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Assignment 3 – Selection and Recruitment



1. Give short answers to the following questions: (12)



i. What is an ' Induction Programme?’

An induction programme is plan set over a period of time by an organisation for new or transferring employees to introduce them to the company. It provides the employees with information surrounding expectations and training plans for individuals.



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



The advantages of promoting employees from within the company is that the person stepping into the new position have a good inside knowledge of how the company works, they also have a clear understanding of what the company expects of them and the role. The company also has knowledge of how to get the best out of the employee and the employee’s strengths and weakness. Promoting with can be cost effective and contribute to staff retention rates showing employees that there is rooms for progression and growth. In turn this can motivate all employees not just those striving for promotions.

The disadvantages of promoting within are that it limits the amount of talent that is entering the business. By promoting within the organisation, it may comprise the skill set they require leading to longer time frames required to achieve targets/goals. The cost of training internally promoted staff can be high.



iii. Why do employers transfer employees?

Employers transfer employees to achieve a skill set in a department or to fulfil business needs. They also transfer employees to keep them motivating and for personal development. By transferring employees, it give the company the opportunity to share good practice.



iv. Outline the main objectives of recruitment process in an organisation.



	The main objectives of the recruitment process in an organisation are to :-

· To attract people with a with and expansive skill set and experiences to contribute to the business

· To attain new employees with new ideas

· To find and select the right person with the right skill set to fill a position







 



2. Describe the recruitment process step–by-step. (8)



The recruitment process is as follows: -



· Shortlisting – Reducing the number of applications ensuring the most suitable candidates are invited to the interview and that unsuitable candidates are rejected.

· Test arrangements for the shortlisted candidates – Ensuring that interview tests are designed for the shortlisted candidates to perform well and demonstrate their skills and abilities.

· Interviewing candidates – Opportunity to meet the shortlisted candidates and ask them any questions you may have as well ass present them with the prepared test.

· Choosing the successful candidate – Selecting the right candidate with the right skill set to suit the business needs without discrimination. This should include considerations such as essential and desired criteria set out in the advertised job specification.

· Obtaining reference checks – Contacting the successful candidates previous employers to verify information provided by the candidate. This is an integral part in the offer of the position. Job offers should be subject to satisfactory reference checks.

· Offering the position – Once references have been attained the ofer of employment should be issued to the selected candidate. At this point job specifics should be stipulated such as job title, pay, benefits packages etc. Once the candidate has accepted this is then followed by a contract of employment that is issued.

· Organising the induction process – Ensuring on commencement of employment that the provisions are put in place to suit the necessary candidate. This is normally partly set out by the business along with the new employee’s line manager to ensure a smooth informative start

· Evaluating the result – Judging whether the process has been successful and whether there are any improvements that could be made to the recruitment process through lesson learnt or whether things could/should have been done differently.











Case Study (10)



Fun & Learn, Inc. is a national chain of retail outlets specialising in creative toys and innovative learning materials for children. The company caters to the upper end of the market and focuses on customer service for a competitive advantage. Fun & Learn plans to expand and to open five new retail outlets in the coming quarter. This may mean up to 200 new hires, and the executive team wants to make sure that the best people are hired and retained. It has issued a challenge to its retail management personnel to design a staffing process that will accomplish these goals.



The children’s market in which Fun & Learn operates demands service personnel who are endlessly patient; knowledgeable about children, toys, and learning; and, perhaps most important, sociable, enthusiastic, and engaging. Excellent customer service is the top priority at Fun & Learn, and obtaining the desired performance from personnel has meant a major investment in training.



Unfortunately, new workers often leave within a year of being hired. This means that the company barely gets an adequate return on the training it has invested in its new hires.

Apparently, turnover is due (at least, in part) to the demanding nature of the job. Recently, 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.



This approach has yielded better than anticipated results, so the team concept will be central to the new outlets.



Questions:

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?



Fun and Learn could attract the best applicants by advertised accurate transparent job descriptions. It should also advertise the benefits for employees along with any career progressions. They could advertise both essential and preferred criteria for the position. They should be look for applicants that have transferable skills and have experience in working in fast paced environments. Interviews should include focused on giving the candidates the opportunity to display teamwork. The recruiting should be done with a clear concise focus as tow what the company want to achieve.



2. How should Fun & Learn select the best candidates? What type of characteristics and Recruitment and Selection measures should be used? Why?

In order to select to best candidates an inclusion approach should be adopted. The candidates should be scored on each aspect of the interview and then compared, ensuring that the interview is not just a likability test. The selection process should include discussion with the current managers to ensure that those successful with contribute effectively within the team.



3. How might Fun & Learn socialise its employees so that they are attuned to the firm’s culture and plans for the future?



The company can attune the firms culture with its future plans be keep clear and open communication lines with it’s employee’s. The company should also be as transparent as possible in it intentions as communication its future goals. If the company can explain the reasons behind things to the employees the structure that they are putting in place will be followed and welcomed by employee’s. The company also need to ensure that they are promoting positive change.





4. How might Fun & Learn address its retention problems?

[bookmark: _GoBack]The retention rates can be improved by treating staff as if they are an asset, by providing incentives and encouraging teamwork across the business. Retention rates can also be improved by putting trust in employees and giving them the right amount of responsibility in order for the employee to achieve job satisfaction. 
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