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Are you thinking of joining the fast paced recruitment industry? Our online course provides you with the 
knowledge and skills you need to work or own your own company within the industry to provide clients 
and candidates with results.

The course covers an extensive range of topics including how to attract clients and candidates. You will 
learn about the regulatory bodies and the required standards that you must meet at all times.

Recruitment Diploma Introduction

This course is available online, which provides you access to modules at any time from any device via 
the internet. It is broken down into eleven modules, each one taking approximately thirty minutes to 
study, though you can study at your own pace. All in all it should take around ten hours to complete this 
informative and essential course in recruitment.

In addition to this, we provide online support at all times in the event you experience any problems, 
whether it’s signing up for the course, issues accessing the modules or even downloading and printing 
your certificate on successful completion.

You will be given immediate access to the training modules once payment has been received.

On completion of the course you will need to complete the multiple choice test, which takes around thirty 
minutes and covers a range of topics taken from all eleven modules. The pass rate is seventy percent.

In the unlikely event you fail the test, you don’t need to despair, you will be given another opportunity to 
retake the test after you have gone over the modules again to ensure you know and understand the content.

When you have completed your recruitment diploma, you will be able to download and print your 
certificate and start using it straight away to secure a position within the recruitment industry. The 
certificate is recognised by recruitment companies throughout the country.



“Every course comes with easy to understand, 
yet detailed lessons created by experts.”

What You Will Learn

The Recruitment Diploma is broken into eleven modules and is brimming with valuable information 
covering a wide range of topics relating to this busy and fast paced industry. During study, you will 
learn the following:

  Introduction to Recruitment – the history, importance and implications involved.

  Sales and selling within the recruitment industry. Learn essential selling skills to help you secure 

     new clients and build your database to success.

  Recruitment Bodies and Standards. Identify what you need to know and what standards you must 

     adhere to when working within the recruitment industry.

  The recruitment process. Get a good understanding of the process involved so you can manage it 

     effectively each and every day.

  Get to identify and know the key performance indicators for the recruitment industry.

  Learn how to attract top candidates for positions you have available.

  Learn what you need to do to attract new clients to build up your database.

  Get information and skills to help you with candidate management.

  You will learn the best candidate interview processes.

  You will also get valuable insight for client acquisitions.



“Study the course anywhere / any time on 
PC, mobile and tablet. You can even learn on 
your way to work!”

Benefits of the Recruitment Diploma

Deciding to take the course and complete your recruitment diploma can provide you with a host of 
benefits, from the way you learn to what you can use your new knowledge and skills for within the 
recruitment industry. The benefits of completing this recruitment diploma includes:

You will get to develop and progress your career.

You will be given the tools you need to start and manage your own recruitment agency.

You will have the confidence to apply for positions within the recruitment industry.

The course will give you the knowledge you need to attract top candidates and clients.

When you start in the recruitment industry you will already have essential knowledge about the 
various recruitment bodies and the standards that must be adhered to.

You will have the ability to study anywhere at any time on any device online by simply logging into 
the course from your PC, tablet or even mobile phone.

Study at your own pace and in your own time.

Take a quick thirty minute multiple choice test at the end to see if you pass, with the pass rate 
set at seventy percent.

An opportunity to retake the test in the unlikely event you do fail the first time, giving you time 
to revisit the eleven modules.

Download and print your certificate immediately to use when applying for positions within the 
recruitment industry.



NUS Card

All New Skills Academy students are eligible 
to apply for a NUS card which entitles you to 
great student discounts at a number of high-
profile retailers.

newskillsacademy.co.uk

FAQs

WHO CAN TAKE THE COURSE?
Anyone who has an interest in learning more about this subject matter is encouraged to take 
the course. There are no entry requirements to take the course.

WHAT IS THE STRUCTURE OF THE RECRUITMENT DIPLOMA COURSE?
The course is broken down into 11 individual modules. Each module takes between 20 and 
90 minutes on average to study. Although you are free to spend as much or as little time as 
you feel necessary on each module, simply log in and out of the course at your convenience.

WHEN/WHERE CAN I STUDY THE COURSE?
You can study the course any time you like. Simply log in and out of the web based course as 
often as you require. The course is compatible with all computers, tablet devices and smart 
phones so you can even study while on the move!

IS THERE A TEST AT THE END OF THE COURSE?
Once you have completed all 11 modules there is a multiple choice test. The questions will be 
on a range of topics found within the 11 modules. The test, like the course, is online and can 
be taken a time and location of your choosing.

WHAT HAPPENS IF I FAIL THE TEST?
If you don’t pass the test first time you will get further opportunities to take the test again 
after extra study. There are no limits to the number of times you can take the test. All test 
retakes are included within the price of the course.

WHEN WILL I RECEIVE MY CERTIFICATE?
Once you have completed your test you can log in to your account and download/print your 
certificate any time you need it. If you would prefer us to post you a certificate to a UK address, 
there will be an admin charge of £10 (certificates sent internationally may cost more).

WHAT IS THE PASS MARK FOR THE FINAL TEST?
The pass mark for the test is 70%.



HOW CAN I PAY?
You can either use your Visa, MasterCard, American Express, Solo cards or PayPal account to 
pay for the online course. Our site uses the latest SSL encryption to ensure your safety. All 
payments are handled securely by PayPal.

HOW LONG AFTER PAYMENT CAN I BEGIN THE COURSE?
You can begin the course immediately after your payment has been received. You will create 
your login details during the checkout process. We will also send you an email confirming 
your login details.

HOW LONG IS MY CERTIFICATE VALID FOR?
Once you have been awarded your certificate it is valid for life. The certificate does not expire 
or need renewing.

HOW LONG DOES IT TAKE TO COMPLETE THE RECRUITMENT DIPLOMA COURSE?
We estimate that the course will take about 10 hours to complete in total, plus an additional 
30 minutes for the end of course test.

CAN I APPLY FOR A NUS CARD?
Yes. All New Skills Academy students can apply for an NUS card. Details of how to do so will 
be available in your account once your order has been processed.

I am at module 7 now and I can say that I am really happy with this course. The thing is that this modules 
offers you the flexibility you need. You can even finish them in a week. The content of the modules is very 
clear and easy to process. In other words, I truly recommend this course.

Good training. It describes the different stages and insights into recruitment.

The different chapters of the course can be downloaded into other formats (i.e. PDFs ) that I download 
and read.

Good value for money – the course can be useful to anyone who is interested in the different aspects of 
recruitment.

ALEXANDRA SIMA
LONDON

GUY LUSTINGER
GALLIARD

What Students Have to Say

This course is really well structured and goes into great detail.

The content is very clear and is understood easily. It’s great that a course like this can open up so many 
career opportunities and even makes it possible to start your own business. I am really optimistic about 
my future now.

LUKE BRESLIN
HARTLEPOOL



After being in recruitment for three years, this was an amazing course to remind me all the things that I 
may have let slip it also encouraged me to sharpen up my recruitment practices and I feel rejuvenated 
in my approach to recruitment with both clients and candidates.

Through the help of this course I feel that I can actively, proactively and effectively target both clients 
and candidates to achieve my target orientated goals.

There are not many online courses on this particular topic. I found the course: detailed, insightful, 
relevant, contemporary and delivered in easy digestible sections.

It covers all the steps that you need to consider when working as a Recruitment Consultant or run your 
own recruitment business.

I would definitely recommend it to others. It will help you in finding out whether recruitment is really the 
industry you want to work in or not.

Great support and I can honestly say that this course helped me so much in order to understand what it 
takes in order to become a successful recruiter and allowed me to develop in this area.

Excellent, I thought the course was well put together and liked the fact that the modules were short 
and manageable.

Very well organised and outstanding course. Course covers very important facts and the modules are very 
well structured and provides in-depth knowledge of the wide recruitment background from top to bottom.

Totally enjoyed the modules,assessments and summaries.

Highly recommend for anyone who wants their career in recruitment to undertake this course with confident.

SHAUN PASKIN
KEGWORTH

KARIN SCHROECK-SINGH
LEICESTER

ANDREEA ROXANA BLAGA
LONDON

NIPUNA WEERASINGHE
CAMBRIDGE

“All of our online courses have been checked 
and approved by IVCAS and / or CPD for your 
peace of mind.”



www.newskillsacademy.co.uk

https://www.facebook.com/newskillsacademyUK

@newSkillsAcad

https://www.instagram.com/newskillsacademy/

All information stated in the brochure is correct at time of printing and subject to change without notice.

https://newskillsacademy.co.uk
https://www.facebook.com/newskillsacademyUK
https://twitter.com/newSkillsAcad
https://www.instagram.com/newskillsacademy/

