND SELECTION PRACTICES IN THE FREE STATE  

                       DEPARTMENT OF PUBLIC WORKS 

 

3.1 INTRODUCTION 

 

The preceding chapter outlined the legislative framework pertaining to the recruitment 

and selection practices in the Public Service. The chapter emphasised the importance of 

the implementation of the legislation and policy to ensure that the departments in the 

Public Service comply with national norms and standards. Despite the efforts to regulate 

and standardise best practices throughout the Public Service by, inter alia, the PSCs 

Recruitment and Selection Toolkit of 2008, departments still face challenges pertaining to 

the implementation of recruitment and selection practices (PSC, 2008:2). The 

implementation of the afore-mentioned practices in Public Service departments must be 

guided by legislation and policy. Therefore, it is important that departments apply the 

requisite norms and standards as dictated by legislation and policy. The statutory and 

legislative framework pertaining to HRM, as the domain from which the implementation of 

recruitment and selection practices are driven, was discussed in chapter two. In this 

chapter, the statutory and regulatory framework is outlined, which specifically pertains to 

the implementation of recruitment and selection practices in the Public Service. Particular 

reference is made to the PSC Toolkit on Recruitment and Selection, 2006, as policy 

framework.  

 

If policy guidelines are non-existent, there are no guarantees that these objectives will be 

met and recruitment and selection practices can result in being managed clumsily, 

leaving the results open to public scrutiny and challenged by disgruntled applicants 

(PSC, 2008:13). This chapter focuses on the implementation of recruitment and selection 

policies as practiced in the Free State DPW. The risk factors which contribute towards 

non-compliance with recruitment and selection legislation and policy will also be 

identified.  

 

Furthermore, the chapter provides an outline of the Free State DPW‟s macro 

organisational structure as well as that of the Department‟s HRM directorate which 

indicates the location of the HR provisioning division in which recruitment and selection is 

undertaken. This chapter will generally contextualise the Free State DPW in terms of its 



 

 

47 

 

organisational structure by depicting both the macro organisational and the HRM 

directorate‟s composition of the department.  

 

3.2   CONTEXTUALISING THE DEPARTMENT OF PUBLIC WORKS IN THE FREE  

        STATE 

 

The contextualisation of the Free State DPW and its organisational structure is 

necessary to understand the environment in which recruitment and selection practices 

are executed in this specific Department. In this regard clarity is provided on: 

 

 The size of the department; 

 The structure of the department in terms of Chief-Directorates and Directorates; 

 The location of Chief-directorates, Directorates and Sub-Directorates; and 

 The leadership of the department in terms of political and administrative positions 

 

The head office of the Free State DPW is located in Bloemfontein, the capital of the Free 

State Province (Diakos, 2010). The department has regional offices located in the five 

regions and towns of the province, which are Motheo and Xhariep (Bloemfontein), Thabo 

Mofutsanyana (Qwa-qwa), Fezile Dabi (Kroonstad), Lejweleputswa (Welkom) (Diakos, 

2010). The Free State DPW is the fifth largest department in the province, in terms of 

budget allocation (Provincial Budget, 2011/2012). The Department has a Member of the 

Executive Council (MEC) and a Head of Department (HoD) as political and administrative 

heads respectively and four Chief Directorates namely: 

 

 Finance, supply Chain and Risk Management 

 Corporate Services  

 Works Design, Construction and Maintenance 

 Property Management and House-keeping 

 

The HRM Directorate of the department is located under the Chief Directorate: Corporate 

Services. Figure 3.1 below illustrates the macro organisational structure of the 

Department. 
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Figure 3.1: Macro organisational structure of the Free State Department of Public Works  
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The organisational structure of the Free State DPW provides an understanding of 

where the HRM fits into the bigger spectrum of the department. For the purpose of 

this study, it is important to not only consider the macro organisational structure of 

the Free State DPW, but to also place emphasis on the structure of the HRM 

Directorate, since it is responsible for the implementation, recruitment and selection 

practices in the department. For the purpose of this study, the focus will specifically 

be placed on the Human Resource Practice and Administration (HRPA) Sub-

directorate (within the HRM Directorate), and in particular, on the Provisioning 

Division of the Directorate. The primary purpose of the HRPA directorate is to render 

efficient HR administration services, inclusive of the management of recruitment and 

selection, to the department as a function (DPW, 2008:15). It can be deduced that 

this directorate is responsible to ensure compliance with recruitment and selection 

policies and practices, since they are administered by the HRPA. Located under the 

HRPA Sub-directorate, is the Provisioning Division whose primary purpose is to 

render HR provisioning functions to the department and amongst those functions 

recruitment and selection practices are included.  

 

The recruitment and selection practices of the Free State DPW are located under the 

Provisioning Division of the Department. It is, however, recommended to first explore 

the general principles applicable to recruitment and selection as practiced in this 

Sub-Directorate, before the practices are discussed.  

 

3.3 RECRUITMENT AND SELECTION GUIDELINES  

 

Before the implementation of recruitment and selection in the Free State DPW is 

scrutinised, it is necessary to understand the principles pertaining to recruitment and 

selection practices in the Public Service. These principles are outlined in the PSC‟s 

Toolkit for Recruitment and Selection (PSC, 2006:9). The latter principles assist 

Public Service departments to understand and assess whether a department is 

correctly aligned with the prescripts of recruitment and selection, as outlined in the 

PSC‟s Toolkit for Recruitment and Selection, 2006 as well as with other policy 

guidelines regarding the afore-mentioned practices. In its Audit Report of Selection 

Processes in Selected Departments, 2008, the PSC outlined a number of guidelines 

regarding recruitment and selection processes. These are discussed in sections 
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3.3.1 to 3.3.4 below. These guidelines, as indicated in the Report of Selection 

Processes in Selected Departments, 2008, are based on the recruitment and 

selection principles, outlined in the PSCs Toolkit for Recruitment and Selection. 

 

3.3.1 The establishment of policy guidelines in terms of recruitment and    

           selection practices 

 

Recruitment and selection in the Public Service are decentralised to individual 

departments, but the manner in which departments implement these practices must 

be within the framework of national norms and standards as prescribed through 

legislation and regulated by the Minister for Public Service and Administration (PSC, 

2008:7). The first recruitment and selection practice guideline in a Public Service 

department is for each provincial department to have a departmental policy on 

recruitment and selection (PSC, 2008:7). The importance hereof was highlighted in 

chapter two, section 2.3.3 (recruitment and selection practices).  

 

According to Swanepoel et al. (2000:292), a recruitment policy is developed 

predominantly to provide broad guidelines and procedures to departments to attract 

qualified candidates at a minimum cost and time, and to support managers in making 

the correct decisions. It was mentioned in chapter two, section 2.3.3, that a 

recruitment policy reflects an organisation‟s strategy (Nel et al., 2004:219). The 

emphasis that departments have recruitment and selection policies is also called for 

in the PSC Report on the Assessment of the State of HRM in the Public Service, 

2010. It is stated that departments should develop detailed recruitment and selection 

policies (PSC, 2010:31). In the absence of a departmental recruitment and selection 

policy, a department opens itself up for recruitment and selection malpractices (PSC, 

2006:9).  

 

As mentioned in chapter one, section 1.1, and in chapter two, section 2.3.3, in its 

findings on the Report on the Assessment of the State of HRM in the Public Service, 

2010, the PSC established that most Public Service departments have no clear 

policies on recruitment and selection. The lack of adequate and comprehensive 

recruitment and selection policy could imply that there is ineffective implementation 

of recruitment and selection practices (PSC, 2010:ix). Subsequently, based on this 
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finding, the PSC recommended that thorough and well-defined recruitment and 

selection policies should be drafted and approved. Moreover, the departments must 

ensure that random recruitment and selection practices are avoided (PSC, 2010:ix). 

In this regard departments should apply the guidelines as set out in the PSC‟s 

Recruitment and Selection Toolkit (PSC, 2010:ix). However, these departmental 

policies must comply with the national norms and standards, as contained in the 

Public Service Act (PSA), 1994, the Employment Equity Act (EEA), 1998, and the 

Public Service Regulations (PSR), 2001 (DPSA, 2008:13).  

 

One can argue that it is important for departments to establish a departmental 

recruitment and selection policy to ensure consistency in the implementation of its 

practices. To ensure that a recruitment policy remains relevant to the changing and 

amendments of legislation, it is imperative that the policy is updated accordingly to 

maintain the changes. Furthermore, a recruitment and selection policy is vital to 

ensure that department‟s strategies are implemented, thereby achieving 

departmental objectives.    

 

3.3.2 Application of the recruitment and selection process  

 

The second guideline requires that steps are followed diligently (PSC, 2008:13). 

According to The Toolkit on Recruitment and Selection (PSC, 2006:10), recruitment 

and selection processes consist of different phases or steps, which follow another 

and are also interdependent. It should be noted that various steps in the HR 

practices represent building blocks for recruitment and selection, and failure to follow 

each step will compromise the whole process and expose a department to scrutiny 

and compliance challenges (PSC, 2008:13). 

 

The following steps must be complied with in accordance to Chapter III of the Public 

Service Regulations (PSR), which stipulates that a post cannot be filled unless the 

following steps have be followed or complied with (PSC, 2008:13): 

 

 A job evaluation has been conducted and approved for new posts and posts 

from post level 9 (line managers) and upwards (to level 14) are concerned. 

(The importance of job evaluation was mentioned in chapter two, section 2.3.6); 
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 A job description for each post, that was developed from the job evaluation, 

addresses the primary objectives and inherent requirements of each post; 

 A motivation for the filling of a post has been approved; 

 A job description has been utilised for the proper drafting of an advertisement 

that has been approved; 

 A selection committee has been appointed to deal with the selection of the 

most suitable candidates for a particular post; 

 Selection criteria for screening purposes have been identified and have been 

consistently used for the screening of candidates; 

 Selection criteria for shortlisting purposes have been identified and consistently 

used to shortlist candidates; 

 Selection criteria for the final selection of candidates have been identified 

before-hand and used consistently to identify the most suitable candidate; 

 A nomination for appointing the most suitable candidates has been approved 

by the HoD or the delegated authority; 

 Unsuccessful candidates are notified timeously by means of a letter of regret; 

 A candidate is informed in writing of his/her appointment as the most suitable 

candidate (as alluded to in chapter two, section 2.3.9); and 

 A candidate accepts in writing his/her appointment (as also alluded to in 

chapter two, section 2.3.9). 

 

It is evident from the above-mentioned steps that the process is a sequential one 

where activities have to be conducted in a particular order. Bach (2005:116) 

supports this notion by stating that a recruitment and selection process is regarded 

as a systematic and objective process, which follows a logical sequence of events.  

 

The effective implementation of recruitment and selection practices is of the utmost 

importance if a department wants to achieve its objectives, such as sourcing human 

capital that is capable and skilled to perform the required job (PSC, 2008:14). Failure 

to adhere to the recruitment and selection processes may expose a department to 

potential litigation, where employees who know and understand their rights, may 

challenge the outcome of the recruitment process (PSC, 2010:16). 
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The discussions of the steps which need to be followed when undertaking the 

recruitment and selection process, it is evident that it must be well-planned before it 

is implemented. Furthermore, it is important to note that all the steps provided for in 

Chapter III of the Public Service Regulations forms the building blocks on which 

recruitment and selection is based. The Free State DPW should ensure that all the 

steps afore-mentioned are followed to the letter to achieve the set objectives of 

recruitment and selection, that is, employ human capital that is capable and skilled to 

perform the required job. 

 

3.3.3 The application of sound administrative practices  

 

Apart from ensuring the desired recruitment and selection outcomes, sound 

administrative practices will also ensure fairness, impartiality, reliability, equity and 

fair labour practices in the Public Service (PSC, 2008:14). Poor recruitment and 

selection decisions can result in “costly grievances, complaints, disputes, litigation 

and discontentment” (PSC, 2006:14). Bach (2005:115) states that poor recruitment 

and selection practices may result in the employment of persons who may be a 

liability rather than an asset to the organisation since they may not be able to 

contribute to the organisational success. The success of a Public Service 

department will be assessed in terms of the delivery on its mandate. It is, therefore, 

necessary to appoint employees who are skilled and competent to contribute to the 

organisational success. As indicated above, poor recruitment and selection decisions 

can lead to candidates successfully contesting recruitment and selection decisions 

from a procedural perspective. Therefore, it is imperative that departments in the 

Public Service follow administrative processes (PSC, 2006:14). The Promotion of 

Administrative Justice Act (PAJA), 2000, was put in place to ensure that sound 

administrative practices are followed, and also to ensure that candidates have an 

alternative if they have a reason to believe that they have not been treated fittingly in 

terms of recruitment and selection practices (PSC, 2006:14).    

 

It is imperative that the Free State DPW follows sound administrative practices when 

implementing recruitment and selection practices, bearing in mind that that 

candidates may use PAJA to challenge transparency and fairness of the processes. 

The applicants may view the recruitment and selection process as flawed and unfair 
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if unsound administrative practices are followed. This will expose the department to 

unnecessary queries and labour disputes which could have been avoided by 

adhering to sound administrative practices.  

 

3.3.4 Measuring compliance with the principles underlying recruitment and 

selection 

 

The fourth PSC guideline relates to measuring compliance with the principles 

underlying recruitment and selection (PSC, 2008:13). In its Audit Report of Selection 

Processes in Selected Departments, 2008, the PSC developed an Internal Toolkit on 

Human Resources (PSC, 2008:14). The Internal Toolkit on Human Resources 

identifies the various activities, which may influence the recruitment and selection 

practices in departments and also indicate what may possibly go wrong in the 

process, and therefore, influence the outcomes of the selection process (PSC, 

2008:14). According to the PSC (2008:14), the activities or steps to be followed 

when undertaking the recruitment and selection process were identified based on the 

principles contained in the Toolkit on Recruitment and Selection of 2006. These were 

used by the PSC as a basis to conduct the recruitment and selection practice audit. 

  

The risk areas, identified by the PSCs Internal Toolkit on Human Resources that 

must be considered during the recruitment and selection processes are indicated 

below (PSC, 2008:14): 

 

 Job Evaluation 

    

The importance of conducting a job evaluation was alluded to in chapter two, section 

2.3.6 and chapter 3, section 3.3.2. One of the risks identified by the PSCs Internal 

Toolkit on Human Resources is that departments do not have policies on job 

evaluation and grading, and a lack of job evaluation may lead to a job being 

evaluated at a higher grading than the actual job content. Furthermore, if a job is not 

evaluated, the situation may result in an irregular composition of job evaluation 

panels as well as wrongful benchmarking of the post. Thus, job evaluation strives to 

obtain internal consistency among jobs (Grobler et al., 2006:353). 
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 Advertisement of a post 

 

The PSCs Internal Human Resource Toolkit also revealed that Public Service 

departments do not always undertake the advertisement process thoroughly. Some 

departments may misuse the head hunting process. Furthermore, the Internal Toolkit 

on Human Resources indicated that there are instances in which departments fail to 

advertise posts or fail to adhere to the closing date, and may further also fail to 

advertise posts at Assistant-Director level (salary level 9) and upwards at the 

national level. Some departments use irregular transfer mechanisms to limit 

competition in filling of a post. This practice is not in the best interest of the 

government. 

 

 Application of screening criteria 

 

Screening should take place according to the initial criteria set for the job 

(Swanepoel et al., 2008:273). It was also revealed in the PSC‟s Internal Toolkit on 

Human Resources that departments fail to set criteria for appointments and a lack 

thereof may lead to the consideration and appointment of candidates that do not 

meet the basic requirements of a post. Furthermore, if screening criteria is not 

applied properly, it will bring inconsistency in the application of criteria and 

subsequently lead to unclear job content for a post, resulting in the application of 

unclear or unfair criteria. 

 

 Shortlisting of candidates 

 

The shortlisting of candidates is one of the aspects identified in the PSCs, 2006 

Internal Toolkit on Human Resources as a risk. If the shortlisting process is not 

conducted properly, suitable candidates may be excluded and the candidates who 

do not meet the minimum requirements of the post could be shortlisted. Disregard of 

the Employment Equity Plan may also compromise the shortlisting process. 

Moreover, shortlisting criteria not aligned to the advertisement may render the 

process dysfunctional, and lastly, failure to keep the panel minutes could be one of 

the factors that may compromise the process. 
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 Interviewing candidates 

 

The interviewing process is an important step in the recruitment and selection 

process. It is imperative that this process is well-planned. If the process is poorly 

planned, it is likely that questions posed to the candidates are not formulated before 

the interview commences. This may result in questions being posed to candidates 

which are not related to the key competencies of a particular post. A lack of planning 

may also lead to interview questions being leaked to candidates. In some instances 

the weighting of the scores for questions to be asked during the interviews are not 

decided on beforehand. Furthermore, the lack of planning and transparency may 

compromise the interviewing process in the sense that sometimes original score 

sheets and interview notes may not be filled and this may encourage „fixing‟ the 

scores and notes of the panel.  

 

 The appointment of successful candidates 

 

In the PSCs, 2006 Internal Toolkit on Human Resources it is also stated that the 

appointment of successful candidates by a person who does not have the necessary 

delegatory powers, is also considered a risk factor that may compromise the 

process. Moreover, factors such as deviating from the recommendations made by 

the panel, without adequate reasons being recorded in writing as well as the 

appointment of candidates at a different level compared to the advertisement, are 

also factors that compromise the appointment of successful candidates.  

 

It can be deduced that the risk factors outlined in this section must be noted and 

avoided to prevent unnecessary procedural mistakes during the recruitment and 

selection process. Such procedural mistakes may expose a department to disputes, 

grievances and other legal challenges which may be costly to the department, 

should the candidates be successful in the legal mitigations. Therefore, avoidance of 

these mistakes is of importance if the Free State DPW wishes to succeed in 

achieving its objectives in terms of recruitment and selection. The following section 

focuses specifically on the implementation of recruitment and selection practices in 

the Free State DPW. 
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3.4 THE IMPLEMENTATION OF RECRUITMENT AND SELECTION PRACTICES 

IN THE DEPARTMENT OF PUBLIC WORKS IN THE FREE STATE 

PROVINCE  

 

In chapters two and three, certain legislative and policy guidelines pertaining to the 

implementation of recruitment and selection practices were outlined. This research 

aims to address non-compliance with legislation and policy requirements by Public 

Service departments pertaining to the implementation of recruitment and selection 

practices, which prevent them from employing suitable employees in order to deliver 

on its mandate. The problem of non-compliance with legislation and policy pertaining 

to the implementation of recruitment and selection practices is widespread in the 

Public Service. This section provides an overview of the current recruitment and 

selection practices followed in the Free State DPW to determine through an 

empirical search whether the afore-mentioned department complies with the 

legislative requirements. 

 

3.4.1 The recruitment process 

 

The Free State DPW has an integrated HRM policy. Chapter 3 of the policy relates 

specifically to recruitment and selection practices (Diakos, 2010). Chapter 3, section 

3.7.2 of the department‟s HRM policy explains the department‟s recruitment process 

and its requirements, while section 3.7.3 outlines the selection process that should 

be followed in the department (Diakos, 2010). 

 

According to the HRM policy of the Free State DPW, 2008, the HoD has to 

determine the requirements for employment for any post in the department on the 

basis of the inherent requirements of each particular job (DPW, 2008:14). The HRM 

policy of the department requires the HoD to (DPW, 2008:14): 

 

 Confirm and document the inherent requirements of each post in the 

department (discussed in chapter 2, section 2.4.8); 
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 Ensure that the requirements for the employment for posts in the department 

do not discriminate against previously disadvantaged persons (discussed in 

chapter 2, section 2.4.3); and  

 Comply with the statutory requirements for the appointment of employees in the 

department (discussed in chapter 2, section 2.4). 

 

The above-mentioned directives from the Free State DPW‟s HRM policy are in line 

with the Public Service Regulations (2001:14). To activate a vacancy in the 

department, the relevant manager/supervisor for the particular vacant post must 

submit a motivated request for the vacancy to the HRM component of the 

department (DPW, 2008:14). When such a request is submitted, the Free State 

DPW‟s strategic and service delivery improvement plan must be taken into 

consideration, while at the same time ensure that the post exists on the approved 

establishment of the department. The post to be advertised must be vacant and 

provided for in the budget (DPW, 2008:14). 

 

According to Erasmus et al. (2005:206), the recruitment process may be set in 

motion by the recognition of a need arising from the HR planning process. Hence, a 

department‟s strategic plan and service delivery improvement plan of the particular 

component must be considered when initiating the recruitment process. The purpose 

of HR planning is two-fold: firstly, it is to determine the current supply of human 

resources in an organisation; and secondly, it is to forecast the future human 

resources needs of an organisation (Dessler, Barkhuizen, Bezuidenhout, De Braine, 

Du Plessis, Nel, Stanz, Schultz & Van der Walt, 2011:37). When seeking approval of 

the post, the manager/supervisor in the particular branch of the department must 

ascertain whether the following information was submitted to the executing authority 

of the department (DPW, 2008:15): 

 

 Reasons for the vacancy, as well as the period for which the post has been 

vacant; 

 A component number; 

 The post class; 

 The responsibility code; 
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 Proof that funds are available for the post and that it is in line the MTEF as well 

as the calculation of the financial implication; and 

 The financial implication for the advertisement of the post. 

 

On recording the inherent requirements of the job, the HoD must ensure that a job 

description for each post identified is compiled (DPW, 2008:15). According to 

Boonzaaier, Conradie and Hamman (2008:21), a job description is a specific set of 

tasks, duties and responsibilities that gives a portrayal of what is expected of an 

employee in a particular post. Therefore, a job description states what an employee 

in a particular post does, how it is done, under which conditions it is done and why it 

is done (Swanepoel et al., 2000:263). It is, therefore, necessary that the HoD of the 

Free State DPW confirms that the job description for each post is compiled so that 

the employee is aware what is expected of him/her.  

 

Once the manager/supervisor in the department has confirmed that the required 

information has been included in the motivation of the submission, it can then be 

forwarded to the HoD for approval (DPW, 2008:15). Once the submission has been 

approved and endorsed by the HoD, it will be sent to the HRM directorate, to 

proceed with the recruitment process to fill the post (DPW, 2008:15). 

 

The Directorate: Human Resource Management will formulate an advertisement to 

fill the post, which should be attached to the approval letter, and indicate the 

preferred media for the advertisement (DPW, 2008:15). According to the HRM policy 

of the Free State DPW (2008:15), the following procedures must be taken into 

consideration before the post can be advertised: 

 

 The department must consult its strategic plan to fill the post as part of a 

programme of lateral rotation or transfer of employees to enhance departmental 

effectiveness; 

 The department may give preference to full-time bursary holders, and if they 

choose to do so, the usual advertisement and recruitment processes may be 

ignored; 
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 The department may fill the post with a temporary employee of equal grading 

within the department; 

 The department may appoint an employee who was appointed under an 

affirmative action programme into the post, provided that such an employee 

meets the requirements for the post; and 

 If the department cannot find a suitable candidate through the above-

mentioned options, the vacant post will be advertised to reach the entire pool of 

potential applicants with due consideration of the historically disadvantaged 

(DPW, 2008:15). 

 

It is evident that the recruitment process of the Free State DPW is an integrated one 

that is guided by the applicable statutory and legislative requirements as well as 

chronological steps that must be complied with before the recruitment process can 

be initialised. Furthermore, it is necessary that the recruitment process does not 

discriminate against the historically disadvantaged applicants and be conducted 

within the parameters of the department‟s strategic plan. This implies that 

consultation with the department‟s equity and strategic plans should be undertaken 

before the recruitment process is initiated.  

 

3.4.2   The advertisement of the post 

 

According to the PSR (2001:32), an executing authority of a department must 

confirm that vacant posts in a department are advertised such that it reaches the 

entire pool of potential applicants, especially the historically disadvantaged. In terms 

of the advertisement of a vacancy, the Free State DPW may advertise vacant posts 

provincially and nationwide, depending on the level of the post to be advertised 

(DPW, 2008:15). All the posts higher than Deputy-Director (post level 12) must be 

advertised nationwide while post levels lower than post level 12 may be advertised 

provincially (DPW, 2008:16). According to Nel et al. (2004:222), an advertisement 

must reach the targeted candidates, and provide adequate information to ensure that 

unsuitable candidates do not apply for the post. An advertisement for a post in the 

Free State DPW must, according to the department‟s HRM policy, include the 

following necessary information (DPW, 2008:16-17): 
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 The logo of the department: The advertisement must have an emblem and 

the logo of the department, indicating the name of the Free State DPW. 

 Directions for applicants: The advertisement should include directions that 

guide the applicants in terms of the requirements to be followed, such as, the 

name of the application form to be completed, the procedure to be followed in 

terms of certificates, the curriculum vitae and the closing date of the application 

as well as the physical and postal address of the department, to whom the 

applications be addressed and in which format the application must be 

submitted. 

 The salary level: The salary level of the post must also be indicated in the 

advertisement and should reflect the relevant benefits of the post in terms of 

travelling, a motor scheme, medical aid assistance and a home owner‟s 

allowances. 

 The centre of the post: The advertisement must indicate the geographical 

area in which the post is located. 

 The requirements of the post: The requirements of the post must stipulate the 

qualification(s) required for an employee that will occupy the post, as well as 

the skills, knowledge, and experience required of an employee for the post. 

 The duties: The duties of the post must be indicated in the advertisement, 

including the core and usual functions of the post, and should be in line with the 

job description of the post. 

 Compliance to the Acts: In terms of White Paper on Human Resource 

Management in the Public Service, (1997:13) the advertisement should state 

that the Free State DPW is committed to employing historically disadvantaged 

persons. 

 

In addition to the above-mentioned requirements for the advertisement of posts in 

the department, the Free State DPW‟s HRM policy provides the recruitment methods 

through which a post can be advertised (DPW, 2008:17): radio; recruitment 

agencies; electronic media; head hunting; affirmative action programmes; 

learnerships and bursaries; occupational exhibitions; and consultation with 

Universities and Universities of Technology. 
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It is clear that the recruitment process should be planned in accordance with the 

strategic plan of the department and the inherent requirements of the post are taken 

into consideration. Furthermore, the recruitment process must comply with various 

statutory and legislative requirements and adhere to certain chronological steps to 

ensure the correct implementation of the process. The advertisement of posts should 

reach as many candidates as possible, and depending on the targeted market. 

Certain posts levels, especially on the lower level (lower than Assistant Director, 

level 9) can be advertised in the province, while higher level posts (higher than 

Deputy Director, level 11) should be advertised nationally. Furthermore, 

advertisements should not contain any unnecessary criteria that do not pertain to the 

essential functions of the job (Dessler et al., 2011:38). The advertisement should be 

aligned to the job description of the post. Once the process has been concluded, the 

next step is the selection process. 

 

3.4.3 The selection process 

 

Soon after the advertisement has been closed and applications have been received, 

the selection process commences. The screening and selection of the appropriate 

candidate(s) who meet the requirements of the post is undertaken (Nel et al., 

2004:232). The screening process seeks to identify the applications for a particular 

post that meet the basic entry-level requirements, as contained in section 10 of the 

Public Service Act 1994 (PSC, 2006:21; 25). The HRM policy of the Free State DPW 

indicates a number of requirements that need to be complied with when screening 

and selecting employees for vacant posts in the department. These selection 

requirements are outlined in the following paragraphs. 

 

3.4.4 The selection committee 

 

The HoD of a department should appoint a team of selection committee members to 

make recommendations on the appointment of an individual in a post (DPSA, 

2001:33). Members of a selection committee must be selected anew for each post, 

and the selection committee should comprise of members based on the 

requirements of a particular post (DPSA, 2001:33). The selection committee 

members should consist of at least three members who are employees of a grading 
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equal to, or higher than the grading of the post to be filled, or a suitable person from 

outside the Public Service (DPSA, 2001:33). The HRM policy of the Free State DPW 

indicates the following requirements for the composition of a selection committee in 

the department (DPW, 2008:17-18): 

 

 The chairperson of the selection committee, must be employed by the 

department and should be of a grading higher than the post to be filled;  

 In an instance where the rank of the manager of a particular component in the 

department, within which the vacant post is located, is graded lower than the 

vacant post, such a manager are allowed to be a member of the selection 

committee;  

 An employee of a grading which is lower than the grading of the post to be 

filled, may provide the secretarial or advisory services during the selection 

process, but are not allowed to be part of the selection committee; and 

 In an instance where the post to be filled is that of the HoD, a selection 

committee should include at least three Members of the Executive Council 

(MEC‟s) of the Free State Province.  

 

The Free State DPW is required to comply with the above-mentioned directives, 

according to the department‟s HRM policy. The department‟s HRM policy also 

requires the selection committee to make a recommendation on the suitability of a 

candidate for a particular post after the following aspects have been considered 

(DPW, 2008:18): 

 

 Information based on methods, criteria or instruments for selection that are free 

from bias or discrimination; 

 The training, skills, competence and knowledge necessary to meet the inherent 

requirements of the post; 

 The need of the department for developing human resources; 

 The representativeness of the component where the post is located as well as 

the department‟s Employment Equity Plan. 
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Swanepoel et al. (2000:328), concur with the above aspects and states that when 

making a selection decision, the selection committee must confirm whether the 

information used to select a candidate is objective that is, related to prior learning, 

experience, qualifications and competencies, and not clouded by beliefs and 

prejudices of individual members of the selection committee. Finally, the choice is 

based on the inherent requirements of the job. Furthermore, the reasons provided for 

a recommendation made by the selection committee must be recorded and based on 

the reference criteria as provided above (DPW, 2008:18). Should the HoD decide not 

to approve a recommendation made by the selection committee, he/she must 

communicate and record the reasons in writing (DPW, 2008:19). 

 

Considering the above requirements of the Free State DPW‟s HRM policy pertaining 

to the selection committees for vacant posts in the department, the HRM directorate 

must also be represented or involved in the selection committee for the appointment 

of all posts in the Free State DPW (DPW, 2008:18). The involvement of an HR 

representative, usually the provisioning practitioner, is to ensure procedural fairness 

and to provide advice and guidance with regard to the appointment measures and 

other aspects of the appointment process, with due consideration of Section 11 of 

the Public Service Act 1994 (DPW, 2008:18). 

 

The guidelines pertaining to the selection process of the Free State DPW is guided 

by the Public Service Regulations, 2001 that serves as an indication that the Free 

State DPW consulted the relevant statutory and legislative documents in drafting its 

HRM policy. Once the screening process is completed and the applicants who do not 

meet the basic requirements for a particular post have been excluded, the next step 

in the selection process will be to identify a manageable pool of applicants and a 

shortlist of who is best suited to fill the post (PSC, 2006:29). The shortlisting process 

of candidates for a post is outlined in the following paragraph. 

  

3.4.5 The shortlisting process     

 

Shortlisting is the process used by an organisation to reduce applicants to a 

manageable pool of candidates to be interviewed (McCourt & Eldridge, 2003:174). 

Shortlisting is about „identifying a manageable pool of best suited candidates for a 
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specific position, in the interest of the State, taking into account Affirmative Action 

and Employment Equity objectives (PSC, 2006:29). Once the closing date for an 

application of a post has lapsed, it is the responsibility of the HRM directorate to 

receive the applications and to send letters of acknowledgement letters to all the 

applicants (DPW, 2008:18). After the approval for the selection committee has been 

granted, the HRM directorate, in consultation with the selection committee, must take 

responsibility for compiling a shortlist based on the requirements of the post (DPW, 

2008:18). The rationale for providing a shortlist of candidates is that advertisements 

usually only specify the minimum requirements for the appointment to a post (PSC, 

2006:29) Although candidates who comply with these minimum requirements may 

have an understandable expectation to be considered for the position, it is the 

prerogative of an employer to give more consideration to applicants who exceed the 

minimum requirements, provided that it is still within the parameters of the post‟s job 

content (PSC, 2006:29).  

 

Furthermore, a motivation must be provided for each candidate who is not shortlisted 

for the post as well as the reasons for candidates who do not qualify (DPW, 2008:18. 

The selection committee must take into consideration the inherent requirements of 

the post and the same selection criteria must be used consistently for each 

candidate (DPW, 2008:19). The selection committee must also compare candidates 

against the requirements of the post, while simultaneously considering aspects such 

as the relevant job description as well as the post and the candidate‟s specifications 

(Diakos, 2010). 

 

The shortlist of potential suitable applicants must be forwarded and discussed with 

the relevant directorate or section head before proceeding to the selection interviews 

(Swanepoel et al., 2000:307). According to the HRM policy of the Free State DPW, 

once the selection committee has established a shortlist of suitable candidates, the 

HR representative must inform the candidates a week (5 working days) in advance 

of the scheduled interview to allow shortlisted candidates sufficient time to prepare 

for the interview (DPW, 2008:19). 

 

According to Nche (2012:26), research revealed that the screening process has 

always been subjective. In order to have an objective screening process, the 
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selectors should have a clear idea of the competencies to concentrate on the 

screening application forms (Nche, 2012:26) and can make use of a thorough paper 

exercise such as use a scoring matrix that can produce a shortlisting score for each 

candidate (PSC, 2006:35-36). The shortlisting process should be based on the 

requirements of the post as outlined in the post advertisement (Erasmus et al., 

2005:226). Adherence to post requirements will ensure objectivity and fairness of the 

process. 

 

3.4.6  The selection interview process     

 

One of the most common assessment tools used for selecting employees is the 

employment interview (Erasmus et al., 2005:249). The aim of a selection interview is 

to determine an applicant‟s degree of suitability for a job by matching the information 

given by the applicant to the job requirements (Erasmus et al., 2005:249). Grobler et 

al. (2006:192), state that the purpose of a selection interview is to determine whether 

the applicant has the ability to perform the job and also to determine if the applicant 

meets the needs of the organisation. The selection interview is only considered best 

practice if the structured questions are behaviourally orientated (Cf. Erasmus, et al., 

2005:250). The aim of behaviourally orientated questions is to enable the applicant 

to demonstrate, through past behaviour, that they meet the required skills and 

knowledge requirements of the post (DPCD, 2009:9). However, a selection interview 

is considered unreliable if the interview technique does not have the consistency of 

form that a written test or a reference check may have (Grobler et al., 2006:192-

193).  

 

A variety of selection interviews can be used such as structured, semi-structured and 

unstructured interviews (Erasmus et al., 2005:250). The preferred type of interview in 

the Public Service is a structured interview (Diakos, 2010). According to Chamorro-

Premuzic and Furnham (2010:36), structured interviews are pre-planned to ensure 

that every candidate receives exactly the same questions in the same order and at 

the same place. Dessler et al. (2011:218), assert that with a structured interview, the 

employer lists the questions ahead of time, and may list possible appropriate 

responses.  
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When conducting the selection interview, the chairperson of the panel must be 

objective and ensure that the process is fair, transparent and focusing on job related 

matters (DPW, 2008:19; Cf. DPSA, 1997:16-17). The chairperson must also ensure 

that the selection committee addresses targets in the department‟s Employment 

Equity Plan (DPW, 2008:19; DPSA, 2003:12; Cf. RSA, 1996:107; Cf. DPSA, 

1998:23-24). 

 

It is important that there is consistency during the interview process, in the sense 

that shortlisted candidates are subjected to the same selection committee, the same 

questions and the same selection criteria (DPW, 2008:19). During the interview 

minutes are taken and all documentation must be kept for record purposes (DPW, 

2008:19; Cf. PSC, 2006:69). The basis for the decision of the selection committee as 

well as the motivation for not recommending other candidates must be included in 

the minutes (DPW, 2008:19; Cf. PSC, 2006:69). 

 

Once the motivation for each candidate has been completed, the selection 

committee must furnish its recommendation for the most suitable candidate in order 

of priority of the candidates (Finger, 2010). The recommendation of the selection 

committee must, together with the supporting documents, be submitted to the head 

of the HR component (DPW, 2008:19). The head of HR component will then be 

responsible to obtain approval for the recommendation of the selection committee 

(DPW, 2008:19). 

 

The HoD will make a recommendation. However, if the HoD does not approve a 

recommendation of a selection committee, he/she must furnish reasons for the 

decision in writing (DPW, 2008:18). If the HoD agrees with the recommendation, 

then he/she is required to endorse the appointment of the recommended candidate 

(Finger, 2010). The successful candidate shall be appointed on the first day of the 

month following the month in which the HoD approves the recommendation of the 

selection committee (DPW, 2008:20). After the approval of the recommendation by 

the HoD, the appointed candidate will be notified about the appointment (Finger, 

2010). As soon as the successful candidate accepts the employment offer, the HRM 

Directorate must inform unsuccessful candidates of the outcome of their applications 

(Swanepoel et al., 2000:329).  
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Considering the above discussion on the selection interview process, it can be 

argued that the process is the centre stage whereby the decision about candidates 

applying for a particular post is actually taken. However, the interview process must 

be objective, fair and consistent. Once the interview panel has made its 

recommendation on the successful applicant, it should be sent to the HoD for final 

approval of the successful candidates and all the motivations and scores of 

individual candidates must be recorded to ensure transparency and accountability of 

the selection process. 

 

 3.5. CONCLUSION    

 

Chapter 3 focused on the current implementation of recruitment and selection 

practices in the Free State DPW. The chapter outlined the macro and micro 

organisational structure of the department, in particular, the HRM directorate and the 

provisioning division of the HRPA sub-directorate. Attention was directed at the 

provisioning division because it is responsible for the implementation of the 

recruitment and selection practices in the Free State DPW.  

  

The chapter also focused on the general recruitment and selection principles. The 

development of policy in relation to recruitment and selection was emphasised. The 

importance of developing a recruitment and selection policy is to outline imperative 

processes about consistency when implementing the afore-mentioned practices in 

the Free State DPW. It was further highlighted in the chapter that provincial 

departments must have their own recruitment and selection policies, however, these 

provincial policies should not be developed in isolation but be guided by the national 

legislative framework in line with the prescribed standards and norms. 

 

In terms of the implementation of recruitment and selection practices, certain steps 

or activities should be followed. This chapter also discussed imperative steps which 

have to be followed to ensure effective and efficient implementation of recruitment 

and selection practices in the Free State DPW.  

 

Another aspect that was discussed in this chapter is sound administrative practices. 

It was indicated that such practices will ensure fairness, impartiality, reliability, equity 
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and fair labour practices during the recruitment and selection process. Administrative 

practices include, amongst others, compliance to legal imperatives to avoid poor 

recruitment and selection decisions that may consequently lead to costly grievances, 

complaints, disputes, litigation and discontentment by unhappy candidates. The 

chapter also paid attention to crucial steps which need to be followed when 

implementing recruitment and selection practices and the risks thereof if these steps 

are not followed. 

 

The discussion on the recruitment and selection principles, as outlined by the PSC‟s 

Toolkit on Recruitment and Selection, formed the basis on which the Free State 

DPW is benchmarked in relation to the implementation of the This chapter also 

focused on the actual implementation of recruitment and selection in the Free State 

DPW. 

 

In relation to the implementation of recruitment and selection practices by the Free 

State DPW, the researcher perused the Free State recruitment and selection policy. 

The focus of the department‟s recruitment and selection policy was based on the 

process itself. The process was discussed from the initial advertisement of the post 

to the selection process. Activities informing the selection process were discussed, in 

particular, the role of the selection committee. Furthermore, the shortlisting of 

candidates as well as the selection interview process was also expounded upon.  

 

In conclusion, after the perusal of the Free State DPW‟s recruitment and selection 

policy against the general principles outlined in the PSC‟s Toolkit for Recruitment 

and Selection as well as other related national legislative imperatives and best 

practices, it can be concluded that the Free State DPW‟s policy is aligned to national 

legislation and meets the national norms and standards.   
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CHAPTER 4: EMPIRICAL RESEARCH: METHODOLOGY AND FINDINGS 

 

4.1 INTRODUCTION 

 

Chapter two of the study discussed the statutory and regulatory framework relating 

to HRM as the domain from which the implementation of recruitment and selection 

and selection practices are steered. The chapter also elaborated on the theory and 

best practices pertaining to recruitment and selection with a view to determine 

legislative directives and best practice principles for the implementation of 

recruitment and selection practices in the Free State DPW. Chapter three outlined 

the policy framework for recruitment and selection in the Public Service, specifically 

focusing on the policy directives as provided by the PSC‟s Toolkit for Recruitment 

and Selection. Chapter three further examined the implementation of recruitment and 

selection practices in the Free State DPW. 

 

The primary objective of this chapter is to report on the results obtained through the 

empirical research and to determine whether the implementation of recruitment and 

selection practices in the Free State DPW are compliant with the national statutory 

legislative and framework. The results and the findings of the empirical research 

were also interpreted in this chapter. Against this background, the research 

methodologies used for the data collection and its analyses is explained in section 

4.2 below. 

 

 4.2 RESEARCH METHODOLOGY 

 

Before the research methodology applied in this study is explained, it is important to 

define the concept research. According to the Oxford English Dictionary (OED) 

(2005:640), research is the systematic investigation into and study of materials and 

sources in order to establish facts and reach new conclusions. Furthermore, 

research can be defined as a process of steps used to collect and analyse 

information to increase the understanding of a topic or issue and consists of three 

steps: the posing of a question, the collection of data to answer the question and the 

presentation of an answer to the question (Creswell, 2008:8-9). This process was 

followed in this study through research questions that were posed in chapters 1 and 
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4. Subsequently, data was collected through the empirical research through a 

questionnaire and personal interviews. The results were interpreted, deductions 

were drawn and recommendations made in order to answer the respective research 

questions. The study also outlined the research problem in chapter one as well as 

the research objectives which aimed to answer the research problem. 

 

In pursuit of valid knowledge, research should involve the application of various 

standardised methods and techniques (Mouton, 2009:35). According to Anderson 

(2009:50), research methodology refers to the philosophical framework or orientation 

within which the research is based. The research methodology forms the basis for 

the justification of the research design that the researcher formulates and the 

specific tactics or methods of data gathering that are used (Anderson, 2009:50). Two 

basic methodologies for collecting data may be distinguished, namely qualitative and 

quantitative methods of research. In this study, the qualitative and quantitative 

research approaches were utilised to gather data, which is outlined in the following 

paragraphs. 

 

4.2.1  Qualitative research 

 

According to Brynard and Hanekom (2006:37), qualitative research refers to 

research that produces descriptive data with generally the participant‟s own written 

or spoken words pertaining to their experience or perception. A qualitative research 

approach typically analyses data from direct fieldwork observations, in-depth, open-

ended interviews, and written documents (Patton, 2005:1). It engages naturalistic 

inquiry, studying real-world settings inductively to generate rich narrative descriptions 

and constructive case studies (Patton, 2005:1). 

 

This study followed a qualitative research methodology (interviews) to assist the 

researcher to collect data from senior and middle managers responsible for the 

implementation of recruitment and selection practices in the Free State DPW. The 

interviewees‟ responses were measured against legislation, policies and guidelines 

in terms of the implementation of the recruitment and selection practices. The 

interview, as a data collection technique is discussed in section 4.2.5 of this study. 
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4.2.2  Quantitative research 

 

Although the study was predominantly based on the qualitative approach, a 

quantitative research methodology was also applied through a questionnaire. 

According to Fox and Bayat (2007:7), quantitative research concerns things that can 

be counted and in general, quantitative research is concerned with systematic 

measurement, statistical analysis and as method of experimentation the 

questionnaire as data collection technique is discussed in section 4.2.4 of this study. 

 

4.2.3 Quantitative and qualitative data collection techniques 

 

According to Brynard and Hanekom (2006:36), data is factual evidence that is 

collected through scientific investigation. Therefore, collected data is important to 

understand and interpret facts or findings of an investigation. Data can be collected 

through specific means, which include interviews, a questionnaire, observations and 

the analysis of documents (Mukherji, 2000:41). Brynard and Hanekom (2006:38) 

further assert that the most frequently used techniques of data collection within 

qualitative and quantitative research methods are interviews, a questionnaire and 

observation. Furthermore, Mouton (2009:36) defines research techniques as the 

specific and concrete means that the researcher uses to execute specific tasks such 

as questionnaire and interviews. In this study, data was collected by means of 

personal interviews and a questionnaire, which is discussed in the following 

paragraphs. 

 

4.2.4 The questionnaire 

 

The Oxford English Dictionary (2005:613) defines a questionnaire as a set of printed 

questions drafted for a survey. Neuman (2000:517) supports the notion that a 

questionnaire is a written document in a research survey that has a set of questions 

and recorded answers. Fox and Bayat (2007:88) add that a questionnaire is a list of 

questions on a specific topic compiled by a researcher and to which answers and 

information are required. Brynard and Hanekom (2006:46) make the observation that 

the advantage of a questionnaire is that respondents have time to think about 

answers to the questions in the questionnaire.  
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For the purpose of this study, the researcher made use of a semi-structured 

questionnaire (see Annexure A). A semi-structured questionnaire comprises closed 

and open-ended questions (Westburn 2002). According to Kanjee (2009:487), 

closed questions compel respondents to select one or more alternatives from a 

predetermined list of responses. The respondents are not provided an opportunity to 

respond to questions in their own words. The advantage of closed questions is that it 

reveals consistent uniform answers from all the respondents, indicating trends and 

allow for comparative data analysis (Kanjee 2009: 487). Through the use of open-

ended questions, the respondents have the opportunity to communicate their 

experiences and perceptions about a specific matter in their own words, without 

limitation (May 2006:102).  

 

The primary aim of the questionnaire was to collect data on the implementation of 

recruitment and selection practices in the Free State DPW. The questionnaire was 

distributed amongst line managers and junior officials in the department. The 

respondents were selected based on the fact that as administrative office-bearers, 

they are responsible for the implementation of the recruitment and selection 

practices on a daily basis. 

 

The questionnaire focussed on the following two aspects:  firstly, attention was given 

to compliance with legislation and policy in terms of the implementation of 

recruitment and selection practices, and secondly, the questionnaire concentrated on 

the best practices in relation to recruitment and selection. 

 

4.2.5 Personal interviews 

 

Maree, Cresswell, Ebersöhn, Eloff, Ferreira, Ivankova, Jansen, Niewenhuis, 

Pietersen, Plano-Clark and Van der Westhuizen (2007:87) postulate that an 

interview is a two-way conversation in which the interviewer ask the participant(s) 

questions to collect data and to learn about the participants‟ ideas, beliefs, views, 

opinions and behaviours. Brynard and Hanekom (2006:40) observe that interviews 

are probably one of the most used techniques of collecting data because such 

technique allows the researcher to explain his/her questions if the respondent 

(interviewee) is not clear on what is being asked. De Vos, Strydom, Fouche and 
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Delport (2005:20) concluded that interviewing the participants involves description of 

the experience, but also involves reflection on the description. This study used semi-

structured interviews because of the following advantages: 

 

 This method has the highest response rate; 

 Lengthy questions can be used; 

 The interviewer can assist with issues that are not clear to the respondent; 

 The respondents do not need to be literate (Maree et al., 2007:158). 

 

In this study, semi-structured personal interviews were conducted with the purpose 

of identifying certain aspects of information that may not necessarily be attained 

through a questionnaire such as understanding the implementation of recruitment 

and selection practices at a strategic level (see Annexure B). Therefore, a 

questionnaire might not have been as effective as the semi-structured interviews. 

Struwig and Stead (2010:98) assert that with semi-structured interviews, 

predetermined questions are posed to every participant in a systematic and 

consistent manner and it also allows for the probing and clarification of answers. 

Furthermore, a semi-structured interview entails predetermined questions on an 

interview schedule (Maree, 2007:87).   

 

An interview schedule is a questionnaire written to guide interviews (De Vos et al., 

2005:296). An interview schedule assisted the interviewer to consistently ask similar 

questions to different interviewees in the same order and sequence. Thus the 

reporting of results follows the format of the interview schedule administered during 

the semi-structured interviews. Questions posed to interviewees were designed by 

incorporating legislation and policy pertaining to the implementation of recruitment 

and selection practices, with a view to identify current practices and the 

implementation thereof in the Free State DPW. 
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4.2.6 Sources of research data 

 

The senior and middle managers of the Free State DPW were used as sources of 

data through interviews. The following senior and middle managers were 

interviewed: 

 

 Director: Human Resource Management 

 Deputy Director: Human Resource Management 

 Director: Research, Monitoring and Evaluation 

 Director: Strategic Planning, Service Delivery and Risk Management 

 Director: Internal Audit 

 Deputy Director: Internal Audit  

 Chief Risk Officer 

 

The above officials were included in the sample for their insight and knowledge of 

recruitment and selection practices and their involvement in matters relating to 

strategic planning in the department.  

 

Regarding the questionnaire, two line managers (employed in the HRM Directorate 

of the department), and five junior officials of the Free State DPW (also employed 

within the HRM Directorate) were used as sources of data. Two union 

representatives were also used as sources of data. Out of the two line managers 

requested to complete the questionnaire, only one was available, while the targeted 

five junior officials completed the questionnaire. These officials were included in the 

sample for their practical experience in the Free State DPW. A total of fifteen 

responses comprising of seven interviews and eight questionnaires were received 

from the eighteen targeted senior and middle managers as well as junior officials 

from the Free State DPW. The population and sampling is described in section 4.2.7 

below. 
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4.2.7 Sampling and population 

 

According to Brynard and Hanekom (2006:54), sampling is a technique employed to 

select a small group (the sample) with a view to determine the characteristics of a 

large group (the population), and if selected discerningly, the sample will display the 

same characteristics or properties as the larger group. Population on the other hand 

is a group of individuals, events or objects that share common characteristics and 

represent the whole or sum total of cases involved in the study (Fox & Bayat, 2007: 

52).  

 

The researcher used purposive sampling in this study to select a sample. Babbie 

(1995:225) articulated an argument that purposive sampling is the selection of a 

sample on the basis of the researcher‟s own knowledge of the population, its 

elements and the nature of research aims. Maree et al. (2007:79), point to the fact 

that purposive sampling means that participants are selected to participate in a 

study, because of defining characteristics that make them the holders of the data 

needed for the study. It may, therefore, be concluded that sampling decisions are 

made for the explicit purpose of obtaining the richest possible source of information 

to answer the research questions. 

 

As indicated in section 4.2.6, the sample taken from the population of 14 senior 

managers and 20 middle managers (for the interviews) in the Free State DPW was 

five and two respectively; the sample comprised two line managers (for the 

questionnaire) in the Free State DPW; five junior officials (for the questionnaire) in 

the Free State DPW and two union representatives (for the questionnaire). These 

officials were included in the sample for their insight and knowledge of recruitment 

and selection practices and their involvement in matters relating to departmental 

strategic planning (senior, middle and line managers) and the junior officials for their 

practical experience. 

 

4.2.8 Reliability and validity 

 

According to Maree et al. (2007:80), when qualitative researchers speak of research 

“reliability and validity”, they usually refer to research that is credible and trustworthy.  
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Gray (2009:363) views reliability as a measure of consistency. Gray‟s statement on 

reliability is consistent with Dooley (1990:82), who asserts that reliability refers to the 

degree to which observed scores are “free from errors of measurement”. Daymon 

and Halloway (2003:274) state that validity indicates the extent to which research 

findings are accurate, reflect the purpose of the study and represent reality. 

According to Fox and Bayat (2007:96), the following factors can have an adverse 

effect on the validity of questions in a questionnaire: 

 

 The interviewer or questionnaire compiler changes the wording of the questions 

as a result of their complexity, during different interviews sessions. 

 Respondents do not interpret questions in terms of their actual intent. 

 The wording of questions is overloaded, leading or suggestive. 

 Respondents provide answers to a question off hand, because they are bored 

by the topic or the time of the interview is inconvenient for them. 

 The unwillingness of respondents to make certain admissions, especially 

regarding sensitive matters. 

 Respondents did not understand the question. 

 

In this study, the above-mentioned factors were avoided. The researcher clarified the 

research contents (reasons, aims and objectives of the study), interview questions 

and the interview sessions to the interviewees. 

 

Based on the research methodology discussed above, an empirical study was 

conducted. The results obtained through the personal interviews and the 

questionnaire are discussed and interpreted in the following section. 

 

4.3   DATA PRESENTATION AND INTERPRETATION OF FINDINGS 

 

This section outlines the results obtained from the interviews (with senior and middle 

managers in the Free State DPW) and the questionnaire (with line managers, junior 

officials and union representatives in the Free State DPW). The results obtained 

relate to the implementation of recruitment and selection practices in the Free State 

DPW.  
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As highlighted in section 4.1, the purpose of the chapter is to determine whether the 

implementation of recruitment and selection policies, procedures, systems and 

processes are compliant with the department‟s policies, directives and guidelines, as 

well as national legislation and policy. Based on the findings of the core 

implementation challenges associated with recruitment and selection, appropriate 

application practices are recommended for utilisation by the Free State DPW, in the 

next chapter. 

 

4.3.1  Results obtained from the personal interviews  

 

The interview schedules were drafted as follows: Section A, B, and C, which are 

discussed separately in the paragraphs below. 

 

4.3.1.1 Section A - Recruitment and selection: Legislation and policy  

 

This section of the interview schedule focuses on questions pertaining to legislation 

and policy regulating recruitment and selection practices in the Public Service. HR 

Planning and job evaluation must be undertaken before the recruitment and 

selection processes may commence. In addition, the emphasis in Section A of the 

interview schedule was to determine whether the Free State DPW has a recruitment 

and selection policy, and is compliant with the national legislative framework. 

Furthermore, this section is aimed at establishing how often the policy is reviewed, 

what informs the review and whether the Free State DPW adheres to its policy when 

implementing recruitment and selection practices.  Lastly, the focus in this section of 

the questionnaire was to determine if there are any shortcomings in the recruitment 

and selection policy as well as establish whether the Free State DPW has such a 

policy. 

 

In Question A1, on whether there is any relationship between the department‟s 

recruitment and selection policy and the related national legislative framework, 100% 

of the interviewees agreed that such a relationship exists. The opinions and beliefs 

of the interviewees confirmed the presence of adequate legislative framework to 

guide recruitment and selection practices in the Public Service. Effective 

implementation of recruitment and selection practices in the Public Service relies on 
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how well the implementation of these practices is aligned to national legislation and 

policy. It may be argued that the Free State DPW did consider the national legislative 

framework in the development of its recruitment and selection policy, thus making 

such policies compliant. 

 

Question A2 endeavoured to establish whether the Free State DPW undertakes an 

HR planning process before implementing recruitment and selection practices. None 

of the interviewees disagreed. The interviewees were of the opinion that HR planning 

is undertaken on a continuous basis. Chapter one, section 1.1, and chapter two, 

section 2.4.9, highlighted the significance of HR planning as contemplated in part iii 

D of chapter 1 of the Public Service Regulations, 2001. HR planning is the process 

by which a department ensures that it has the right number and competent 

employees, in the right place, at the right time, capable of effectively and efficiently 

completing those tasks that will help the department to achieve its objectives 

(Randhawa, 2007:22-23). The Free State DPW has HR planning in place. 

 

Concerning the frequency with which the Free State DPW conducts job evaluation 

prior to performing the recruitment and selection function, the participants responded 

to Question A3 as follows: Seventy percent (70%) of the interviewees commented 

that this exercise is not being undertaken as often as it should, while 20% of the 

interviewees did not respond because they were unaware of this situation while 10% 

ignored the question (Figure 4.1 below). 

 

Figure 4.1: Frequency of job evaluation before recruitment and selection 
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The interviewee‟s responses, as depicted in Figure 4.1 above, reveal that the Free 

State DPW is not compliant with the frequency of conducting job evaluation before 

undertaking the recruitment and selection process. This creates a predicament, 

because it is through the job evaluation process that a department gains significant 

information to attract the right people with the right skills, in the right place and at the 

right time.  

 

For an effective recruitment and selection process, it is necessary for departments to 

ensure that job evaluation is undertaken (PALAMA, 2009:45). However, in its Report 

on the Assessment of the State of the Public Service Report, the PSC indicated that 

job evaluations are not always conducted prior to advertising posts, as required by 

the PSRs (PSC, 2010:15). The above results confirmed the findings of the PSC‟s 

Report on the Assessment of the State of the Public Service Report. The Free State 

DPW is one of the departments which failed to comply with the policy requirements 

pertaining to the conduct job evaluation before the commencement of the 

recruitment and selection process. 

 

Question A4 was aimed at determining whether the Free State DPW has a policy on 

recruitment and selection. All the interviewees agreed that the Department is 

compliant with national prescripts because it has such policy in place. However, all 

the interviewees raised the concern that the policy had not been reviewed over the 

past four years. The interviewees also highlighted that factors such as changes in 

the legislative framework, policies and regulations as determined by the national 

government or other provincial imperatives, prompt the review of the policy. Another 

aim of Question A4 was to determine whether the Free State DPW consistently 

adheres to its policy when implementing the recruitment and selection process. 

Figure 4.2 below revealed that 30% of the interviewees agreed that the recruitment 

and selection policy of the Free State DPW is adhered to, while 42% of the 

interviewees disagreed. 28% of the interviewees were not sure. 
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Figure 4.2: Compliance with the recruitment and selection policy  

 

 

Since the majority of the interviewees disagreed that the Free State DPW does not 

always adhere to the policy, it can be assumed that the Free State DPW may not be 

compliant in terms of adhering to its recruitment and selection policy. These results 

(42%) may also be due to the possibility that not all the employees are informed 

about and/or familiar with the implementation policy. The majority believe that the 

Free State DPW does not adhere to its recruitment and selection process.  

 

The Report on the Assessment of the State of HRM in the Public Service, (PSC, 

2010), revealed that the majority of the departments in the Public Service do not 

have a clear policy on recruitment and selection. It can be inferred that there is a lack 

of effective implementation of recruitment and selection practices (PSC, 2010:ix). 

The PSC Toolkit on Recruitment and Selection (PSC, 2006:52) also states that 

provincial departments must ensure that recruitment and selection policies that are 

developed at provincial level are within the framework of, and also give effect to what 

is already prescribed in terms of national norms and standards. The results are, 

therefore, reason for concern because the lack of a recruitment and selection policy 

could result in ineffective implementation of practices. 

 

Question A5 attempted to establish whether there are shortcomings in the 

recruitment and selection policy of the Free State DPW. Figure 4.3 below indicates 

that 43% of the interviewees claimed no inadequacies exist while 57% of the 

interviewees confirmed that there are challenges such as the lack of timelines. 
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Figure 4.3: Existence of challenges in the recruitment and selection    

                   process 

 

 

It can be assumed that the Free State DPW lacks the urgency in terms of timeliness 

in recruiting and selecting competent candidates. This situation may render the 

practices ineffective in that the delay may result in the Free State DPW to lose 

potential candidates. As a result, other Public Service departments may have 

employed these potential candidates before the Free State DPW conducts the 

interviews. In chapter two, section 2.3.4, the importance of selecting and training the 

right people as recruiters was emphasised to ensure an effective recruitment and 

selection process.  

 

Adequate guidelines and policies exist in the Free State DPW. It was, however, 

revealed that the Free State DPW lacks job evaluation practices before initiating the 

recruitment and selection process. Furthermore, despite having an adequate policy 

that is in line with the national legislative framework, the Free State DPW has failed 

to review the policy on an annual basis. The primary shortcoming in the recruitment 

and selection policy was the exclusion of specific timelines in terms of processes that 

should be followed. 

 

4.3.1.2 Section B - Recruitment and selection: Practices 

  

This section of the interview schedule focuses on questions pertaining to recruitment 

and selection practices, in particular the approach in which the recruitment and 
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selection practices are implemented in the Free State DPW as well as the role 

played by unions in the recruitment and selection process. 

 

In Question B1, the interviewees were requested to comment on the effectivity of the 

recruitment and selection process in the Free State DPW. Figure 4.4 below 

illustrates that 25% of the interviewees‟ perceived the process as highly successful 

because the vacancies are advertised widely to attract competent candidates. 

Seventy five percent (75%) of the interviewees regarded recruitment and selection 

practices ineffective due to delays in appointing candidates and probable political 

interference that prevents the appointment of suitable candidates on merit. The 

perception of the interviewees is supported by the literature review in chapter two, 

section 2.4. It is stated that it is at this level that cadres are deployed. 

 

Figure 4.4: The effectiveness of the recruitment and selection process  

 

 

Question B2 required of the interviewees to provide opinions on how the Free State 

DPW implements the recruitment and selection process. All the interviewees agreed 

that the process is implemented according to policy requirements.  

 

In response to question B3 of how the Free State DPW implements the selection 

process, Figure 4.5 below indicates that 60% of the interviewees were of the opinion 

that the implementation process is inappropriate. 20% of the interviewees indicated 

that the implementation of the selection process is appropriately undertaken while 

20% of the interviewees did not know whether the department implements the 

selection process properly. 
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Figure 4.5: Degree of effective implementation of the selection process  

 

 

Figure 4.5 above revealed that the majority of the interviewees believe that the 

selection process is ineffective. 

 

In Question B4, the interviewees were asked to express their views on the role of 

unions in the recruitment and selection process. All the respondents indicated that 

the unions play no role in the recruitment and selection process. It can be assumed 

that all the interviewees had not experienced any significant role played by the 

unions in the recruitment and selection process. It can be inferred that there are no 

social partners to ensure that recruitment and selection process is conducted in a fair 

and transparent manner. Consequently, the employees, (internal and external 

candidates) may feel vulnerable and unprotected against probable unfair decisions 

taken by management.  

 

As explained in chapter two, section 2.3.5, building strong partnerships with, inter 

alia, unions are important. As stipulated in the LRA, employees have the right to 

associate and to be represented by unions (RSA, 1995:13). Barney and Hesterly 

(2006:125) assert that unions should also participate and be consulted during the 

recruitment and selection process. Furthermore, the LRA creates a framework in 

which labour disputes, dismissal or appointment of new employees is required to be 

dealt with (Jordan & Stelzner, 2001:1). It is, therefore, recommended that the Free 

State DPW forges relations with the unions and involve them in matters relating to 

the recruitment and selection processes. Moreover, the Free State DPW should 
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regard unions as social partners and invite them to participate in the recruitment and 

selection process to ensure fairness and transparency during the process. 

 

The following inferences can be drawn from questions B1 – B4. Firstly, the Free 

State DPW‟s recruitment and selection process experiences delays in the 

appointment of candidates. Secondly, the Free State DPW does not involve critical 

stakeholders such as unions when undertaking recruitment and selection to ensure 

transparency and minimise labour disputes. 

  

4.3.1.3 Section C - Recruitment and selection: Human resource management  

            officers 

  

This section of the interview schedule focused on questions pertaining to recruitment 

and selection of officers, functions, familiarity with policies, competencies and the 

challenge they face. In chapter two, section 2.3.4, it was alluded that training 

recruiters is important (CCPOST, 2006:25) and a lack of trained recruiters can harm 

not only the outcomes of the recruitment and selection process, but also its integrity 

and reliability in the Public Service (PSC, 2010:16). It is, therefore, important that 

Free State DPW ensures that recruitment officials are well trained and have 

thorough knowledge of processes as well as legislation governing the practice in the 

Public Service. 

 

In Question C1, the interviewees were requested to confirm whether the Free State 

DPW has adequate capacity in terms of the availability of recruitment and selection 

officers. Given that all the interviewees agreed that the Free State DPW is capable in 

this respect, it was revealed that the department has an adequate human resource 

capacity.  

 

In Question C2, the interviewees were asked whether they are aware of the 

functions of recruitment and selection officers. All the interviewees indicated that 

they are aware of the contribution by these officers to ensure effective and efficient 

HRM practices. Therefore, the performance of the recruitment officers is visible to 

the employees in the Free State DPW.  
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The interviewees agreed that the recruitment and selection officers in the Free State 

DPW are competent in performing their daily functions because they are conversant 

with the policy and its processes. This implied that the recruitment and selection 

officers in the Free State DPW have a positive impact on the employees which 

further enhanced the performance of the employees in their daily duties. 

 

All the interviewees believed that the recruitment and selection officers are aware of 

the legislative, policy and regulatory frameworks within which the process ought to 

be undertaken. This result was reassuring in terms of the competency and skills of 

recruitment and selection officers in the Free State DPW. 

 

In Question C5 the interviewees were asked about the challenges which the 

recruitment and selection officers faced in the Free State DPW. Figure 4.6 below 

revealed that: Thirty percent (30%) of the interviewees mentioned political 

interference as a challenge. 35% of the interviewee‟s highlighted bureaucracy. 20% 

of the interviewees raised the issue of a significant work volume while 15% of the 

interviewees stated working under pressure a challenge. 

 

Figure 4.6: Challenges facing recruitment and selection officers  

 

 

It is evident that the Free State DPW is adequately staffed in the recruitment and 

selection division. Furthermore, the employees in this division are well-trained and 

conversant with the relevant legislation regulating the recruitment and selection 

processes. It can be concluded that the recruitment and selection division is well 

capacitated in terms of human resources, training and performance. 
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The following section concentrates on the results obtained through the questionnaire 

that was distributed amongst line managers, junior officials and union 

representatives responsible for recruitment and selection in the Free State DPW. 

 

4.3.2 Results obtained from the questionnaire  

 

The results obtained from the questionnaire, distributed to the line managers, junior 

officials and union representatives in the Free State DPW, are presented and 

interpreted in the following paragraphs.  

 

4.3.2.1 Results on recruitment and selection: Legislation and policy 

 

All the interviewees agreed that the Free State DPW follows the recruitment and 

selection process in line with the HRM policy guidelines of the national government. 

This response corresponds with the similar question during the personal interviews. 

All the interviewees indicated that the Free State DPW complies with the national 

legislative framework in the development of its recruitment and selection policy. 

 

Figure 4.7 below depicts that 86% of the respondents‟ perception that the ability, 

objectivity, fairness and the need to redress the imbalances of the past are taken into 

account to some extent, while 14% were of the view that this is done to a greater 

extent.  

 

The results revealed that the Free State DPW considers the candidates‟ employment 

on the basis of ability, objectivity, fairness and the need to address the imbalances of 

the past when undertaking recruitment and selection process. The department is 

complying with the requirements of the EEA that calls for redressing the imbalances 

of the past to achieve broad representation of all the people of South Africa (RSA, 

1996:107).  
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Figure 4.7: Consideration of ability, objectivity and past injustices in  

                    recruitment and selection   

                  

 

 

In Question 1.3 the respondents were asked to indicate whether qualifications, the 

level of training, work experience and other competencies are taken into account 

during the recruitment and selection process. All the interviewees indicated that 

these are considered. It can be concluded that the Free State DPW is compliant in 

this regard. 

 

Regarding other considerations such as employment equity (race, gender, and 

disability) during the appointments of employees in the Free State DPW, Figure 4.8 

below revealed that 14% of the respondents commented that employment equity is 

taken into account while 86% of the respondents stated that equity in appointing 

public officials is borne in mind during recruitment and selection, but employment 

equity is not always considered as it should be. This suggests that the Free State 

DPW does consider employment equity when appointing employees. Compliance 

hereto should be considered. 
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Figure 4.8: Staff appointments on the basis of employment equity   

  

All the interviewees agreed that the department conducts verifications. It can be 

concluded that the Free State DPW is compliant.  

 

The participants agreed that SMS managerial and leadership competencies are 

considered in the advent of cadre deployment. It can be deduced that the Free State 

DPW considers senior managers managerial and leadership competencies when 

deploying officials such as directors, chief directors, deputy directors-general and 

heads of departments.   

 

Considering the responses provided by the interviewees above, it can be concluded 

that the Free State DPW‟s recruitment and selection policy is compliant and in line 

with the national legislative framework. It also became evident that the Free State 

DPW undertakes HR planning before initiating the recruitment and selection process. 

 

In terms of whether the Free State DPW conducts job evaluation before the 

undertaking recruitment and selection process, the responses conclusively indicated 

workforce evaluation is not undertaken frequently as required. The fact that 20% of 

the interviewees were not aware of the recruitment and selection process, can either 

mean that it is undertaken or they are ignorant of the processes. 

  

In terms of having a recruitment and selection policy, the Free State DPW is 

compliant. However, the existing policy has not been reviewed for the past four 

years. This could signify that the policy is out-dated and may not be compliant with 

the most recent changes at the national level of government. As to whether the Free 

State DPW adheres to its recruitment and selection policy, it can be concluded that 

the department does not always comply with its policy when implementing the 
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recruitment and selection process. 28% of the respondents indicated that they were 

unsure whether the department complied with its policy during the implementation of 

its recruitment and selection practices. The majority (57%) of the interviewees were 

of the opinion that the recruitment and selection policy has shortcomings and a lack 

of time frames was regarded as the primary inadequacy. This indicated that the 

recruitment and selection policy may be out-dated and not in compliance with the 

recent national amendments.  

 

4.3.2.2 Results on recruitment and selection: Best practices 

 

This section of the questionnaire focused on best practices pertaining to recruitment 

and selection, and the implementation thereof in the Free State DPW. In Question 

2.1, relating to the frequency of reviewing the recruitment and selection policy of the 

Free State DPW, all the respondents indicated that this policy is reviewed regularly. 

Considering that all the respondents agreed that the recruitment and selection policy 

is reviewed regularly, it can be concluded that the Free State DPW is compliant with 

such reviews. However, the policy had not been reviewed for the past four years. It 

can be inferred that there is likely an element of untruth because the director and the 

deputy-director of HRM agreed that the recruitment and selection policy of the 

department had not been reviewed in the past four years. 

 

All the respondents agreed that the department complies with its recruitment 

advertisements and is committed to the Employment Equity Act of 1998, with regard 

to the appointment of designated groups (women and the disabled). This response 

confirmed that the Free State DPW complies with a requirement in its HRM policy, 

pertaining to employment equity which is included in the advertisement. 

 

All the interviewees stated that the department failed to respond in writing the receipt 

of applications for vacancies. In chapter two, section 2.3.8, it was indicated that the 

acknowledgement of the candidates‟ applications would serve as an 

acknowledgement and it appreciates the interest in the organisation (Palazzo & 

Kleiner, 2002:56). This suggests that applicants may not know whether their 

applications had been received by the Free State DPW and may not have recourse 

should their applications be misplaced. 
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In Question 2.4, the respondents were probed on whether the Free State DPW does 

inform unsuccessful candidates about the outcomes of the applications submitted as 

soon as successful candidates accept a job offer. Eighty six percent (86%) of 

respondents indicated that this is undertaken, while 14% of the participants 

disagreed. Refer to Figure 4.9 below. 

 

Figure 4.9: Notification of unsuccessful job applicants  

  

In chapter two, section 2.3.9, mention was made of the requirement that, as soon as 

the preferred person for a particular post has accepted the offer in writing, the 

unsuccessful applicants must be informed of the outcome. The results depicted in 

Figure 4.9 above suggest that the Free State DPW complies in terms of this best 

practice. However, fourteen percent (14%) of the respondents indicated that 

notifications to unsuccessful candidates are not sent.  

 

Question 2.5 attempted to establish whether the provisioning staff in the Free State 

DPW is well-trained. The responses were mixed. Figure 4.10 below indicates that 

28% of the respondents held different views while 14% of the respondents stated 

that training is provided occasionally. Furthermore, 14% of the respondents stated 

that the provisioning staff is trained while 72% of the respondents indicated that 

training is provided on a regular basis. This suggests that the recruitment and 

selection officials are well-trained and are conversant with the legislative framework 

and can effectively apply and implement the recruitment and selection process. 
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Figure 4.10: Frequency of training provisioning staff  

   

The above results from the questionnaire correspond with the results obtained 

through the interviews. The interviewees indicated that the employees in the 

recruitment and selection division are well trained and conversant with the relevant 

legislation regulating the recruitment and selection process. It can be concluded that 

the recruitment and selection division is well-capacitated in terms of human 

resources, training and performance. 

 

In Question 2.6, the participants were asked whether the Free State DPW has strong 

partnerships with academic and professional institutions that can provide a potential 

pipeline of candidates for the department. All the respondents agreed that although 

the relations with academic and professional institutions are not strong, such 

interaction would benefit the department by appointing personnel who are relevant 

for a particular job. In chapter two, section 2.3.5 it was stated that it is advisable to 

develop partnerships/relationships with academic and professional institutions which 

can assist to provide potential graduates for the organisation. 

 

It can be deduced that the Free State DPW realises the importance of the 

relationship between itself and the academic and professional institutions. It can 

further be deduced that the department realises the need to recruit professionals 

with scare skills (engineers, quantity and land surveyors as well as project 

managers). However, these partnerships can be strengthened for optimal 

effectiveness in terms of the needs of the Free State DPW.  

 

Question 2.7 endeavoured to establish whether the Free State DPW has formal 

relationships with unions. All the interviewees responded that the existing relations 
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were very good. It can be concluded that a good working relationship may exist but 

not necessarily relations regarding the recruitment and selection process. It was 

revealed in question B4 that unions play no role in the recruitment and selection 

process. Although the interviewee‟s responses do not necessarily imply that the 

relations between officials in the department and unions are not good, it does to 

some extent reveal a lesser involvement with unions. 

 

The contradictory results obtained from the interviewees (middle and senior 

managers) and the respondents to the questionnaire (line managers, junior officials 

and union representatives) may also be attributed to the notion that employees at the 

junior levels of a department are usually more involved in union activities than middle 

and senior managers.  

 

The conclusions highlighted above in respect of each set of questions will be 

discussed in the next chapter to formulate probable recommendations for the study. 

 

4.4. CONCLUSION 

 

Chapter four focused on the empirical search based on the preceding theoretical 

chapters pertaining to the implementation of recruitment and selection processes, 

particularly as practiced in the Free State DPW. The chapter outlined the research 

methodology followed by the empirical findings. The following findings, discussed in 

the chapter, emanated from the empirical search: 

 

 The Free State DPW‟s recruitment and selection policy is in line with the 

national legislative framework. 

 The application of recruitment processes in the Free State DPW is in line with 

the department‟s policy. 

 The Free State DPW undertakes an HR planning process before commencing 

with recruitment and selection processes in the department. 

 The department verifies the qualifications, training, experience and knowledge 

of applicants for vacant posts before appointments are made. 
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 Officials dealing with the implementation of recruitment and selection practices 

in the department are knowledgeable, trained, competent, and conversant with 

policy and their work responsibilities. 

 The Free State DPW does consider affirmative action and the requirements of 

the EEA when implementing recruitment and selection processes. 

 The Free State DPW informs unsuccessful candidates on the outcome of their 

applications for posts. 

 The department has good relations with academic and professional institutions 

that can provide a pipeline of candidates, although these relationships can be 

improved and expanded. 

 The Free State DPW does not throughout the ranks of the department have a 

good relationship with the unions. Furthermore, the department does not 

consider the unions in matters relating to the recruitment and selection. 

 The department does not review its recruitment and selection policy as often as 

it should. 

 The department does not undertake job evaluation before commencing the 

recruitment and selection for posts. 

 The Free State DPW does not always adhere to its policy when implementing 

the selection process in the department. 

 Shortcomings in the department‟s selection policy were identified. 

 The Free State DPW does not acknowledge the receipt of applications for posts 

in writing. 

 

It is, therefore, evident that the Free State DPW is effective in a number of aspects 

with regard to the implementation of recruitment and selection practices in the 

department. However, the department can improve on some of the aspects. 

 

In chapter five, a summary of the research study is provided which is based on the 

interpreted research findings. Recommendations will be provided to resolve the 

challenges and/or shortcomings in the implementation of recruitment and selection 

practices in the Free State DPW. 
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CHAPTER 5: CONCLUSION AND RECOMMENDATIONS 

 

5.1 INTRODUCTION 

 

Chapter one of the study provided an introduction and background to the study. The 

chapter also contextualised the research problem the study aimed to address, that 

is, the non-compliance with prescribed legislation and policy requirements pertaining 

to the implementation of recruitment and selection practices for the appointment of 

the most suitable employees in order to deliver on their service delivery mandate. 

 

In chapter two, a theoretical and legislative framework of HRM, the domain from 

which the recruitment and selection process is steered, was outlined. Particular 

attention was given to the implementation of recruitment and selection practices and 

best practices. Chapter three focused on the national policy framework, specifically 

provided for the implementation of recruitment and selection practices in the Public 

Service. The chapter also focused on the contextualisation of the Free State DPW 

that was used as a case study for the research as well as the current recruitment 

and selection practices in the department.  

 

In chapter four the results of the empirical research was interpreted and presented. 

This chapter summarised the contents of the preceding chapters and provided an 

overview of the study. The most significant findings will be highlighted and specific 

recommendations will be made. Furthermore, the chapter also indicates the 

contribution of the study to the scholarly body of knowledge. 

 

5.2 SUMMARY OF THE CHAPTERS 

 

Chapter one provided an introduction, background and orientation to the 

implementation of recruitment and selection practices in the Public Service. 

Emphasis was placed on the responsibility of the Public Service departments (both 

national and provincial) to ensure quality service delivery to the citizens of the 

country as stipulated in legislation and policy. As an organisation‟s most significant 

asset is its human resources, it was argued that Public Service departments rely 

heavily on its human resources to provide quality services to the public to deliver on 
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its mandate. It is imperative for the departments to ensure that competent and skilled 

public officials are appointed, thereby underlining the importance of the effective 

implementation of recruitment and selection practices. The study aimed to determine 

whether Public Service departments, in particular the Free State DPW, implement 

recruitment and selection practices as required by legislation and policy. 

Recommendations were provided.  

 

Most departments do not effectively implement recruitment and selection practices 

as required by the national statutory and regulatory frameworks (PSC, 2006:71). The 

problem statement emanated from this apparent dilemma which the study aimed to 

address: the non-compliance with prescribed legislation and policy requirements 

pertaining to the implementation of recruitment and selection practices for the 

appointment of the most suitable employees in order to deliver on their service 

delivery mandate. The chapter further outlined the research objectives and research 

questions which emanated from the research problem. 

 

In chapter two of the study, a theoretical overview and best practices of the 

recruitment and selection process was provided. The HR practices of recruitment 

and selection were viewed from a Public Service perspective and an overview of the 

purpose of the Public Service was discussed. The chapter further outlined the 

legislative and policy framework relating to HRM, the domain in which recruitment 

and selection practices are implemented in the Public Service. The literature and 

legislative review revealed adequate legislative framework in HRM, including 

recruitment and selection, which should be used when drafting departmental policies 

for its implementation. 

 

The chapter concluded that knowledge and understanding of the statutory and 

legislative framework is important in order for the government to achieve its service 

delivery mandate. It is, therefore, important for HR practitioners to comprehend and 

apply all related HR provisioning policies. The consequences of non-compliance in 

terms of the implementation of the legislative framework can have a negative impact 

on the recruitment and selection of employees in the Public Service. The most 

significant negative effect is Public Service departments not being able to deliver on 

their mandate.  



 

 

97 

 

In chapter 3 of the study, the focus was placed on the national policy framework, 

which specifically provides for the implementation of recruitment and selection 

practices in the Public Service. The chapter also focused on the contextualisation of 

the Free State DPW as well as the current recruitment and selection practices in the 

department. The purpose of this chapter was to determine factors contributing to the 

non-compliance or incorrect implementation of the recruitment and selection 

process.  

 

The chapter also focused on the general recruitment and selection principles. Policy 

development was emphasised as outlined in the PSC‟s Toolkit for Recruitment and 

Selection. The importance of developing a recruitment and selection policy was 

discussed. It was further highlighted that provincial departments must have their own 

recruitment and selection policies, however, these provincial policies should not be 

developed in isolation, but instead be guided by national the legislative framework 

and be in line with the standards and norms as set out by the national government. 

Certain steps or activities that should be followed in terms of the implementation of 

recruitment and selection practices were also outlined as well as sound 

administrative practices that will ensure fairness, impartiality, reliability, equity and 

fair labour practices during the process.  

 

In conclusion, after the perusal of the Free State DPW‟s recruitment and selection 

policy against the general recruitment and selection principles outlined in the PSC‟s 

Toolkit for Recruitment and Selection as well as other related national legislative 

imperatives and best practices, it was concluded that the Free State DPW is aligned 

to national legislation and is in line with the national norms and standards. 

 

In Chapter 4 the research methodology was discussed followed by the empirical 

search which was explained and the results were presented and interpreted. The 

results obtained from the personal interviews conducted with senior and middle 

managers as well as the responses from the questionnaire, distributed to line 

managers, junior officials and union representative in the Free State DPW were 

interpreted and reported. The primary findings of the empirical research revealed the 

following: 
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 The Free State DPW‟s recruitment and selection policy is in line with the 

national legislative framework. 

 The application of recruitment processes in the Free State DPW is in line with 

the department‟s policy. 

 The Free State DPW undertakes an HR planning process before commencing 

with recruitment and selection processes in the department. 

 The department verifies the qualifications, training, experience and knowledge 

of applicants for vacant posts before appointments are made. 

 Officials dealing with the implementation of recruitment and selection 

practices in the department are knowledgeable, trained, competent, and 

conversant with policy and their work responsibilities. 

 The Free State DPW considers affirmative action and the requirements of the 

EEA when implementing recruitment and selection processes 

 The Free State DPW informs unsuccessful candidates on the outcome of their 

applications for posts. 

 The department has good relations with academic and professional 

institutions that can provide a pipeline of candidates, although these 

relationships can be improved and expanded. 

 The Free State DPW does not throughout the ranks of the department have 

good relationships with the unions. Moreover, the department does not 

consider the unions in matters relating to the recruitment and selection 

process. 

 The department does not review its recruitment and selection policy as often 

as it should. 

 The department does not undertake job evaluation before commencing with 

the recruitment and selection for posts. 

 The Free State DPW does not always adhere to its policy when implementing 

the selection processes in the department. 

 Shortcomings in the department‟s selection policy were identified. 

 The Free State DPW does not acknowledge receipt of applications for posts 

in writing. 
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Conclusions and recommendations on the above-mentioned findings of the research 

were made in chapter five of the study. 

 

5.3 RESEARCH FINDINGS 

 

With the aim of achieving the research objectives and answering the research 

problem outlined in chapter one, a literature study and an empirical study was 

conducted. The study revealed the following findings in terms of the set research 

objectives: 

 

 To conduct a literature review pertaining to recruitment, selection and 

best practices 

 

In response to the first research objective, a literature review of the recruitment, 

selection and best practice process was conducted in chapter two. The best 

practices pertaining to recruitment and selection were reviewed from a Public 

Service perspective because the study was conducted within this context. The 

purpose of the Public Service was also reviewed as part of the literature study.  

 

In terms of the findings relating to this study objective, the Free State DPW applied 

some of the best practices, such as, unsuccessful candidates who applied for a 

vacant post were informed in writing of the outcome. The literature review also 

revealed that the Free State DPW has good relations with academic and 

professional institutions. These institutions provide „pipeline‟ candidates as well as 

mentor the Free State DPW‟s newly appointed employees, especially in scares 

skills. It was also established that the partnerships with academic and professional 

institutions can be improved. 

 

The study also revealed that officials responsible for the recruitment and selection 

process in the department are well-trained, knowledgeable, competent and 

conversant with the legislative requirements and their work responsibilities. This was 

illustrated in figure 4.10 of chapter four. It was indicated that 72% of the respondents 

confirmed this notion. 
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Furthermore, the findings revealed that the Free State DPW does not have good 

relationships with unions. All the interviewees indicated that the department does not 

involve unions when undertaking recruitment and selection although the results from 

the questionnaire differed from the results obtained through the personal interviews. 

While the responses of the interviewees do not necessarily imply that the relations 

between officials in the department and the unions are not good, it does to some 

extent reveal a lesser involvement with the unions. The contradictory results 

obtained from the interviewees (middle and senior managers) and the respondents 

to the questionnaire (line managers, junior officials and union representatives) may 

also be attributed to the notion that the employees at the junior levels are usually 

more involved in union activities than middle and senior managers. The difference in 

the results obtained through the personal interviews and the questionnaire is of 

concern because it can lead to labour disputes on the basis that management may 

be perceived as not being transparent. 

 

The study also revealed that the Free State DPW does not acknowledge applications 

for posts in writing. This practice is in contravention with the best practices because 

applicants may not know whether their applications were either lost or misplaced by 

and may not have recourse should such eventuality take place. 

 

 To explore the statutory and regulatory framework that guides the 

implementation of HRM practices, and in particular the implementation of 

recruitment and selection practices in the South African Public Service  

 

In chapter two of the study an overview of the legislative and policy framework 

relating to HRM, the domain in which recruitment and selection practices are 

implemented in the Public Service, was provided with specific reference to 

recruitment and selection. In chapter 3 the focus was placed on the national policy 

framework, specifically provided for the implementation of recruitment and selection 

practices in the Public Service. The study also outlined the general principles 

applicable to recruitment and selection, as provided in the PSCs Toolkit for 

Recruitment and Selection, 2006. The legislative review revealed that there is 
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adequate legislative framework relating to HRM, including recruitment and selection 

in the Public Service. 

 

The study revealed that the Free State DPW has a policy on recruitment and 

selection, which is in line with the related national legislative framework and other 

national imperative requirements as illustrated by various Acts, White Papers, 

guidelines and toolkits reviewed in the study. The results obtained from both the 

personal interviews and the questionnaire confirmed that the Free State DPW does 

have a recruitment and selection policy that is aligned to the national legislative 

prescripts. However, the results obtained through the interviews and the 

questionnaire indicated that the policy on recruitment and selection had not been 

reviewed for the past four years. Furthermore, it was revealed that the last time the 

policy was reviewed the department was compelled by the National Department of 

Public Service and Administration (DPSA), to effect certain amendments to its HRM 

policies.    

 

In terms of considering affirmative action and the EEA when appointing candidates, 

the findings revealed in figure 4.8 that 86% of the respondents agreed that the Free 

State DPW is compliant with the implementation of Affirmative Action and the 

requirements of the EEA.  

 

 To identify the current recruitment and selection practices in the Public 

Service and in particular those in the Free State DPW 

 

The Free State DPW‟s HRM policy on recruitment and selection was used as a 

measure to determine the current application and implementation of the processes in 

the department. In terms of the implementation of recruitment and selection as 

currently practiced in the Free State DPW, the study revealed that the department is 

continuously undertaking HR planning before engaging in the recruitment and 

selection processes. This was confirmed overwhelmingly by the senior and middle 

managers who are involved in the HR planning process. The Free State DPW does 

not undertake workforce evaluation as depicted in Figure 4.1 of chapter 4. It was 

revealed that 70% of the interviewees indicated that the workforce evaluation is not 
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done before undertaking recruitment and selection, while 20% was not aware if such 

a process was followed. 10% of the respondents did not respond to the question. 

These results are an indication that workforce evaluation is not undertaken before 

commencing with the recruitment and selection process. 

 

The application of recruitment and selection as per the Free State DPW‟s policy, the 

findings indicated that 75% of the interviewees, as depicted in Figure 4.4, were of the 

opinion that the recruitment process is undertaken in the department and is 

perceived to be effective. However, in terms of adhering to its policy when 

implementing the selection process, the study revealed that it is inappropriately 

undertaken. 60% of the interviewees agreed with this statement. Refer to Figure 4.5 

of chapter 4.   

 

Based on the empirical investigation, it was revealed that the Free State DPW 

verifies the candidate‟s qualifications, training, experience and knowledge before 

endorsing their appointment. It was confirmed by all the respondents that the DPW in 

the Free State is compliant. 57% of the interviewees confirmed that the Free State 

DPW‟s policy has challenges such as the lack of timelines in the recruitment and 

selection process. Refer to Figure 4.3. 

 

 To make recommendations, on the implementation of recruitment and 

selection practices in the Free State DPW  

 

In Chapter 4, the researcher discussed the results obtained from the empirical 

investigation to determine how recruitment and selection is undertaken in the Free 

State DPW within the legislative framework and the department‟s internal policy on 

recruitment and selection. The empirical investigation enabled the researcher to 

understand the current recruitment and selection practices in the Free State DPW, to 

take note of the shortcomings and challenges and to comprehend the 

implementation of the recruitment and selection process. 

 

The researcher, based on the findings of the empirical investigation conducted in 

chapter 4, presents several recommendations in section 5.4, with specific reference 
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to the current implementation of the recruitment and selection practices in the Free 

State DPW. 

 

5.4 RECOMMENDATIONS 

 

Based on the findings as discussed above, the following recommendations 

pertaining to the implementation of recruitment and selection practices in the Free 

State DPW are made:  

 

 The Free State DPW should review the recruitment and selection policy 

on an annual basis, even when no amendments were made 

 

The review and making of amendments (if any) of the recruitment and selection 

policy should be undertaken on an annual basis. The annual review of the 

recruitment and selection policy will assist the department to stay abreast of the 

latest best practice developments and requirements that may be determined by the 

national regulatory framework.  

 

It was indicated in chapter two, section 2.3.3, that the purpose of a recruitment and 

selection policy directs the recruitment practices to ensure that the strategic goals 

and objectives of an organisation are attained (HRW, 2012). Furthermore, a 

recruitment and selection policy defines the objectives to be met in the 

implementation practices which are aimed to attract competent individuals (HRW, 

2012). Therefore, it is evident that an updated recruitment and selection policy is 

necessary to ensure that the practices, which are aimed at attracting the most 

suitable candidates for a post, are directed by a policy. Moreover, compliance with 

recent best practices and legislative prescripts, ensures that the recruitment and 

selection practices of the department are geared to appoint the most suitable 

candidates.  

 

Considering the service delivery mandate of the department, and the fact that an 

organisation‟s human resources is its most significant asset on which departments 

rely to provide quality services to the public to deliver on its mandate, the Free State 

DPW should appoint competent and skilled public officials, thereby underlining the 



 

 

104 

 

importance of the effective implementation of recruitment and selection practices. 

The implementation of recruitment and selection practices are in turn reliant on a 

well-thought through policy, thus emphasising the need that such a policy is 

reviewed and amended regularly. 

 

 The Free State DPW must undertake job evaluation to ascertain whether 

there is a need for internal transfers/movement of human resources so as 

to meet the objectives of the department before undergoing recruitment 

and selection 

 

In chapter two, section 2.3.6 it was stated that HR planners must plan, forecast the 

staffing requirements and ensure the effective integration of all HR functions, thereby 

ensuring that job evaluation and job analysis produce job descriptions that accurately 

reflect job worth and job content respectively (Compton et al., 2009:8). It is necessary 

that departments evaluate jobs on a regular basis so that effective recruitment and 

selection process are perused (PALAMA, 2009:45). 

 

It is, therefore, recommended that the Free State DPW undertake job evaluation as 

often as it possibly can before engaging on a recruitment and selection process. The 

department should undertake job evaluation and job analysis to ensure that job 

content, value, size and weight relates to equitable salary grading for the job. Failure 

to conduct job evaluation may lead to unrelated salary packages to the nature and 

content, value and weight to the job (PSC, 2008:vii). 

 

 The Free State DPW must adhere to the policy and other legislative 

prescripts when undertaking recruitment and selection processes 

 

Policy serves as a guideline for consistency and for reference in the application of the 

legislative framework. It is against this background that policy must be adhered to 

when implementing recruitment and selection processes. To avoid inconsistency and 

ambiguity when implementing recruitment and selection processes, it is recommended 

that the department adhere to the latter policy. The legislative review conducted in 

chapters two and three of the study, revealed that there is adequate legislative 
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framework relating in HRM, which should be used when drafting departmental policies 

for the implementation of recruitment and selection practices in the Public Service. 

 

 The recruitment and selection policy should be linked to timelines to 

avoid situations where vacancies are advertised and appointments are 

made after lengthy time frames 

 

The results obtained through the interviews revealed that 57% of the interviewees 

confirmed that there is a lack of timelines in the business process of the recruitment 

and selection process (see chapter four section 4.3.1.1). It is thus evident that the 

Free State DPW lacks the urgency in terms of timeliness in recruiting and selecting 

competent candidates. This situation may render the recruitment and selection 

practices ineffective. A delay may result in the Free State DPW to lose potential 

candidates. As a result, other Public Service departments may employ potential 

candidates when the Free State DPW conducts interviews. Therefore, to ensure 

efficiency and effectiveness in the recruitment and selection processes, the Free 

State DPW should have timelines attached to its business process to prevent delays 

in the appointment of successful candidates. 

 

 The selection process should ensure that the Free State DPW acquire the 

right people, with the right experience and qualifications at the right place 

and at the right time 

 

In chapter one, section 1.1, mention was made that having the right people with the 

relevant qualifications, experience and skills, in the right and relevant positions in the 

workplace, can improve the performance of the organisation as a whole (DPSA, 

2008:21). Public Service departments rely on its employees to meet its obligation 

and mandates. Therefore, departments need to recruit, select and appoint the right 

people, with the relevant competencies and at the right time (DPSA, 2008:24) to fulfil 

its mandate. 

 

It is thus important that the Free State DPW select candidates in accordance with the 

job requirements as set out in the job description of a post, and the most suitable 
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candidate is appointed. This will ensure that the Free State DPW recruits relevant 

competitive candidates with the right skills, experience, knowledge and qualification 

at the right place and at the right time. It is, therefore, recommended that the Free 

State DPW select candidates according to the requirements as outlined in the 

advertised post. 

 

 Unions should be involved in the recruitment and selection processes 

 

Unions are increasingly seeking greater participation in recruitment and selection 

processes. They ensure that their opinions (positive or negative) regarding 

recruitment and selection criteria are known (Van der Westhuizen et al., 2011:212). 

 

It was mentioned in chapter two, section 2.4.4, that, to ensure fairness and 

transparency in the selection process, the Free State DPW should also engage 

unions in the process. It can be argued that the participation of unions during the 

recruitment and selection for posts is of importance in order to minimise labour 

disputes pertaining to the appointment and promotions of employees in the Free 

State DPW. Therefore, to ensure labour peace and transparency, the Free State 

DPW should embrace unions as social partners and involve them in the recruitment 

and selection process. 

 

 Acknowledgement of application forms  

 

The acknowledgement of application forms was alluded to in chapter two, section 

2.3.8. It was indicated that the candidates‟ applications would serve as an 

acknowledgement and appreciates their interest in the organisation (Palazzo & 

Kleiner, 2002:56). It may be argued that this gesture of acknowledging receipt of the 

application is valuable in terms of portraying a professional image of the organisation 

as well as reassuring the applicants that their submissions were received, thereby 

eliminating confusion and uncertainty. 

 

Therefore, to ensure accountability and transparency, it is recommended that the 

Free State DPW acknowledge the receipt of applications in writing. Officials can be 
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held accountable if the candidates‟ applications either get lost or are misplaced while 

in possession of the department.  

 

5.5 CONTRIBUTION OF THE STUDY 

 

The study explored factors that contribute to the poor implementation of the 

recruitment and selection practices in the Public Service, in particular, the Free State 

DPW. Based on the findings of the study, recommendations were made in terms of 

the implementation of recruitment and selection practices which relate to best 

practices and adherence to the legislative framework.  

 

The Free State DPW and other Public Service departments, with regard to the 

ratification and enhancement of the findings can choose to implement them thereby 

increasing the likelihood of appointing the most suitable candidates. An 

organisation‟s human resources is its most significant asset. Since organisations rely 

on the skills and competencies of its human resources to obtain its strategic 

objectives, it will assist the departments in meeting their service delivery mandates. 

 

5.6 CONCLUSION 

 

Since Public Service departments are reliant on the quality, skills and competencies 

of its human resources for effective service delivery to the public by national and 

provincial departments, the recruitment of public officials must not only identify and 

attract potential employees but also identify and attract employees who possess the 

skills and abilities to enable the departments to achieve their strategic goals and 

objectives, and subsequently provide quality services to the public. 

 

Based on an investigation conducted by the Public Service Commission (PSC), it 

was established that most departments do not comply with the recruitment and 

selection requirements. This study aims to address: The non-compliance with 

legislation and policy requirements pertaining to the implementation of recruitment 

and selection practices prevent departments in the public sector from recruiting and 

selecting the best suitable employees in order to deliver on their service delivery 

mandate. 
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A theoretical overview pertaining to recruitment and selection in the Public Service 

was provided in chapter two. Attention was also given to recruitment and best 

practices. Furthermore, broad HRM legislation and policy, directing the 

implementation of recruitment and selection practices in the Public Service was 

reviewed. An outline of the legislation and policy, particularly applicable for the 

implementation of recruitment and selection practices in the Public Service, was also 

provided with reference to the Free State DPW.  

 

An empirical search was conducted to determine the implementation practices of the 

Free State DPW in terms of recruitment and selection and determine whether the 

department acts within the parameters of the legislative framework and best practice 

guidelines. It was found that the Free State DPW is in some instances compliant with 

the directives provided by best practices and the legislative framework. The empirical 

findings were presented and interpreted in chapter four of the study. In this chapter, 

recommendations pertaining to the implementation of recruitment and selection 

practices were provided, especially highlighting the practices the department had 

failed to adhere to. Based on the findings and recommendations, it was envisaged 

that the study would assist the Free State DPW to improve its implementation of the 

recruitment and selection processes.  
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RESEARCH QUESTIONNAIRE 

 

Title:  Recruitment and selection practices in the Public 

Service: The case of the Department of Public 

Works in the Free State Province. 

 

Respondents:  Line Managers, junior officials and union 

representatives 

 

Instructions: The questionnaire will be completed by the 

identified participant as deemed by the researcher. 

   Completion of the questionnaire is voluntary. 

 Participants need not to identify themselves and 

their anonymity is be guaranteed.  

Please mark the appropriate block with an “X”  

 

Purpose of the questionnaire: The questionnaire seeks to determine the 

implementation and application of legislation, 

human resource policy, recruitment and selection 

processes in the Department of Public Works in 

the Free State Province. 

 

Introduction: The questionnaire was compiled by the student 

who is pursuing a Master‟s Degree in Public 

Management and Development. Your time and 

assistance in completing the questionnaire will be 

appreciated. 
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Questions on recruitment and selection to 

related legislation and policies. 
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1 Does the DPW apply recruitment and selection 

processes in line with Departmental HR policy? 

1 2 3 4 

2 Is the cultivation of peoples‟ employment based 

on ability, objectivity, fairness and the need to 

redress the imbalances of the past? 

1 2 3 4 

3 Does the DPW consider person‟s qualifications, 

level of training, experience and competencies 

in relation to the job, on appointing them?  

1 2 3 4 

4 Is employment equity (race, gender and 

disability) taken into consideration in 

appointments in the DPW?  

1 2 3 4 

5 Does the DPW verify qualifications, training, 

experience, and knowledge of applicants before 

appointments? 

1 2 3 4 

6 Does the DPW use recruitment and selection 

processes to advance, among others, 

affirmative action goals? 

1 2 3 4 

7 Does “cadre deployment” consider managerial 

and leadership competencies of Senior 

Management Services (SMS)? (UNIONS) 

1 2 3 4 

Questions on best practice 
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8 How often does your department review its 

recruitment and selection policy? 

    

9 Does the DPW state in its advertisement that it 

is committed to the Employment Equity Act with 

regard to designated groups (women and the 

1 2 3 4 
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disabled)? 

10 Does the DPW acknowledge receipt of 

applications in writing? 

1 2 3 4 

11 Does the DPW inform unsuccessful candidates 

of the outcomes of the application as soon as 

the successful candidate(s) accepts the offer? 

1 2 3 4 
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12 Is the provisioning staff well-trained? 1 2 3 4 

  

N
o
 

re
la

ti
o
n

s
h

ip
 

W
e

a
k
 

re
la

ti
o
n

s
h

ip
 

G
o

o
d
 

re
la

ti
o
n

s
h

ip
 

S
tr

o
n

g
 

re
la

ti
o
n

s
h

ip
 

13 Does the DPW have a strong partnership with 

academic and professional institutions who can 

provide a potential „pipeline‟ of future 

employees? 

1 2 3 4 

14 Does the DPW have a relationship with Union 

Organisations? 

1 2 3 4 
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INTERVIEW SCHEDULE 

 

The interview relates to a Master‟s Degree in Public Management and Development. 

The dissertation is titled:  

 

Recruitment and selection practices in the Public Service: The case of the 

Department of Public Works in the Free State Province. 

 

The  interviews seek to determine the implementation and application of legislation 

pertaining to Human Resource Management (HRM), in particular those relating to 

recruitment and selection as well as recruitment and selection processes and 

practices in the Department of Public Works (DPW) in the Free State Province. 

Participation in an interview is voluntary. The participants need not identify 

themselves and their anonymity is guaranteed.  

 

A. Recruitment and selection: Legislation and policy 

1. Is there any relationship between the department‟s recruitment and selection 

policy and the related national legislative framework? 

2. Does the DPW undertake a Human Resource (HR) planning process before 

recruitment and selection? 

3. How often does the DPW undertake a workforce evaluation before undertaking 

the recruitment and selection process? 

4. Does the DPW have a policy on recruitment and selection?  

 If no, what guides the recruitment and selection process? 

 If yes, 

 How often is the policy reviewed? 

 What informs the review of the recruitment and selection policy? 

 Does the DPW always adhere to the policy when implementing the 

recruitment and selection process? 

5.  Are there any shortcomings in the recruitment and selection policy of the DPW? 

 If yes, 

 Identify the shortcomings 
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B. Recruitment and selection: Process 

1. How effective is the recruitment and selection process in the DPW? 

2. How does the DPW implement the recruitment process? 

3. How does the DPW implement the selection process? 

4. What role does the Worker Unions play in the recruitment and selection 

process? 

 

C. HRM officers 

1.  Does the DPW have provisioning/recruitment and selection officer(s)? 

2. What are the functions of the provisioning/recruitment and selection officer? 

3. In your opinion, are the provisioning/recruitment and selection officer(s) 

conversant with the contents of the recruitment and selection policy? 

4. In your opinion, are the recruitment and selection officer(s) aware of the related 

legislative framework regarding the process? 

5. In your opinion, what are the challenges faced by provisioning/recruitment and 

selection officer(s) in the DPW?  

 


