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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. 
	Unit 2 – 

Technical skills: 

are the abilities and knowledge needed to perform specific tasks, they are practical and often relate to mechanical, IT or scientific tasks and example might be knowledge of programming. Many technical skills require training and experience to master, they are also typically a type of hard skill as it’s a skill hat be learned an example of a technical skill could be coding and programming , being able to code and understand multiple programming languages will make you a strong candidate in many jobs. Other key skills sought in the IT job candidates include
· Applications 
· Certifications 
· Coding 
· Debugging 
· Design 
· Development 
· Network Architecture
· Operating Systems 
· Usability 

Performance Skill’s:

These are tasks and responsibilities assigned to a position and reflect a person’s desire to do something rather than having the technical Knowledge of the task. Some examples of performance skills are.
· Organization and planning 
· Initiative 
· Leadership[p skills 
· Team work 
· Self-Awareness

Having initiative as a performance skill is highly valuable, An employer needs to know that you can think for yourself 
While this should be approached with caution, and start small – do not act outside your responsibility.
	
Competence factor’s:

Competence can be defined as the ability to undertake responsibilities and perform activities to a recognized standard on a regular basis.it is a combination of skills experience And knowledge there are also other factors such as attitude and physical ability,
To be a competent person you would need to be able to interpret the situation in the context and to have a repertoire of possible actions to take and have trained in the possible actions.
An example of function al competencies are – they are job specific competence that drive proven high performance quality and results for a given position.

2 ) 
A job descriptions a formal account of an employee’s responsibilities  , the type of information included in a job description could be –
· The Position title
· Salary or pay grade 
· Job  purpose 
· Level of complexity of duties 
· Terms of employment 
There are various categories in a job description including purpose, key responsibilities, typical activities which are three of the most important categories.
The purpose of an employment adviser would be, to provide information advice and guidance, to help service users make realistic choices about their ambitions you will support people who need care and support to find and maintain employment .
· To contact employers on a daily basis using various methods to establish and develop working relationship and secure paid employment opportunities for customers. 
· To Identify and promote employment opportunities for people with learning AND /OR physical disabilities.
3)

Job specifications and job description are  different because –
A Job description is a  descriptive statement that describes the role, responsibilities and duties and scope of a particular job 

Job specification states the minimum qualifications required for performing a particular job , its written statement of  specific quality level  of experience emotional technical and communications skills to perform a job.
  
4) The types of costs included in hiring a new employee could be.
· Internal costs 
These costs include but are not limited to 
· IN HOUSE – recruiting team salaries 
· External costs – Job board posting  - back ground checks 
· Interviewing costs – time spent preparing for interview 

Q5)
There are a number of different options available for finding candidates but most importantly it must be timely yet cost effective  There are different options to consider that will all have advantages and disadvantages 

File searches – people have previously applied so are interested, may not have to advertise and it can be a fast way of recruiting.
The disadvantages are you must have an excellent filing system to keep  track – good applicants can get ,missed if not crossed referenced properly 

Referral Programs – Referrals are normally familiar with your company  - and offer good quality candidates
 
Tap into potential audience’s on Facebook  LinkedIn  and twitter to name a few which has the potential to reach thousands of candidates 

Internal searches – Are good for morale  and candidates are a  known product so you will be taking less of a chance 
The disadvantages are that there is no new blood within the company, and it can cause friction between employees.

Advertising- is a good image builder for the company if the ad is well done, and there will many potential candidates looking for ads.
The point is that there are many ways to advertise a vacant position its finding one that works best and is cost effective for your organization.
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