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Marking Criteria:
 We expect the learners to write minimum one well expressed point in three lines against each allocated mark. This means one needs to write 15 lines with 5 well expressed points to get high grades for a 5 marks question.
For high grades use examples and illustrations where appropriate. 
	
1.
i. The types of people that should work in the hospitality business are people that are naturally warm. They should have an inviting personality and be committed to delivering good service. They have to be good team players
ii. A manager should be able to determine the needs of the hotel by keeping record of the various seasons of business. The peak periods and low sales period should be known. Before the process starts, there should be a clear understanding of what the job role entails in order to create a befitting job description of the role he intends to fill. Furthermore, there should be a profile of the individual as regards the personality that would best suit the role the manager intends to fill. Advertising should also give unequivocal information about the job role and benefits attached to it.
iii. in the hospitality service, the flexible employees include the following;
· full part-time staff: these are staff that work for fixed hours of time per week.
· casual staff: these are staff that fill vacant positions on a temporary basis. They usually work for a fixed number of hours for a fixed term. They can be hired to perform specific functions.
· agency staff: these staff are not direct employees of the hotel. Their services are for a period of time and the hotel would usually have a contract with a third party representing the interest of the staff to be hired.
iv. The factors that affect the hospitality staff supply include the following:
· Level of Unemployment: Given the profile of the hospitality industry, people tend to work for other businesses as they tend to offer more benefits and prospects for the future with respect to growth. Going by this background, in an economy where there is a low level of unemployment, it will be more challenging for a hospitality business to attract people. 
· Location with respect to where people live: If the commute to the place of work is relatively easy and inexpensive, the chances of getting more people interested in the hospitality business will increase.
· Industry profile: The types of businesses in competition with the hospitality sector will also affect the percentage of people that will be interested in working in the hospitality sector.
· Educational facilities: given the fact that hospitality business makes use of ad-hoc/part time staff on a regular basis, schools are a great source of supply of hospitality staff. Students are a great fit for the hospitality business as they often need part time jobs for a fixed period of time.
· Availability of people in the labour market: the more people in the labour market, the greater the chances of a hospitality business getting a greater percentage of people to work in the sector.
v. the important parts that have to do with the job description include the following:
· The job function: this relates to the details of the job. What exactly the job is about.
· Job Superior: the person that oversees the performance of the job holder.
· Job subordinates: the people/departments that will report to the job holder
· Main duties: the primary functions of the job holder
· Occasional duties: these of functions that the jobholder may need to perform from time to time usually at the behest of a superior. 
· Limits of Authority: this suggests that the job holder will need to confer with higher authority before certain decisions can be taken. The job holder cannot unilaterally take decisions.
vi. The following include the internal sources for applicants. Internal promotions, present staff, current staff, notices and posters on the premises, records of previous applicants.
· Internal Promotions apply to the already existing employees. They can rise through the ranks in the work place. Already existing employees can be given greater roles and responsibilities if they have proven themselves in their existing roles. 
· Present staff: in this case, casual and part time staff stand to benefit if they as they can be chosen to fill vacant permanent positions. 
· Current staff: they can give referrals and make recommendations concerning the vacant role(s).
· Notices and Posters: Human resources can also give information to staff as regards the employment needs of the company via this means.
· Records of previous applicants: Proper record keeping can create a good pool of potential employable staff. 
Vii. The following information can be asked on a job application form;
· The name of the applicant should be asked as it is a means of identification. It differentiates one candidate/individual from the other.
· Address: This is necessary to aid dissemination of information. It enables an organization keep in touch with a potential employee.
· Gender: In certain cases, the role to be played might be gender specific. Jobs that require heavy lifting are usually more suited for men rather than women.
· Age: It is likely that very senior roles require the experience of people in a particular age group. For example; a job that requires an individual that has spent 15 years in the industry would most likely by filled by one who has worked for at least 15 years and such persons will certainly be in their 30s.
· Education and Training: certain jobs require special skills. For instance, an auditing role would need a trained accountant.
· Past work experience: this would help in times of decision making.
· Other Interests: This reveals more information about the individual and how they are likely going to relate with the customers and staff.
· Personal circumstances: this may determine the level of commitment one might have for the job.
· Name and Address of References: These are individuals that should attest to the character of the candidate. They would be contacted directly by the establishment for past records of the candidate’s performance.
vii. Induction programme is important because it helps a new employee settle into the new role. The helps them become comfortable and enables them relate better with their new teammates. It helps to reduce customer service issues; the new employee becomes more productive quicker. The standards of the organization are also communicated to the individual and he/she becomes acquainted with them within the shortest possible time.

2. Advantages of one to one interview
· It saves time for the management of the company.
· Other employees can remain at their duty posts to reduce loss of manpower
· It relaxes the candidate as they are not under undue pressure and may be able to communicate their points and ideas better.
  Disadvantages of one to one interview
· Personal prejudices might get in the way.
· The interviewer may miss vital points made by the candidate
 Advantages of more than one interviewer
· It eliminates the possibly of allowing personal prejudice. 
· There is a greater chance of taking note of every single information provided by the candidate
· It allows for better assessment of the candidate as there is a wider range of skill and insight being employed in assessing the candidate.
Disadvantages of more than one interviewer
· It may cost management more in terms of time
· There would be greater loss of manpower as more than one person would have to leave their duty post.
Activity:
a. Job description for the post of desk clerk; reserve room, provide information for guests and receive money. We are looking employ a desk clerk at our hotel. Below are the details regarding the job.
· Job function: the staff would be responsible for room reservation, providing information for guests and other services and receiving money from guests for various payments.
· Job Superior: the staff would report directly to the Head of Admin
· Job Subordinates: the head of the house keeping team will report to the desk clerk giving information on availability of rooms for sale.
· Relationships with others: the staff would have coordinate other activities with the supervisors of the restaurant and bar, the accountant, the maintenance team.
· Main Duties: the staff would carry out the following on a daily basis 
- Have an updated schedule of the rooms available for sale
- Have a reservations schedule for guests 
- Coordinate with accounts departments in order to ensure that guests accounts are properly updated
- Ensure that guests are kept informed of their account details regularly
- Obtain information about events taking place within the city
- Keep directions and maps of the city handy in order to offer assistance to guests
- Pass information to the engineering department regarding repairs
- Answering the telephone
- Making reservations for guests
- Room allocation to guests
· Occasional duties: 
- Book tours for guests
- Arrange for car hire services for guests
· Limits to Authority: The staff cannot determine room rates nor rates of any service provided by the hotel.

b. I will adopt the following procedures:
 A proper description of the job to be done will be carried out and will include the level of responsibility they will be handling on the advertised role. Then, there also has to be proper description of the ideal recruit which will take into consideration the number of years of experience in a similar role. This description would include the type and level of education they should have. 
Furthermore, I would prefer to use the internal source to look for staff to fill the vacant position. The internal staff would already have an idea of the inner workings of the hotel. He/she would be able to leverage the already existing relationships with the other staff/team mates. Internal sources will include: notices and posters on notice boards, Present staff and Internal Promotions.
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