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Recruiting proposal
Job Overview
Recruitment of new employees can be a tiresome task in any organization. Paralegals are essential personnel in the field of law and justice. To qualify as a paralegal, an applicant should have the following qualifications; for any applicant as a paralegal, he/she should have a paralegal practice award as the minimum requirement. This may include a higher diploma, diploma au certificate. Also, he/she should have a diploma au certificate in legal practice. This will equip the paralegal with more secretariat skills necessary in recording information and proper recording keeping. An award in legal studies will be an added advantage as it will introduce the employee with legal skills required in legal processes. A person with a law degree will be given a higher priority in the law firm. He or she should have good communication and interpersonal skills to enable the employee to interact well with clients. A person with an apprenticeship in legal services will be given an upper hand during recruitment. Skills in IT are necessary as the legal processes have been digitalized. In addition to the qualification mentioned above, an applicant should meet paralegals' national standards and be registered as a paralegal under a national body (Winn & Govern 2019).
The primary function of paralegals is to support lawyers and attorneys in drafting documents and maintaining documents. They may work in law firms, family law offices, and corporate legal departments or attorneys' offices. This is a law firm, and thus, duties and responsibilities will be as follows; preparing and organizing documents will be the electronic filing systems. Preparing affidavits, meeting clients and attorneys to give details on cases will be a significant responsibility of the paralegal. Also, he/she will be required to carry out extensive research on various legal proceedings. Interviewing clients will be another duty that will be performed when required. He/she will be coordinating and directing office activities and keeping the law library in the office. Also, they will be tasked with calling witnesses to testify cases. Another task will be preparing wills, briefs, real estate statements, pleadings, appeals, and contracts on behave of the lawyers (Dean-Newton 2016). 
Recruiting Strategies
In ensuring the recruitment of qualified and effective employees for our firm, I will recommend a sourcing strategy. This involves numerous steps that will be used in highlighting the most effective employees. These steps include; defining hiring needs, choosing advertising channels, job description, recruitment personnel, and employee selection. For this strategy, the firm will advertise for vacancies available. This will give information to the general public and ensure the qualified candidates apply for the chance. The adverts include job descriptions and duties to be performed by the employee. This will keep off the unfit and those with minimal qualifications. The preferable method of advertising will be print advertising and job board advertising. Also, the firm will be required to formulate the needs of employing and recruiting a new employee. This will determine whether the firm needs a new employee permanently or contract terms.  
In the recruitment stage, the firm will form a board committee that will shortlist all the applicants according to their qualifications and determine who is fit for the job. The personnel can be hired experts that have a better understanding of paralegal requirements. The managing board of directors of the firm can also assume that task and perform it on behalf of the firm. The best choice is hiring experts to aid in recruitment. This is because they will recruit individuals according to their merits and skills. They hire experts who will be tasked with planning, organizing, and carrying the firm's recruitment. These experts should be informed of the requirements of the firms before starting the process of recruitment. After conduct the interviews, the experts will propose the best candidate to the management for selection. The proposals should be done of merit, and support documents should accompany the submissions. The support document will include the merit list used and individual qualification certification. 
Referrals
Another strategy that the law firm can take for the recruitment of paralegals is the referral strategy.  The firm is a known firm on matters of law. The numerous employees in the firm or who have worked in the firm can refer colleagues who are fit for the job. Referral involves question the employees about who they know. The employees will provide the best information about competent employees as they cannot give referrals to people who are incapable of carrying out tasks. During the referral, the firm will provide incentives to any employee who will refer a competent colleague (Staropoli 2015). This will act as a motivation to look to the employees. The common incentives that can be used include a gift card to the worker and a financial incentive. Although it an excellent and recommendable strategy of recruitment, the firm should not use it as the only way of recruitment. This is because the employees can refer their family members, and this will arise from nepotism. As such, the firm will lack diversity as most of the employees will be family members. 
Professional associations
The use of professional associations is highly recommended during recruitments. These are organizations that the government registers, and they aim to foster the profession. All professions have their professional organizations that market their members and allow employers to post jobs for their members to view. In this case, most of the paralegals are registered under the national law Guild, and thus this organization can provide detailed information about the kind of employee we require. Professional organization's importance is that the firm will create more connections that will increase the chances of acquiring more effective paralegals. Another organization that can be used is the labor unions in the country. These unions register workers and also provide an opportunity on their website for employers to post job vacancies. This creates more links with the people seeking employment and links you to experts who can refer you to competent colleagues (Shephard 2016).
Recruiting Metrics
[bookmark: _GoBack]Establishing an effective recruitment strategy can be challenging. Any company can develop these strategies, but they fail to meet the required standards. In our approach, we will use several measures/ metrics to determine their effectiveness. These metrics include; quality of hire metrics, time to fill metrics, applicant satisfaction, cost of hire, and source of hire. These metrics will give a clear picture of the strategies. 
Time to fill matric involves tracking how long a company takes to hire a new employee. Time is measure from when the official announcement or the post was made or the time taken during interviews to determine the most effective candidate. This metric is essential in tracking the progress of recruitment.
Quality of hire metric involves estimating the time taken to identify the required talent of skill. This matric can be challenging as it is based on the feedback given by applicants after interviews. The metric that is important in estimating the success of the company is recruitment.
The cost per hire metric determines the price used to hire a new employee. The cost per hire includes calculating the amount of money spent to hire a single employee. The best recruitment strategy is the one that has a low cost per hire. This is important in ensuring cost-effective measures are taken. 
Applicant satisfaction metric is used to determine how applicants were handled. Mostly, applicants are requested to give feedback after recruitments and comment if the process satisfied them. This is done within the first 30 days after recruitment. This is important in making changes to the recruitment strategies. 
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