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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. 
	1. The first thing a manager should do before starting the recruitment process is to plan ahead. By taking into account the following will allow the manager to successfully recruit the correct amount of staff and manage the business more effectively:-
By factoring in future peaks in demand, for example Christmas time when it is busy, will ensure optimum staffing levels are maintained.
Planning a holiday rota and therefore being aware of future holiday arrangements to know when there is a need for staff to cover for absences.
By making allowances for staff turnover so that there is not an ongoing need to replace staff, and by recruiting in batches can prove to be a more cost-effective and efficient way of covering staff shortfalls.
By preparing for planned retirements, departures on maternity leave or long term sick for planned operations can avoid the need to recruit last minute.
It is also important to take into account the period of time needed to recruit, the amount of applications received, the amount of interviews needed, and the time needed for the training and development of the new employee.
By also taking into account the following local factors can improve the managers ability to recruit;-
Area employment levels. Low unemployment levels can make recruitment difficult as there is a reduced pool of available candidates. 
The industry profile. If a hotel is situated in an area associated with manufacturing, for example, recruitment can be difficult due to different skills being needed.
Participation rate in area. There may be more women and young people in the labour market requiring only part-time day shifts, whereas the vacancy is for a full time night shift.
Ease of transport to the site. If people are reliant on public transport, they may not be able to work the shifts required.
Educational establishments. Nearby schools and colleges can provide a useful source of part time seasonal labour.

2. The most important points which should be included in the job description are:-
The Job Function, a description of what the job is about.
The Job Superior, who the employee will be answerable to.
The Job Subordinates, parts of the job the employee will be responsible for.
[bookmark: _GoBack]Relationships with others, the ability to deal with fellow employees at the same level.
Main Duties, what is required from the employee.
Occasional Duties, other parts of the job which is required from time to time. 
Limits to Authority, the level of authority and decision-making limits. 

3. Front Desk Clerk - Full Time 35 hours per week

Apply now and you could be working for one of the largest independent Hotel Chains in the UK. Our hotel is located on Worthing seafront, just 10 miles from Brighton. We are looking to recruit a Front Desk Clerk to our team. You will be required to:-
Check in and check out guests and groups effectively.
Provide information to guests on all hotel products and services.
Conduct cash handling and balancing floats.
Answer telephones and taking messages.
Maximise room sales and to promote food and beverage facilities.

Reporting to the Front Desk Manager the successful candidate will be organised, punctual and well presented with excellent communication skills and customer service. Knowledge of the local area and places of interest would be advantageous and a knowledge of hotel booking systems would be desirable. 
Visit our website and look at this fantastic hotel. 
This position offers the opportunity for you to work in an exciting, fast-paced industry. 

I would focus initially on the job function and the personal character of the applicant to try and ensure that the job advertisement targetted applications from the right people. 
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