Recruitment Process
A guide to competency-based recruitment
Applying for a Post in Glasgow Life

We are delighted that you are considering applying for a post with Glasgow Life and have
prepared the following information to guide you through the recruitment process.

Before we go through the documentation that you will need, we would like to draw your
attention to the type of recruitment process that we have in place in Glasgow Life, as this may
be slightly different from that which you have gone through before. This is called Competency
Based Recruitment and uses a Competency Framework to assess your suitability for a post.

What is a Competency Framework?

The word competency is widely used in business and HR psychology and refers to the
behaviours that are necessary to achieve organisational goals. A competency is also something
you can measure and lists of competencies form a common language for describing how
people perform in different situations. Every job in the company can be described in terms of
key competencies. This means that competencies can be used for all forms of assessment,
including appraisals, training needs analysis and, of course, selection. Some examples of
competencies are communication, decision making and planning.

The competencies are organised around general skills or organisational goals which form the
Competency Framework.

What is the Glasgow Life Competency Framework?
Glasgow Life have two Competency Frameworks which cover all posts in the organisation. All
positions that are advertised will refer to a Grade. Grades 1-8 are covered by one competency
framework and grades 9 and above by a second framework. Make sure you refer to the correct
one as the competencies are different in each:
Competency Framework — Grade 1-8 Competencies
This Framework has 5 competencies;

Personal Effectiveness

Providing Excellent Customer Service

Managing Change

Leadership

Delivering Results
Leadership Competency Framework — Roles in Grade 9 and above

This Framework identifies competencies in 3 clusters under the following headings:

Personal Qualities



Setting Direction
Delivering the Service

You will need this information when you are completing your application form to inform you
of the level of competency required for the post you are applying for. This is discussed in more
detail below.

Finding out about Positions that are on offer

Our positions are advertised on MyJobScotland. When you have found the position that you
are interested in, you can apply online after registering with MyJobScotland.

Each vacancy we advertise will include:

A Role Profile - The role profile details the purpose of the role and what is expected of a
person at that level. The role profile also includes a section which identifies the skills,
qualifications, work experience and competencies required for that role.

A Person Specification which details the skills, knowledge, qualifications, training,
education and competencies necessary for success in the role.

An Application Form

Applying for a Position

Study the role profile and person specification, and in your application provide examples of
your work or other activities which demonstrate your ability or aptitude to meet the identified
criteria. Pay particular attention to the role profile which includes a section at the bottom
which details the competencies which are relevant for the position that you are applying for.
(Match the levels of competency required back to the Competency Framework discusses
above to give you an idea of the level of competencies that we are looking for. Try to provide
examples of personal qualities, achievements at work, non-work related or voluntary work
experience you consider relevant. Fill in the application form and send it, or email it to us by
the closing date, along with any other relevant paperwork.

How is the Competency Framework applied during the recruitment process?

If you are shortlisted for interview, the interview will be a competency based interview. These
interviews are based on the idea that past behaviour is the best predictor of future behaviour.
The interviewer’s goal will therefore be to obtain specific examples of when and how you
demonstrated particular behaviours. Interview questions are carefully designed to probe
specific skills, competencies and characteristics that are relevant to job success for the position
in question.

In the body of a competency-based interview, the interviewer will behavioural questions
structured to help the interviewer determine how strong the candidate is in the competencies
critical for success in the position.

What is the difference between a Competency based Interview and a general behavioural
interview?



The difference between general behavioural interview assessment and that of competency-
based interview assessment is the difference between the potential to carry out the job and
that of actual demonstrated ability to carry out the job.

The difference between, “Telling the interviewer what you would do if...... “and “Telling them
about a time when you did.... “

That difference is critical to being successful at a competency-based interview.
How do | prepare for a Competency-based Interview?

To prepare for your competency-based interview, review the Role Profile and Person
Specification of the post carefully, playing particular attention to the identified competencies
and identifying the skills and traits likely to be assessed. Next, identify the situations and
experiences that you will refer to in the interview to demonstrate these skills and traits.
Competency-focused, well-structured answers are extremely powerful and will impress the
interviewer.

And finally:

We wish you every success with your application. Good luck!!



