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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. 
	What is the first thing a manager should do before starting on the recruitment process?
Like most things in life the first thing is always a good plan. But should keep in mind that even the best laid plan can fail absolutely. The manger who’s running with the recruitment drive should look at a couple key things before posting the position that are, what is the job and who should fill the job. What is the job is basically thinking what the job is for example a front of house receptionist and what it entails? So, In the long run if your missing something from your staff already like needing the position to cover more greeting than checking people in so its key that you look at everything from the job its self. Second is who should fill it if it’s a part time job you can afford abit more to have someone with a little less experience or if its going to be full time then you need to have a think on qualities. With what the person needs for the job the manger needs to take in mind with what they can afford to have and what the can afford not to have from the person applying for example, if said person has a degree in hospitality but yet has never had any experiences can you afford to gain the knowledge or loss the experience from never working in the industry. So its important that the planning phase is done with other members from the department your hiring for so you can get abit more from what they require from this job position.

Explain the important points which should be included in the job description?
The main and key point in a job description is of course the job its self as its what draws the potential candidate in. There are several headings you can follow to describe the job and all tasks and perks of the job which are as follow.
· Job Function- What the job is about,
· Job Superior- To whom the jobholder answer to,
· 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 again,
· Limits to Authority- What the jobholder can and can’t decide.

When describing the what the candidate should be able to bring the table you should be clear in your wording but again from a mangers point of view you need to have in mind what you need to be willing to lose in gain. Age and gender are of some importance to some jobs but again it can be a delicate subject in 2018 as its illegal to discriminate against any age, sex and gender. Education and experience is key to state as you could be advertising for a manger role but have school leavers Appling clogging up your system. Also, you might need to have some sort of questionnaire to help single out stronger applicants in leadership and other key attributes.

Activity 
For the way I am going to advertise this role as it will be a good job for people who want to get in to the trade. I feel that posting this on the hotel company’s career website for a starter as if people have an interest in a certain brand normally look there first. It will also be posted on job site people sign up to and receive updates when new jobs have come up. Also, within the establishment its self as guest who are staying might want or know someone who would be interest in the role. As follows is the job advert on how I feel it right to be posted.
 
Front of house desk clerk
We are proud to announce that our small family run hotel is looking to expand our family and have a positioning open as a deck clerk on our front desk.
The job 
The job it self-entitles that the ideal candidate will greet the many guest we house daily in a warm and friendly manner. Handle the reservation system and the checking in our guests again with a smile. Taking payment from our guest and providing information for them about the local areas.
The ideals candidate should be a hard-working individual. A team player and keen to learn and expand. 
Experience in the role would be great but not crucial, 
A good knowledge of the local area and of the facility’s it provides is key along with someone local to the property.
About our family, we are a family run hotel on the Gower coastline with a 75-guest room property. We have an indoor pool along with spa facilities. We cater to weddings, parties and other larger gatherings.
Benefits
We provide full training where needed along with support your growth within the industry its self. 28 days of leave a year, flexible work hours with the possibility of over time on request. Competitive salary with meals and uniform provided on shift. Free use of hotel facilities along with 25% discount for family and friends. 
If you feel you fit this role, please click apply and send us your CV along with a cover letter
Closing date- 21/11/18
James Porter-Evans
[bookmark: _GoBack]




Student Statement:

By submitting this assignment, I confirm that this is my own work.



	Student Signature
	JWPorter-Evans
	Date
	04/11/2018




For Tutor / Assessor Use Only
	Total Marks
	

	Marks Obtained
	

	Percentage / Grade
	













image1.png
ﬁ
o R




