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1.   Give short answers to the following questions:
i. An induction programme is the initial introduction process designed to officially settle new employees into the business, giving guidance on work expectations and business operations, providing access to and information on important employee resources in the business and creating familiarity with systems connected to their roles.
ii. The advantages of promoting employees from within the company are that it empowers self-development aspirations within the workforce. For the business it eliminates the expenses involved in external recruiting and because existing employees are already familiar with the culture and operations of the company, and have proven their performance abilities, productivity is maintained.  However, the disadvantage of promoting from within is that the company would need to have effective training systems in place to up skill current employees. They also will lose out on the benefits of new ideas and perspectives brought in by new employees to the company. Diversification involves providing equal employment opportunities to people outside of the company likewise.
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iii. Employers transfer employees to allow for support of other areas in the business that require more human resources. In some cases the business may be downsizing and choose to retain current employees by transferring them to other available positions in the business. This also enables the development of a multi-skilled workforce.
iv. The main objectives of recruitment process in an organization is to generate interest in potential employees with suitable skills and experience or innovative ideas to perform specific roles within the organization and in turn contribute to the successful operation and growth of the organization and maintain loyalty.
2.   Describe the recruitment process step-by-step.
The recruitment process involves firstly determining what roles need to be filled, identifying duties to be carried out, salary, work hours and other information crucial to the role. The positions would then be advertised internally and externally through sources such as campus recruitment, private employment agencies or by the use of recruitment consultants. Depending on the business, candidates could also submit their application and CVs directly to the organization.   
After the initial applications and CVs are received following advertisement, applications not meeting the basic requirements would not be considered or a pre-set scoring system would be used to create a short-list of applicants to proceed to the next stage. These candidates would then be called in for an interview or asked to take part in a screening process in the form of an assessment centre which involves testing their knowledge and skills in order to assess their suitability for the role and the organization’s culture.
During the preparation stage, the interviewers will determine how to assess the candidates and agree on how this will be recorded. This could be done by a point scoring system to measure various characteristics. All the resources necessary for the interview are obtained and organized in advance in a quiet space. The operation refers to the format the interview will take. This includes question and answers, role plays and presenting more information about the company and the role.
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Candidates will be asked various structured questions about their work history and relevant experiences and skills to be matched against the job criteria. 
After all the interviews and testing has been completed, summation involves making a decision on which candidate is right for the job. The candidate matching the essential aspects of the job specification will be selected and contacted. If the reference checks has been successful, a written offer of employment will be provided, detailing job title, start date, salary and other necessary information. If the employment offer is accepted a formal contract of employment will need to be signed by the individual and returned to the business before the job start date.
The company will then assess how successful the recruitment process was and determine what improvements need to be made by observing different variables such as the hiring time frame, retention and career improvement statistics over a certain period of time, and determine if the responses received justify the cost of advertisement compared to the number of candidates who were suitable for the role.
Case Study Questions:
1. Fun and Learn can attract the best applicants for jobs at its new retail outlets by clearly outlining the expectations of the job role and specifying the required set of skills, experience and abilities potential candidates should possess. The recruitment effort should be focused specifically on experienced customer service consultants with a proven track record who ideally have interest in children. The recruiting should be done by looking for suitable candidates in similar organizations as well as advertising the roles directly on the company’s website and on strategic job posting sites targeting service professionals.  
2. Fun and Learn should select the best candidates by using the assessment centre approach to first determine aptitude and personality then interview the most suitable candidates. The characteristics to use are patient, friendly, polite, a team player, proactive, flexible, effective communicator, being able to manage difficult situations and work unsupervised, attention to details, being able to meet targets, effective time management skills and problem solving ability.
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A points scoring system ranging from 10-1, 10 being “high match” and 1 being “no match” should be used to record a spectrum of each characteristics. Identifying these traits indicates whether the person is well rounded or not. Genuine love for children’s development is also key to the role because it will motivate the candidate in developing their product knowledge.
3. Fun and Learn can socialize its employees to the firm’s culture and plans for the future by involving them in the planning and development process. This can be done by creating various avenues and opportunities for employees to discuss and contribute innovative concepts and process improvements ideas. Management can facilitate their employees in trialing promising ideas submitted, by implementing a testing system to assess the potential success of these solutions. This will foster an inclusive attitude within the company’s culture towards their employees.
4. Fun and Learn can address its retention problem by effectively managing workload and productivity expectations on employees. Measures can be put in place to allow for staff to receive direct support from line managers and share responsibilities and resources amongst colleagues to foster team work thereby improving efficiency and employee morale. Management can also offer benefits that will attract employees such as the ability to buy additional holidays, store discount vouchers, team building events, as well as family days. It is very important for management to actively take steps to maintain employee loyalty by providing incentives that will encourage staff to continue working hard and remain in the business. People want to feel that they are benefiting not only financially from their jobs but also emotionally as well.
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