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1.I.The new staff has the natural appeal with customers. Has to be inviting personality and commitment to delivering  good service. Must be committed to ensuring customer satisfaction with excellent communication skills. And can be a productive member of a team. 
1.II.Before starting the process of hiring or selecting it is important to take time to consider the job carefully, what is expected of the person to be hired and what kind of person will be suitable to carry it out. The first step begins with considering the duties and obligations required for the job and skills. 
1.III.The flexible employee is one who is working hours differ from the traditional regular shift. Flexible employee vary the times that they start and finish work. although they must complete an agreed-upon number of hours during a pay period .
1.IV. The degrees of employment or unemployment signify a major factor in hospitality services labour markets. The availability of people in the labour market differs in different regions and locations of the country. The location of where people live in relation to the workplace and  the ease of transport facility to place of work is also a major factor. Educational facilities like secondary schools, universities and colleges of higher education all offer part –time, temporary and casual workforce. And the industry profile of given locality can yield fewer or greater numbers of recruits being potentially available even within a given level of unemployment. 
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1.V. Job description : Job function- what the job is about
			   Job superior- to whom will the jobholder answer
			    Job subordinates- which jobs will the holder supervise
			     Relationships with others- non hierarchical relationships
	                          Main duties- what is to be done
		               Occasional duties- what is done now and then
		               Limits to authority- what the jobholder can decide  
1.VI.The internal sources for  applicants are the internal promotions when workers can progress if they stay with the hotel. Notices and posters can also be sources for applicants. Records of previous applicants. Current staff can recommend they know. Part time or temporary workers who desire to be employed fill time.
1.VII.The application form has to be designed to complete and allows candidates to provide the necessary information: Name, address, gender, age, education and training, past work experience, other interests, personal circumstances ad names and address of references.
1.VIII. Staff induction activities are designed to provide new starters with the information they need as well as getting them up to speed on how organization works. Induction processes are vital to ensuring that new staff are productive as quickly as possible and should play a key role in knowledge management initiatives .
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2. The disadvantage of one to one interview is that’s only one person judgment is. It is too easy for the interviewer to miss out on some vital pieces of the interviewee’s quality or personal prejudices can come in the way. The advantage is that method saves time to the management. Two or more interviewers bring in a wide range of insight and skills on which to base the selection. The procedure is more expensive on management time  but it builds safeguard. The more than one interview is expensive both for management and the candidate. The plus point is that more candidates are seen and the selection is eventually based on the candidate’s performance on two occasions.

Activity
 Hotel Front Desk Clerk Job Description
• Greet guests as they arrive
• Ask if guests have a prior booking
• Manage the registration process
• Ask for identification and ensure that the provided credentials are accurate
• Handle guest check-ins and check-outs appropriately
• Operate hotel switchboard, take calls and provide information and transfer calls
• Manage accurate accounting of all rooms
• Provide guests with room keys and call for bellboys
• Take reservations over the telephone, through emails and in person
• Answer queries regarding the hotel’s services, charges, dining facilities, sports 
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facilities and travel directions
• Refer guests to appropriate departments to resolve complaints or provide suggestions
• Compute bills and take payments
• Provide guests with directions around the hotel
• Contact housekeeping and maintenance departments when a problem is reported
• Explain appropriate use of keys and ensure that guests are satisfied with the rooms allotted to them
• Balance cash at the end of the shift and generate accounting reports for the benefit of the next shift
First I prefer use the internal sources because I would like that my workers can progress if they stay with me but next I advertise the position  in a job searcher website as well.
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