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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. 
	Question 1:   Give short answers to the following questions:
i. What is an ' Induction Programme?’
An induction programme is a process or a training used by an organization to welcome new employees and to prepare them for their new roles in addition to any other thing/resources they require to ensure that their transition into their new roles go as smoothly as possible.  

An example of what happens during an induction programme will be to train the new employees on how to use the organization’s internal systems (for a school, it will be showing them how to use the database where students’ details are stored and apps that are used to set homework or to record behaviour).

ii. What are the advantages and disadvantages of promoting employees from within the company?

Advantages of promoting employees from within a company includes:

· This will act as a motivating factor for the employees of the company and they know that their hard work will be rewarded.  Bearing this in mind, employees will tend to work harder to benefit from a promotion.
· The employee already has a knowledge about the company and how it works.
· This is a quicker process of filling the position at hand.
· It also reduces the cost of adverts and other expenses involved in finding a new employee from outside the company.
· The company will know the employee’s abilities already; there are people who can interview well and have a great application but may not be good when it comes to the practicality of the job itself.

Disadvantages include:

· The promotion position may require certain skills which the internal employee might not have and as such it is likely to promote someone who is less qualified.
· There might be tension in the work place if two or more employees deem themselves fit for the promotion at hand.
· If the internal employee has been with the company for a while, he or she might be set in their ways and it will be hard for them to bring in new ideas.
· There will be an additional cost of replacing the person who has been promoted.
· Internal employees with negative attitudes cannot be turned over simply by promotion.

iii.  Why do employers transfer employees?
Transfer of an employee refers to shifting an employee from one job to the other and sometimes a change of work place without changing their job description, responsibilities or pay grade. Some of the reasons why employers will transfer employees are:
· To help meet organization’s requirement when there are changes in technology, volume of production, change in organizational structure etc.
· To satisfy employees’ needs and their desire to work in a department where they can grow or gain more experience.
· To place the employee where his or her skills and knowledge are needed the most.
· To improve interpersonal relationships and thereby reducing conflicts at the work place.
· To help employees who are over worked or doing complicated work for a long period.
iv. Outline the main objectives of recruitment process in an organisation
Recruitment is the process in which an organization identifies the need to employ certain people to fill certain positions.  Its aim is to hire the best qualified candidates to fill these positions. These potential new employees must have suitable abilities to help the organisation achieve its corporate goals.
The main objectives of recruitment process include:
· To attract people with a broad range of skills and experiences that will suit the organization’s plans.
· To bring in new people with a new perspective to lead the organization.
· To position new people with fresh ideas within all levels of the organisation.
· To develop a culture that attracts competent people to the organization.
· To search for people whose skills fit the organization’s values.
· To seek out unique and unconventional talent.

Question 2: Describe the recruitment process step–by-step.
The recruitment process step-by-step includes:
· Short-Listing:  This step involves reducing the number of applications received down to a manageable list of the best candidates. This can be done by either a screening approach where applicants who are unsuitable are rejected or an inclusion approach where every applicant is compared with the job requirement and given a score. The successful candidates are then invited for an interview.
· Selection Testing: These tests may include ability tests, aptitude tests and personality tests, etc.  The aim is these testing is to help choose a candidate who will be successful and perform well. 
· Interviewing the Candidates:  An interview has been the traditional method of selecting new employees for decades. A successful interview comprises preparation, operation and summation.
· Choosing the Successful Candidate:  The final decision is selecting the preferred candidate.  This should follow the same process that applies to short-listing. Only the candidates who match the ‘essential’ aspects of the job specification should be considered.
· Obtaining References:  The offer of employment should not be made until references have been checked.  Once a decision is reached on the chosen candidate, past employers must be contacted to check the information provided by the applicant and to ensure that there is nothing in the applicant’s past that has not been revealed.  In some sectors (Teaching), references are checked on all candidates who are invited to interviews ahead of the interview day.
· Offering the Position:  Once the organization gets back the successful applicant’s satisfactory references, an offer letter can be sent out as soon as possible and this should contain vital information like job title, starting date, starting salary and any progression and how it is determined.  Induction date can be determined once the applicant has signed and accepted the offer letter.
· Evaluating the Selection Process:  Evaluation involves two steps; the first is judging how successful the selection process has been and examining the process and judging how effective each stage has been.




Case Study

1. How can Fun & Learn attract the best applicants for jobs at its new retail outlets? On what groups, if any, should be company’s recruiting effort focus? How should the recruiting be done?
It is great that Fun & Learn have found new ways to help its employees as most people hear about jobs through friends, so every employer or company will want their employees to say good things about their companies thereby opening an opportunity for best applicants to apply.  Customers also play an important role here because good customer service will help the company create a good will and this helps in the recruitment of new employees.
Staffing for the new retail outlets should be done at various times to get the best candidates.  Since they are looking for a lot of employees, recruiting at different times and for limited positions at a time gives the organization the best opportunity to get the best applicants out of a pool of applications at one point in time and then the process can continue at a different time on a different day.
Some of the groups or sources that the company can focus on to recruit are campus recruitment (when students are fresh out of universities and enthusiastic about the working world), employment agencies, casual applicants and public employment exchange.

2. How should Fun & Learn select the best candidates? What type of characteristics and measures should be used? Why? 
To select the best candidates, Fun & Learn should put out an advert inviting people with particular skills sets to apply.  By doing an external recruitment, the organization has a better chance of selecting the best from a great pool of applicants. 
Since the company deals with creative toys and innovative learning materials for children, they will need to find candidates who have an enthusiasm and passion for working or dealing with children, people who are very patient and have a great sense of humour.  Other things to be looked out for are communication skills, creativity and above all candidates who understand that people are different and have a diverse background and respect that.
All these are important in selecting the best candidates because the above will help the company achieve its objectives.


3. How might Fun & Learn socialise its employees so that they are attuned to the firm’s culture and plans for the future? 
Fun & Learn will have to create a training programme for employees to attain the knowledge, skills and attitude towards work that they require to help them be in line with the firm’s culture and plans for the future.  
Every company should strive to make the workplace fun for their employees.  This should start from before an applicant is employed.  The applicant should have characteristics that will match that of the company and once they start working, things should be put in place to ensure that those characteristics improve as time goes on.  If this is achieved, it will go a long way to help Fun & Learn achieve its plans.
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4. How might Fun & Learn address its retention problems?
Fun & Learn has been emphasizing the establishment of work teams to improve the quality of its services, identify and fix any problems in service delivery and brainstorm new opportunities.

If the company realizes that the workload is too much for employees, they can run a shift-based routine to help.  They should also put in places motivating factors and benefits like discounts on products for employees, social gathering after achieving specific targets and such like.
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