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Method: 

 

Question 1: Is there a job ad yet? 
 

*YES 
 
 

What Who How 

Read carefully the 
existing job ad 
 

personnel manager During an open conversation. 

If available, ask the job 
profile of the vacancy. 

personnel manager - Is the job profile still complete? 
- Are some things removed? 
- Are there any tasks that are not 
important anymore or tasks that 
might become more important? 
 

Divide the job into 
tasks and competences 

personnel manager Make a clear overview of which 
tasks need to be done in the new 

job. 
 

Discuss whether all 
listed tasks and 
descriptions are really 
necessary 

personnel manager Make sure that there is a 
distinction between the "ideal 
dream candidate" (who is perfect 
on all levels and even more than 
needed) and a realistic candidate. 

It is important that only the 
realistic tasks are put in the job 
ad. When the candidate needs to 
make a phone call in French only 
once a month, being "perfectly 
bilingual" is not necessary for this 
job. 

 

Make a clear distinction 
between basic 
competences and 
specific competences 
(either in the job ad or 
by using the job 

profile) 

personnel manager Basic competences are 
competences which the new 
employer surely must have. 
Specific competences are 
competences which the new 
employer should not have at the 

start of the job, but which he can 
learn during the job. 
 with this distinction, the job ad 

and selection process will be more 
disadvantaged group-friendly 
because it selects on the potential 
competences. 
 

Make clear in the job 
ad that they are open 
to disadvantaged 
groups 
 

personnel manager Look at doc with templet 1.1.4. 

 
Discuss whether the 
practical details in the 

personnel manager - Who to contact? 
- Job title? 
- Address? 
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job ad are still actual - Salary information? 
- Working hours? 
- … 

 

Choose a recognizable 

and clear job title  
 

personnel manager Make sure the job title clearly 

reflects what the content of the 
job is. A disguising job title or a 
job title in English does no good. 
Most people search for things they 
know. It is very well possible that 
the target group will not find the 
job ad when the job title is too 

flashy or too disguised.  
 
 

Discuss the various 
possible ways to apply 
for the job 

personnel manager Offer all possible ways to apply: 
by mail, e-mail and telephone.  
A standard application form 
and/or anonymous CV’s can be 

considered. 
 

Check if all necessary 
information is given in 
the job ad 
 

personnel manager   See document 1.1.3 

Make sure people have 
enough time to apply 
for the job 
 
Maak de wervingsperiode 

toegankelijk 

 

personnel manager See document H.1 

Broaden your 
recruitment channels  
 

personnel manager See folder 1.2 

Draw up a list of 
relevant 
employment measures  
 

personnel manager  

 
See folder 1.3 

If the recruitment 
process is also 

effectively targeting 
persons from 
disadvantaged groups, 
it is also important that 
the actual selection 
process is accessible 
for the applicants from 
those groups. 

 

personnel manager Direct and indirect discrimination 
are now avoided as much as 

possible in the recruitment 
process. All of this will only have a 
positive effect, if the selection 
process is accessible for applicants 
from disadvantaged groups. 
 
If this is not the case, you will 
only have created a shift of 

indirect discrimination towards a 
later period in the whole process 
(‘rebound-phenomenon’). 
 
See folder 2. Selection  
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Question 1: Is there an actual vacant position? 

 
* NO 
 

Question 2: A competence or job profile is available?  
 
* NO  see  draw-up job/function profile. 

 

 
* YES 
 

What  Who How 

Take a look at the 
existing job 
profile/description. 
 

Empower with the 
personnel 
manager 

- Is the profile still complete? 
- Have certain things been deleted? 
- Are there tasks which have become 

more/less important? 
- … 

 

Divide the job 
profile/description into 
tasks and 
competences. 
 

Empower with the 
personnel 
manager 

Provide a clear overview of tasks to be 
performed in the new job. 
 
Make sure to make a clear distinction 
between your ideal ‘dream applicant’ 
(capable of everything AND more) and 

more likely, realistic applicants. 
  
It is important to focus on a realistic job 
description in the job ad! E.g. if an 
employer only has to make one phone call 
in French every month, it is not necessary 
to demand perfect knowledge of the French 
language in the job ad. 
 

Make a clear distinction 
between basic 
competences and 
specific competences. 
 
 

Empower with the 
personnel 
manager 

Basic competences are those competences 
which the new employer must have, right 
from the start. 
 
Specific competences are competences 
which the new employer should not have at 

the start of the job, but which he can learn 
during the job. 
 
Thanks to this distinction, the job ad and 
selection process will be more 
disadvantaged group-friendly, because it 
selects on potential competences, rather 
than only on acquired competences. 
 

State clearly that the 
job ad is also targeting 
people from 
disadvantaged groups. 
 

Empower with the 
personnel 
manager 

See document with template 1.1.4. 

Discuss the necessary 

practical job ad 

Personnel 

manager 

- Contact person? 

- Job title? 
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information 
 

- Address / location?  
- Salary?  
- Working hours? 
- … 

 

Choose a recognizable 
job/function title 
 

Personnel 
manager 

Make sure the job title clearly reflects the 
job content. Ambiguous and cloudy function 
titles are a no go! There is a good chance 
people will look over your job add if not 
named adequately.  
   
 

Discuss the various 
possible ways to apply 
for the job 

Empower with the 
personnel 
manager 

Offer all possible ways to apply: by mail, e-
mail and telephone.  
A standard application form and/or 
anonymous CV’s can be considered. 
 
 See 1.1.6 for anonymous CV  

 

Check if all necessary 
information is given in 
the job ad 
 

Empower  See document 1.1.3 

Make sure people have 
enough time to apply 
for the job 
 
Maak de wervingsperiode 
toegankelijk 

 

Empower with the 
personnel 
manager 
 

See document H.1 

Broaden recruitment 
channels 
 

Empower with the 
personnel 
manager 
 

See folder 1.2 

Draw up a list of 
relevant 
employment measures  
 

Personnel 
manager  

See folder 1.3 
 

If the recruitment 
process is also 
effectively targeting 

persons from 
disadvantaged groups, 
it is also important that 
the actual selection 
process is accessible 
for the applicants from 
those groups. 
 

Empower Direct and indirect discrimination are now 
avoided as much as possible in the 
recruitment process. All of this will only 

have a positive effect, if the selection 
process is accessible for applicants from 
disadvantaged groups. 
 
If this is not the case, you will only have 
created a shift of indirect discrimination 
towards a later period in the whole process 
(‘rebound-phenomenon’). 

 
See folder 2. Selection 

 


