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Marking Criteria:
[bookmark: _GoBack] 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.   Most suitable people are full time flexible staff which of course love what they
        do in the hospitality industry, along have communication skills, are enthusiastic,
        are committed individuals, team players, and are organized.
  ii.    First of all give enough planning and recruiting time, a carefully designed job
        description and also what is expected of the person hired helps in thinking of 
        the right person needed and that will also fit in with the rest of the team. So,
        consideration of the duties and obligations required are first to consider.
 iii.    Flexible employees are people who can come in during a busy day of the week
        or a busy month or period to help further out, are people (staff) who can meet 
        the demand!
 iv.   Low unemployment is one factor that affect labor supply as hiring becomes
        more difficult, location is another factor as a difficult location (either due to 
        distance (long distance from home to work, or a heavy industry area for 
        example) also makes it difficult for hiring.
        Also the availability of people in the specific area plays a role, if you have a lot
        of young people, this can work out for hiring on possible part time jobs or 
        extra income for them during holidays this also applies for an area with
        educational facilities where young people seek part time jobs. 
  v.   Previous experience (are work related to current needs), age (if you seek front
        line staff then you need young people with a smile), education (degree needed 
        if so), personality (social, honest, leadership), personal circumstances
        (able to work in various shifts or days).
 vi.   Current staff, internal promotions, notices & posters on premises, present staff
        and records on file of applicants are internal sources of applicants that can be
        used within the organization.
vii.   Necessary information such as: Name, address, gender, age, education/training
       past work experience, other interests, references, personal circumstances.
       This information is important in order for the application to be seen with ease.
viii.  It helps in welcoming the new employee on board and make them feel that they
       belong to the organization, also the training helps them in reducing customer
       service problems, enhances productivity as they become more effective faster
       and also employees get to know safe & hygienic practices the organization 
       follows.
 2.   One to one interview can indeed save time (advantage)for the management 
       but then you rely only to one person’s judgment (disadvantage) as that one
       person can miss out on some important qualities of the interviewer. More then
       one interviews are good as you see more candidates and can be based on 
       performance on two occasion, this though is also expensive for the management
       (due to time consuming) and also for the candidate.

Activity:
   a) Front Desk Clerk job description:
       
       An outgoing personality and empowered person for a Front Office Clerk
       Position with below responsibilities: 

       * Answer the phone at front desk to respond to current and prospective guest’s
          needs.
       * Book reservations for individuals, families and groups as required.
       * Greet guests upon arrival at front desk, follow registration procedures and 
          collect credit information.
       * Open/create guest’s profile and settle accounts upon c/out.
       * Schedule special services like taxi pick up or spa treatments when guests 
          Inquire, provide information of hotel’s amenities, confirm/collect guest’s 
          preferences, provide information of local attractions.
       * Computer skills required.

   b)  Internal job posting (for internal applicants).
        Check records of previous applicants.
        Newspaper advertisement (you get a large number of exposure).
        Job centers (usually offer low cost workforce).
        Postings at Universities and Colleges.
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