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Abstract

Administrative staff, it will be argued, is esseht@the activity of higher education. Adminis-
trative staff make up about 44% of the Romaniariptigher education workforce, working directly
with students and providing services that allow s¢héo function. There is a major shortfall in the
effort and attention now being devoted to the adstrative staff of all kinds, despite the workloadian
importance of this staff. The paper looks at sof® challenges facing higher educational institu-
tions and then suggests the competencies which wilideded by administrative staff. The paper
suggests that there is significant scope for cataking in meeting these challenges, through the re
cruitment and selection of the right staff. Stafruitment and selection was considered as a way of
coping with change, with the increasing range of dedsanow placed on staff working in higher
education institutions. The paper identified aeséibn a five key area to be considered, and imstit
tions are encouraged to make clear their policiastaff recruitment and then to implement them.
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1. Introduction

Higher education institutions (HEIs), such as ursitees, academies and polytechnics,
are largely staff-intensive and have opperatedessfally over a great number of years with
teams of support or allied staff to provide a pssfenal back-up to the academe [Doidge et
al, 1998, 89].

By administrative staff, we refer to both stafit directly involved in the educational
process (such as teaching staff and researchendegiuring duties) and staff who have a
certain form of responsibility in the administratimanagement and/or coordination of em-
ployees in the institution.

There is a large gap between the massive needifoingtrative professional staff and
the present small level of attention, and this sthtead some institutions to pay more atten-
tion tothe other staff

Without the work of technical, secretarial, acding financial administration, and
service/maintenance personnel, HEIs could nevectesmat HEIs need more than ever ad-
ministrative staff for several reasons. First, wavéh noted the dramatic increases in
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enroliment in the public universities in the pafeén years. The workload of many admin-
istrative and student support functions is direothated to the number of students.

A growing number of additional tasks have beenasaal in the last decade. There has
been an increase in the number of mandated stadig#oordination efforts that systems
offices are required to conduct. Also, they prepamd present various statistical reports,
cost analyses, and budget justifications.

Ongoing changes in government laws have requiregecmonitoring by university
staff. The government has required HEIs to condhstitutional planning and to develop
programs as to redefine the balance of incomerg#zd from public and private sources.

The HEIs need administrative personnel to assit all these required activities. The
quality of the administrative staff in institutismf tertiary education is thus central to their
effectiveness.

Though much has been achieved, government anitutissis have been slower to
change policies and procedures for the adminisgattaff. Only a small level of attention
was being devoted to the administrative staff bkialds. It is therefore timely and strategi-
cally important to undertake a review of the isstaésed by the experience of the last two
decades.

The paper proceeds with the overview of the framewaf the main legislature
changes on the Romanian HEI's governance and stejcthus entailing the context in
which HEIls operate.

Afterwards, the paper sheds some light on the ehgéls facing higher educational in-
stitutions that will entail both at the level ofilsk and competencies required by
administrative staff, and from the point of vielvkEls dealing with policies on the re-
cruitment and selection of the right staff. Theeefiveness of recruitment and selection is
in itself dependent on the quality of human resesiplanning, proper job descriptions and
staffing requirements dictated by transformatiod service delivery objectives.

The present study aims to identify the key elemehtgcruiting and selection process
by not only identifying the elements that shouldused for administrative staff recruitment
within Romanian HElIs, but by also identifying sosteps that need to be taken at the na-
tional and institutional level. The five key elen®rmf recruting and selecting the right
administrative staff addressed in this paper avergby: the institutional planning, job de-
scription, recruitment plan, selection and talergnagement, integration and training of
administrative staff.

In conclusion, this paper contends that the adtnatise staff in HEIs will play an
even more important role in the future and recraitband selection of the wright staff is of
great significance for constantly improving and tommally producing better results.

2. National context. Framework overview

Higher education in Romania is based on the 199ist@ation of Romania (revised in
2003) and subsequent education legislation and déments. Public HEIs are guaranteed
autonomy by the state. Central administrative aithe- and roles that go with it — over
matters such as legislation, curricula and emplaytrhas been preserved by the state. How-
ever, devolution and decentralization in the 198@foundly marked more administrative
power to HElIs.

Governments, still dominant in changing governaaoengements, have seemingly
struggled to let go of public sectors; and traditibgovernance mechanisms were not easily,
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or in a straightforward manner, replaced by newhmaatsms [Huisman, 2009, 4]. Auton-
omy was a complex and slow process, acceleratgdadtdr 1996 and completed in 1999
with the passage to the global funding systemHeruniversities and the signing of the in-
stitutional contracts [Miroiu, Bitianu, 2000,12]

As universities seek to respond to new possibilite their operations that are opened
up by technological developments, react to conipatitand adjust to changes in available
financial resources, they redefine their missi@vjge their strategies and restructure their
operations [Fraser, 2005,9].

Without an efficient and adequate system of leddprand management, it is ex-
tremely difficult to provide education of a satistiary quality. Promoting greater efficiency
in the management of HEIs has therefore becanmpaortant objective of the government.
It is believed that evaluating and reorganizing ddeninistrative structures and developing
capacity of leaders and managers, revitalizinggineernance and thereby improving effi-
ciency with result-oriented delivery system, HElsstitutions can do more with the
resources at their disposal.

In order to improve efficiency, there was a pusiaals decentralization of manage-
ment to the level of departments, which at the ewnis only at the level of faculties in
some universities. In the past few years, howether, administrative reform has slowed
down.

The university autonomy needs to be enlarged irritjte to perform entirely in the
human resources managementfnu, 2005, 2]. In Romania, current national treodn-
cerning higher education governance are relatetshdeasing the autonomy of HEIls to
establish their own policies on administrative fstegcruitment, evaluation, promotion) [Eu-
rydice, 2008]. According to the Education Law (L&4/1995) universities and other HEIls
are autonomous and have the right to establishirmp&ment their own recruitment poli-
cies, within the general provisions of the in-fotegislation.

Faced with new sources of competition and new dppdies for growth, HEIs are
looking to the human resources function to addeescritical needs. First, the HR function
must be able to determine the need for criticdlsskind capabilities, enabling the institu-
tions to more effectively source, evaluate and waté employees in an increasingly
changing environment. At the same time, HR needsotdinue to provide administrative
services that are reliable, cost-effective andarsjve to the needs of higher education [The
Global Human Capital Study, 2008, 4]

In the face of challenges from national and intéomal competitors the better institu-
tions are investing more resources in the recruitnand selection of employees at all
levels. The way this process is organized at ptesars a lot to the general employment
framework and conditions of service for universtgff.

The Ministry of Education, Research and Youth immeration with the Ministry of
Labour, Social Solidarity and Family establish #tninistrative staff positions, according
to the dynamics of the education system.

The selection, recruitment and appointment profmsadministrative staff positions in
higher education is based on an open recruitmentegiure. This means that the HEIs are
fully responsible for organising and carrying om thntire selection, recruitment and ap-
pointment process for their administrative possioNevertheless, the process has to comply
with the general provisions of the Education Law{84/1995).

The open recruitment procedure has to be baseccompetition opened to all persons
complying with the conditions established withire tlaw for the considered administrative
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position. The results of the competition are validy for the organising higher education
institution.

Table no 1:Distribution of the higher education éoyges

Administrative Staff
Teach-| Auxiliary Service, main
School | ing teaching | Administra- tenance Total % % Adminis-
year Staff staff  |tive personne| personnel Staff Teaching trative
2007/20081,964 9,451 6,182 9,171 56,764 56.31 43.69
2006/200130,583 6,006 8,413 8,780 53,784 56.86 43.14
2005/200631,543 6,415 8,354 9,175 55,487 56.85 43.15
2004/200530,857 5,057 10,087 10,064 56,496 54.62 45.38

SourceRapoarte asupra &tii sistemului ngional de inviyamant 2005-2008INS Data (2005-2008)

Higher education is a labor-intensive undertakimgnan resources costs can consume
a significant portion of an institution's budgetdriinistrative spending is influenced by a
wide variety of factors including institutional reien, student demographics, students' prep-
aration for college, institutional enroliment sizeand the total resources available.
Differences in organizational mission probably h#we most important impact on costs for
instruction and research, but they also affect athtnative costs.

HEIs employ just over 56,768 people. Table 1 shthesfull-time employees distrib-
uted by employment category. The table shows usathaut 56% percent are teaching staff
and 44% are administrative. The increase in thewargroups of administrative staff has
been minimal in the past four years.

In Romanian HEIs one of the problems is that oawiihg and then retaining adminis-
trative staff. Sometimes HEIs are frequently undblenatch private sector salaries in high
demand fields such as engineering or computer ceiehherefore, higher salaries in the
private sectors often tempt away qualified peoptenf higher education. Yet now there is
also competition from private sector institutiorfshagher education with larger bugets and
differing reward systems Another consequence isuhieversities typically have great trou-
ble retrenching or laying off staff whose contribus have become minimal and thus have
difficulty reallocating resources from low-needhigh-need departments.

Retaining good staff in such circumstances is oftely possible because the institu-
tion feature job protection. However, all over therld the basis on which staf are
employed is changing. Although policies on staffruiting may be made at national or in-
stitutional levels, there is an emerging trend @nging more autonomy to institutions and
thus, in considering future change, the main fasw what institutions should do.

3. Current challenges and the impact on recruitmentind selection

HEIs are not immune from severe pressures andecigals. One of the challenges in-
volves the tension between higher education needgaals. This challenge, to be sure, it's
not new at all [Stearns, 2009,6]. A number of higbducation institutions internationally
are addressing the organizational, managerialcastichallenges of operating [Garrod et al,
2008, 7].The changes and new demands of societyirmhus$try have brought about new
challenges to the world of higher education.
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Organizational agility is not a widely held institinal value in higher education. HEIs
often are slower to react to market forces thanpaomes whose survival depends on their
competitiveness. Structures or practices that nitadkifficult to communicate the nature and
scope of the problem to the appropriate stakehsld@n impede problem-solving efforts.

The greatest challenge appears to be HR policegseadially those at public institu-
tions. Designed for consistency, fairness, and tgqaicross functional areas, these
mechanisms make it extremely difficult to craftesfive recruitment and retention efforts in
this highly competitive situation. For HEIs, stégislation also impose limitations.

These daunting challenges are likely to have aiderable impact on the work and
role of administrative staff in institutions. ANill be affected by a number of common
changes and trends. There is a need to be respamsil able to change (in line with the
changing policies of governments, external demamdissocial pressures).

For administrative staff there are equally rapicires in management processes,
techniques and technology. Administrative staff kvbas changed significantly as a result
of decentralization policies. As national prioritiand policies have changed, more respon-
sibilities have accrued to managing disbursal afd&i directly to institutions, and to
different levels within them. Transferring many #mns down the line has minimized
some aspects of authority, but increased advisedycaordination roles which maximize a
global view of the education system, its probleams] conditions for success in meeting ob-
jectives.

The support of administrative staff is essentiah$sist the Councils on such topics as
preparing institutional/program self-diagnoses,igteag institutional formula funding me-
chanisms to distribute budgets to faculties andgmms, techniques for long term
institutional and budget planning, and managemestuglent services.

It is clear thahew skills appear to be keys that play a large mlescruitment and se-
lection New challenges are driving the current need tdatgp the skills requirement of
administrative staff. Among the principal challeagsghich affect administrative staff are
the following:

a) the growth in demand for higher education is a world wide phenomenon and has
posed a major problem for the Romanian HEIs. Ititinfonal terms the expansion of
numbers has placed pressures on facilities ofiradlsk

Table no 2: Growth of Public Education Enrollmeri889-2008

Year 1989/90 1995/96 2003/04 2005/06 2007/08

Students enrolled 164,525 250,836 421,553 521,144 524,500
SourcesCNFIS and INS data

Enrollments in the public sector increased greb#fween 1990 and the early 2000s,
as shown in Table 2. Enrolments in public HEIs éased 1.6 times between
1992-2000, whereas enrolments in private HEIs Bemd 1.8 times in the same
sub-period of reference [Korka, 2006, 2].

Public higher education continues to grow, estisi&d® number of students in higher
education range between 785,506 and 1 million a€lwbbout 524,500 are in public institu-
tions [CNFIS data]. Enrollments have also growndipin the much newer private sector
of higher education, which at the end of 2008 acadeear was enrolling one-third to one
half of all Romanian higher education students.
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There is an inevitable fear that “more means woessd quality will suffer as mass
higher education becomes a reality. This questgritdds new pressures to administrative
staff not only through the new accountability amgarting procedures, but also through
having to be more explicit about the way they catdhemselves and more formal in the
way they evaluate the effectiveness of their wéwk.a consequence, the forecasting (plan-
ning), advisory and communication responsibilities administrators have increased
substantially.

b) economic and financial crisis. The main challenge faced now by most HElIs is @l de
with the economic crisis [European University Asation, 2009, 4]. Not only do gov-
ernments talk to one another about funding, butgiteaving globalisation of higher
education imposes similar burdens and threats eryeénstitution.

Financial constraints in Romania mean that goventngan no longer fund higher
education to the same extent as previously. Thsponse has been to call for continued ef-
ficiency savings (or simple cuts) in institutiommldgets. Another government response is to
expect institutions to generate more of their inednom non-governmental sources such as
industry or commerce. Approximately 64 percent oblit HEIs funding comes from the
government, while 36 percent is raised from its dwnds including fees, scientific re-
search, external projects, micro production, anddestt accomodation [Ministry of
Education and Research, National Council for High#ucation Financing, 2006].

This places new demands on administrative staff aneoexpected to master entrepre-
neurial skills in converting their specialist kn@dbe into market-oriented services. In
difficult economic times, higher education needsfabow progressive human-resource
practices, while recognizing that financial reaftirequire doing so in a creative way. High-
er education needs to pay attention to all empleye®ne irony of the situation is that
institutional budgets for human resource activites often the first to be cut, just when
they are most needed, in times of severe finadd@tulty.

c) Technological change are echoed for administrative staff who find thelmss under
equal pressures to be more cost effective, flexibleork practices, more technically
alert and more sensitive to what their customenstwan important costs of technol-
ogy in colleges and universities are staff costsrdasing use of computers and other
digital technology has allowed HEIs to simplify gbuch as typing, filing, scheduling,
bookkeeping, and processing forms. The resultdedine in clerical and secretarial
staff and an increase in those who manage and guggroputer systems.

This trend has disturbing implications for theuiw. The jobs that have experienced
the least growth over the past few years are tles trat are most likely to be contracted out
to private companies or swept away by increasirggafistechnology.

For administrative staff there are also new compmés required: information tech-
nology skills are now taken for granted; similarafincial pressures mean that cost awareness
and sensitivity to the need for value for monewlinadministrative processes have to be in
the bloodstream; customer sensitivity is a keyl,skidw that budgets are so often devolved
to faculty level and central administrators finditthhey have many academic clients to
serve; flexible working practices become essemisainanagement costs are being continu-
ally trimmed.

For academic support staff in libraries, resourr@é @omputer centres there are match-
ing demands. The new technologies require mastenyew techniques and software in
searching for information and a changed role irmpsujing users of these support services.
Just as roles and responsibilities for managerst@aching personnel will almost certainly
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evolve in years to come, it is likely that admirasive staff will be required to fulfill differ-

ent functions, as well as to adapt their skills padformances to new exigencies.

d) the demands of the labour market are changing dramatically and inevitably affect
those institutions which seek to be responsiveational or regional demand. Univer-
sities now operate in a global market place and tfacruit on an national basis.
Patterns of employment are also changing in new, wecertain environments.
Effective management demands new skills withinitugons. In seeking to achieve

this they must learn to adapt commercial managerteatiniques sensitively to the aca-

demic environment and never forget the missiomefinstitution they serve.

The technical skills needed by today’s administethanagers call into question some
of the traditional management structures and jaifipations. Leadership skills will be es-
sential as will communications and persuasive skill convincing administrative staff of
the need for changes to long established habitsalge their responsibilities are at a more
detailed level they will need to have more tangitdenpetencies. Among them will be the
following: people management skills; numeracy anderstanding of financial and cost is-
sues; IT awareness; sensitivity to new developmenthe external environment, such as
competitive threats.

The solution to these challenges starts witlvedl-defined recruitment and selection
processin these times, it is particulary crucial thag tkecruitment and selection of diverse
administrative staff be equitable and responsivéh&odemands of this changing environ-
ment.

4. Administrative Staff Recruitment and Selection

This paper has identified the scale of the probdewh has described the workload and
importance of the administrative staff. Aiming taable the organization to achieve its stra-
tegic goals by attracting, retaining and developiegiployees, Human Resource
Management (HRM) functions as the link between dhganization and the employees
[Pomoni, 2009, 1]. Accordingly, HRM needs to beatesl appropriately. It is clear that HEIs
have not devoted enough attention to this topid, thiat much more has to be done if the
human resource capacity of our higher educatiotititisns is to be fully and effectively
utilised.

HRM covers activities such as: strategic HRMsourcing (human resource planning,
recruitment and selection and talent managememfpnogance management, learning and
development and performance evaluation. [Armstr@0§9, 4] Effective human resources
management requires compliance with equal employmgportunity statutes and other ap-
plicable state laws. Establishing fair and workalplalicies, procedures, and training
programs are important to recruiting and retairiampetent staff.

These include diverse HRM activities, while assugralso strategic planning such as
the primary tool. There is also a need for welicattited policy frameworks both at the in-
stitutional and the national level. These wouldéhty be both broad-ranging, inclusive and
clearly prioritized. These policies should be batke by strong institutional commitment
and form a key part of national and institutioredaurcing policies.

Resourcing should contribute to a culture of preifasalism, but it is felt that there is
still a need to define the relevant elements arddifferential weighting between planning,
recruiting and selecting. Resourcing can alsodmnas a strategy to retain high quality
staff in higher education institutions.
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HEIs should be concerned not only with developnedrihe environment in which re-
sourcing occurs as well as with the developmetodities who play a role in facilitation of
resourcing. In order to meet all of these goaks,dentified a selection a five key area to be
considered, as set out in the following process:

1. Planning include

analysis of staff needs

and setting objectives
5. Integration and training linked with strategic,
Staff should be placed
properly and should be given

continuing training

operational and work planning

2. Job descriptions are
meaningful and relate to
4. Selecting employees 4 position’s core competencies
with the correct knowledge and desired outcomes
and skills that match
the position
3. An effective
recruitment and
selection plan is in
place and being followed

Figure no. 1. Five key elements of Recruiting andefecting the Right Staff

In considering any strategy for human resourcesagement an institution must con-
sider all its staff; administrative and supporérgonnel can play crucial roles in helping
students to learn, and in enabling and facilita@mgenvironment that favours learning. If
administrative staff are committed to the goalsofinstitution, they can be valuable part-
ners in working with academic colleagues.

1. Planning. This element tries to combine human resources geamant with strate-
gic management within HEI, in order to achieve aticmous improvement in the way the
public institutions act, as well as an increasiogliy of the public services they deliver.

The role of human resources is becoming a major lbmean resources policies are
being included in institutional strategic documerstsch as Strategic Plan, as a way of in-
creasing the performance and the efficiency of ipulnistitutions and as a basis for the
modernisation strategies that will be elaboratethatinstitutional level. The strategic plan,
is an instrument for leading the university for exipd of time of 4 years. Elaborating and
implementing a strategic plan requires a new waytlihking human resources needs, in
which there are strategic objectives, strategielsraetrics of evaluating final results.

A key task of HEIs is to focus attention on thetieinship between administrative re-
sourcing and institutional objectives. Staff skdisd competencies should be aligned clearly
with organizational needs.

2. A job description is a key document in the recruitment process,raundt be final-
ised prior to taking any other steps in the proced$gls should determine the real
competencies needed for the position in questiahraflect these in the job description.
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Too often job descriptions are generic and don&cdbe the real needs of the position.
Good job descriptions include a short list of conenptenecies required for the job.

This category encompasses three organizationajmésatures: job structure, job clas-
sification, and organizational structure. Regulaufydating job structures (perhaps every
two years) helps to ensure that the needs of spelepartments are being met. Job reclassi-
fication supports flexibility in the deployment sfaffing resources and appears to be a
factor in retention because it increases job angecalevelopment opportunities.

Currently, in Romanin HEIs jobs are not analyzei@rifically and job descriptions
are not systematically developed. Thus, theretisflambiguity and conflict which are per-
sonally frustrating to employees and also orgaiumatly unhealthy. In the new dynamics
of the environment, the HEIs should look for mucbrenjob clarity than is made available
now. The job description should carry out the HHfission, support changing environ-
ments and allow staff to develop new skills andegtipe.

3. Develop and implement igecruitment plan, identifying recruitment resources that
aid in assuring a diverse pool of applicants. Rément and selection should be seen and
treated as a top priority of the institution. HEl®uld have detailed policies in place to in-
form the objective, fair, equitable, consistent agsponsible application of recruitment and
selection practices; have standardized methodspeszkdures in place to ensure compli-
ance with the constitutionally prescribed valued principles as well as national nhorms and
standards regulating HR in the higher education.

4. Selecting employees with the correct skills can add valua tastitution and recruit-
ing workers at a wage or salary that the instituttan afford, will reduce costs. Employees
should therefore be carefully selected, managedretained, just like any other resource.
The workforce of the future will need a whole spect of knowledge and skills to deal with
technology and the globalization of knowledge [UNER 2008, 373]. It also will need to
be agile and flexible, to adjust to continuous afea) both economic and social. The activ-
ity of any institution depends to a large extentlma quality of its staff.

The HEIs will be under greater pressure to locatepfe with required aptitudes and
skills, and to select a candidate that will be sgstul in performing the tasks and meeting
the responsibilities of the position. The primaoncern is finding ,the right talent”, as tal-
ent is certainly critical to innovation, change anmgh performance; acquiring talent is
fundamental when it comes to using this as a soof@@mpetitive advantage. The work-
force itself has become more global, thus orgainzatthat excel atalent management
will continue to enjoy competitive advantage [Lamllé, 2008,5-6].

5.0nce the persons are selected carefully they dleald beplaced properly and
should be giverontinuing training to update their knowledge and skills and to sheent
from obsolescence. Thus, proper identificationrafning needs and selection and develop-
ment of training methodologies assume added impoetalnitial training for administrative
staff in institutions is not universal and it isoenmended to have completed a training be-
fore being confirmed in an administrative post. &aptraining will immediately reflect in
activity, as knowledge and skills are more critifzaitors underlying performance.

Higher education institutions need to have cleaatsgies covering administrative
staff. In many cases HEIs have much to learn abowtto plan, develop, promote and then
deliver staffing programmes. These would be intisgravith their human resource strate-
gies so that selection and promotion criteria, @amanning and staff appraisal processes
were all influenced by the strategy.
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The critical role of the human resource departnveae underscored repeatedly. Each
institution should establish a tevelop and monitor institutional staff recruitmemicies
provide a programme of short courses and workskmpseir human resources managers.
Institutions should consider running workshopshoiman resources topics using national
experts; sponsoring surveys of good practice oaitsiflls identifying ideas which might be
imported; promoting the development of performamaicators or management statistics
allowing institutions to compare their human resegractivities with each other.

The current personnel systems and practices shmuladequate to meet some of the
emerging demands in the management of human resourc

5. Conclusions

Higher education in Romania has been transformed the last two decades. Higher
education has to constantly change and adjustinia@ variety of situations. The HEIs are
experiencing unprecedented growth and demand &r slervices and they are under great
scrutinity with higher standards of accountabibitystate, legislators and others.

Recognizing the dynamics of the environment, HElst devise new and more strin-
gent strategies initiating and managing changeestaff level in terms of changing pattern
of skill requirements, organizational structure;, ednd the implication of these on tech-
niques like personnel recruitment and selectionn@fessity, Romanian HEIs will have to
strive to improve further the quality of their $tafhey should focus not only on the compe-
tence of their staff, but also give time to stregsithe need for commitment to the
organisation’s goals and to promoting a capacitgh@nge.

Many factors play a role in the success of antutébin, but none is as important as the
quality of staff. The institutions have acquiredrsmmautonomy for managing their staff. Se-
lection, recruitment, employment contracts, andeearadvancement are managed to a
greater degree at the institutional level.

It is certain that the administrative staff in HEV8l play an even more important role
in the future. Little has been written within thigler education context about recruitment
and selection of administrative staff, though tfayn about 44% of the workforce in HEIs.
These individuals range from quasi-academics whfopa research and carry out technical
and teaching functions along the teaching stafiyiose who support the quality of learning
experience- such as cleanears, maintenance anmthgagtaff.

This study brings together some trends, challeagdscurrent thinking about adminis-
trative staff in higher education, their role anmiwhto attract skilled people and use their
expertise to the fullest. It is a study about hovdd these things, but it also explains why is
it worth to taking administrative staff recruitmesgriously and commiting effort and re-
sources to this group.

The reconsideration of the role of administratit@fs in the context of the educational
system and of providing labour force, is cruciapecially considering the need of improv-
ing the quality of the education process.

In the same time it necessary to reanalyse thd Bne quality of the qualifications
required by administrative staff and their harmatian with the demands in the labour
market. This process includes: the adaptation alsoghtion of recruitment plans and poli-
cies, the evaluation of competencies for individumir particular categories of staff, the
elaboration of quality control mechanisms for adstnative staff, etc.

It is important to consider the impact of a wel@fanized recruiting function because it
is possible that great recruiting is a result prilpaf efforts by management and employ-
ees - and having a well-organized employment fonctiould actually have good impact on
the way the HEIs opperate. In particular, it woskkem evident that a more structured ap-
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proach to recruitment has to be taken in orderbtain rapid and significan progress in this
area.

Great emphasis should be placed on recruitmenhefright staff, accomplished by
searching for highly skilled and qualified personméost of the impact of having qualified
people comes primarily from great recruitifgs opposed to having effective development,
retention, compensation programs).

A well-designed recruiting process attracts theviddial whose value system, talents,
and skills will match those of the institution. Theprovement of managerial processes in
education and professional and technical formatian be accomplished only through an
enhancement in recruiting staff administrators oesgble with mobilising resources and
participative management.

The labour market become so dynamic that flexipdippears to be the key in this are-
na. The ability and the willingness to modify jolirusture, job classification, and
organizational structure as often and as quicklynesessary are important elements in a
successful recruitment and retention strategy doniaistrative staff.

Every institution should preparerecruitment plaras part of its human resource strat-
egy. This should state clearly what policies areegards the steps and activities involved. It
should define the roles that categories of staff expected to fulfil and the institution needs
of those roles. Institutions should review thestitutional policies relating to selection and
promotion criteria, confirmation of contracts affmobation and award of tenure and con-
sider whether they should be linked to with strategperational and work planning.

Responsibilityfor recruting administrative stashould be clearly definedne model is
for human resources departament to be given mamhgesponsibility for helping members
of their staff develop recruitment plans, usingtcaninstitutional or external providers as
necessary.

For government there are several ways they careeeleffective staff employment
strategies. If they are in a position to contralsmatters centrally, they should modify the
national systems of recruitment and promotion theoito stress the importance of selecting
the right staff by making it some mandatory chargfesertain stages. If institutions are re-
sponsible for such matters, governments can magleatr that staff recruitment has their
strong backing by asking to see human resourctegtes as part of their reviews iastitu-
tional strategic planningThey could even consider penalising those irtgitg which have
not given proper consideration to human resourctegities in their planning and funding.

Another approach is to establiststaff recruitment guide at national leygreferably
with the backing of the human resources managesygport HEIS’ institutions and act as a
forum for the discussion of staff recruitment pi@lgcand mechanisms for collaboration. En-
suring that public institutions have an adequatéisady and support service is a proper
national function.This guide must include all leveif staff, identify the roles that are as-
signed for each in promoting the activities of eatian, ensuring that institutions have an
adequate administrative workforce for constantyprioving education process and con-
tinually producing better results.

All administrative staff participating in the edticaal process must be selected using
proper identification of knowledge and skills; thispect must be taken into account and de-
termine new ways of thinking human resources ne@dswhich there are strategic
objectives, strategies and metrics of evaluatinglfiesults.
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