[bookmark: _GoBack]NAME GODWIN OKECH ODERA
STUDENTS NO 1678
ASSIGNMENT #4
COURSE TITLE DIPLOMA IN HOTEL MANAGEMENT LEVEL 4

Recruitment and Selection
ASSESSEMENT #4                                                      	Total Marks: 30
1. Give short answers for the following questions:       				 (16)
i. Which types of people are most suitable for working in hospitality industry?
ii. What is the first thing a manager should do before starting on the recruitment process?
iii. Who are flexible employees in hospitality services?
iv. Outline the factors which affect the market’s labour supply.
v. Explain the importance points which should be included in the job description.
vi. What are the internal sources for applicants?
vii. Which information should be asked on the job application form?
2. Discuss advantages and disadvantages of one to one interview and more than one interview				(4)

Activity
You are a manager in a hotel. You have to recruit a hotel front desk clerk, who will be responsible for room reservations, providing information and services to guests, and will receive payments 				(10)
Considering the above-
a) Prepare a job description for the mentioned post
b) Which procedures will you adopt for advertising the post?

By submitting this assignment, I confirm this is my own work
Godwin Okech Odera
Date 8th March 201

Assignment #4

i. The most suitable people for working in the field hospitality industry. Front line staff that has “natural appeal and kinship with customer is especially important while performance of the staff can be improved through customer care performances.
ii. The first thing a manager should do before starting on the recruitment process -    It is important to take the 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.
iii. Flexible employee in hospitality service - These are regular part-time staff working on a regular basis for a pub or  restaurant for varying number of hours every week depending on the need of the business.
1. Casual staff - Such worker work full time for a fixed term to fulfill the demand of the busy season or during the absence of the normal staff.
2. Casual staff - Intermittent worker who works during the hectic periods. In certain situations they may be sued for specific kinds of jobs like banquets or parties.
3. Agency staff - His type of worker is associated with a constructor or agency that supplies staff   to fulfill the planned shortfalls
iv. The fact which effects the workers labour supply
1. The degree of employment or unemployment signifies a major factor in hospitality service labour markets sectors with low unemployment hiring into the hospitality retail organizations can be troublesome.
2. The industry profile of given locality can yield fewer or greater number of recruits being potentially available even with a given of unemployment.
3. The availability of people in the labor market differs in a different regions and the location of different country.
4. The location of where the people live in relation to the workplace and the ease of transport facility to place of work is also a major factor. Late night duties a remote part of the city may limit the number of potential resources compared with those with own transport.
5. Education facilities like secondary schools, universities and colleges of higher education all offer part-time, temporary and called workforce.
v. The importance points which should be included in the job description
· Job title
· Department
· Location
· Allocate the job a name and position
a. Job function -  where the  job is about
b. Job superior – To whom will the job holder answer?
c. Job subordinates - Which job will the holder supervise?
d. Relationships with others - non-hierarchical relationship
e. Main duties - what is to be done?
f. Occasional duties – What is done now and then?
g. Limit  to authority - what the job holder can/cannot decide
vi. The internal sources for applicants are as follows
· Internal promotion
· Present staff
· Current staff
· Notice and posters of your premises
· Record of previous applicants.
vii. The information which should be asked on the application form:
· Name
· Address
· gender
· Age
· Education and training
· Past work experience 
· Other interests
· Personal circumstances
· Name and address of references
viii. The importance of induction program in hospitality
· Ensure that each new comer know the location of the main facilities they will need
· Inductive is effective when new employee is timetabled as an extra for the initial few days. He may be made to work with a work experience employee and it is vital to cut down on the pressure at the early learning stage.

2. The advantages and disadvantages of one to one interview and more than one interview
· One to one interview – This method save time of the management but the weak points is that only one person’s Judgement is involved.
Disadvantages – It is too easy for the interviewer to miss out on some vital pieces of the interviews quality or personal prejudices can come in the way
· More than one interview – Advantages, the plan point is that more candidates are seen and the selection is eventually based on the candidate performance on two occasions
Disadvantages – This type of selection is expensive both for management and the candidates.
Activity
a. Vacancy place for front desk clerk date 7th March 2016 Wirlwind Hotel, are currently own the 300 room for star Hotel Plaza in Nairobi, we are looking for front desk clerk with  flair od delivery unforgettable service to all guest at the hotel. Fresh graduate with hospitality background are welcome as well as application with work experience in hotel and travel industry.
Applicants must have warm, cheerful and oriented, can handle pressure and can generously be patience with different guest coming for different walks of life. Meet and greet our guest, check them into their accommodation and inform our guest of our hotel facilities and handle of money.
About you:
· You must have a minimum of 2years experience in front desk clek in hotel industry.
· A pleasing personality and willingness to work in shifts is essential
· Must possess excellent English communication, interpersonal opera knowledge is highly desirable for this role
Note: You will be required to attach the following;
· Your full name
· Home address and day telephone contact number
· Gender
· Age
· Education and training background
· Past work experience
· Your nationality identity passport/ID
· Copy of certificate
· 3 names of referees
All applications to reach Hotel Plaza before 30th March 2016, through Hotel email hotelplaza@yahoo.com. Only shortlisted candidates will be contacted.
b. I would use a display advertising in the local newspaper and notices and posters on premises









