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1. Give short answer to the following questions:



I. What is an “induction program”?



A well-prepared and comprehensive induction program helps staff quickly understand the responsibilities of their new role and your expectations of them. It is performed after the successful candidate has been chosen. This is obligatory step in the recruitment process and it follows after signing of the employment contract. It is performed for new and returning staff, and for staff changing roles in the organization. 

Inductions will vary depending on whether the staff member is new or they are an existing staff member switching roles or returning from a long absence. In general, induction program should include development of theoretical and practical skills. It involves orientation and training of the employee in the organizational culture, and showing how the employee is interconnected to and interdependent on everyone else in the organization. 



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

Internal recruiting considers employees already in the organization for fulfillment of the new positions. It has certain advantages such as:

· Less time, cost and energy consuming as the company is focusing on already existing group of employees

· It shows the employers politics of offering room for advancement for existing employees i.e. it works on the motivation of the employees

· Familiarity, meaning that the employee is familiar with organizations’ policies, procedures and customs and on the other hand, the organization has already established an employment history, leaving minimal room for misjudgment 



Certain disadvantages have been recognized in this modality of the recruitment:



· Extensive internal recruitment brings in inbreeding. This will cause reduction in likelihood of innovations and new perspectives that outsourced candidates may bring in the organization.

· Equal employment opportunity criteria which is legal requirement and can be diminished with extensive internal recruitment by not giving all people equal opportunity for employment in the organization. Internal recruitment practically makes new positions out of the reach for all the people “outside” the organization, bringing in certain level of discrimination.

· Internal recruitment usually entails more of employee trainings. As new skills have to be developed “inhouse” current employees have to be trained in new processes and technologies. 



III. Why do employers transfer employees?



Transfer of an employee implies movement of an employee from one job to another without any increase in pay, status or responsibilities. Usually transfer takes place between jobs with approximately the same salaries and similarity in responsibilities and duties.

 

Employer may refer to transfer of an employee from the following reasons:



· Upon the request of the employee 

· Due to changings in production

· As a consequence of changings in demands of manpower in one sector resulting in surpluses or shortage of personnel

· As a replacement of a long-standing employee in the same job position 

· For increasing efficiency of the employee 

· As a transfer of an employee from one shift to another

· As a result of a disciplinary action against an employee  















IV. Outline the main objectives of recruitment process in an organization.

In order to successfully run the process of recruitment that would result in meeting the requirements of an organization, an organization must adhere to following objectives:

· Attracting people with a broad range of skills and experience that will suite the present and future organizational plans

· Bringing in the organization new people with new perspectives

· To position new people with fresh ideas within all levels of the organization

· To develop a culture that would attract competent people to the company

· To search for people which skills will fit company values

· To think of a way of assessing psychological traits

· To seek out unique and unconventional talent

· To search for talent globally 

· To design entry salaries that compete on quality not on importance

· To anticipate what new positions might be available and find people for these positions while they don’t yet exist. 



2.  Describe the recruitment process step-by-step

Recruitment is the process in which the company identifies its need to employ certain people to fill certain positions aiming to hire the best qualified candidates. To achieve this, a company must follow important steps in the recruitment process:

· Define job description that should be detailed and extensive comprising all important details such as job title, department, who the role reports to, responsibilities and expectations, goals and objectives, opportunity for progression and promotion, required qualifications, education and training, soft skills and desirable traits, location and travel requirements, salary and benefits, company culture and identity



· Positing a job offer internally and externally aiming to contact all applicants immediately after they apply, to acknowledge their application 



· Create a shortlist and arrange interviews with those who included. Short listing involves reducing the number of applications received down to manageable list of the best candidates. Those candidates will be invited for and interview. Short listing can be done in two ways: trough screening approach where unsuitable applicants will be rejected or by the method where each applicant is compared with the job requirements and given a score trough pre-set scoring system



· Conduct interviews and review scores, this include making questions to the candidates as well as giving candidates chance to ask the interweaver questions. A successful interview comprises preparation where all relevant documents should be complied, operation which means in practice number of verbal actions aiming to get as much as possible information about applicant and summation which is assessing the candidates and choosing the right one.  Also, in this step test may be arranged as an ability tests, aptitude tests and personality tests etc.



· Make preferred selection i.e. choosing the successful candidate which would be the applicant who match the crucial aspects of the job specification. Generally, this selection will be done by the line manager who will have to manage and develop the person concerned.



· Check references which is should be done prior offering employment. Past employers will be contacted to check the information provided by the applicant. 



· Offering the position which will be made to the successful candidate, in writing. In cases when successful candidate has to be reached fast because there is a fear that the candidate could be hired by another company, a telephone call will take place first, ensuring availability of the candidate. The written offer of employment should contain following details: job title, starting date, starting salary and details about salary progression and how it is determined, help with relocation if appropriate, company car and arrangements of petrol (fir executive positions), details of confirmation of the offer, details of other company benefits (medical insurance, life insurance, staff discounts etc).



When the candidate accepts the company’s offer of employment, a formal contract of employment will be given to the employee, which also corresponds as a last step of the recruitment process. 



Case study:

Questions:

1. How can Fun & Learn attract the best applicants for jobs at its new retail outlets? 

Fun & learn could attract the best applicants with its competitive advantage, good hiring offer and openness to advancement of employees. Also, fun & learn could introduce sponsorship program for most talented students at a colleges and universities and bring them in once when they graduate. 



On what groups, if any, should be company’s recruiting effort focused? Fun & Learn can attract the best applicants for the jobs at its new retail outlets by connecting to the campus recruitment looking for the applicants from colleges and universities as young people are energetic, sociable, and engaging. 



How should recruiting be done?  

Recruiting should be done internally in order to minimize existing rate of employees leaving rate and minimize cost of the inbound and induction sales trainings. This could also support company’s’ retention strategy. Also, causal applicants with satisfactory characteristic should be taken into consideration. 





2. How should Fun & Learn select the best candidates? 



Fun & Learn should use scoring system upon pre-set criteria. This will enable fair and exhausting selection of the candidates giving equal opportunities to all applicants.



What type of characteristics and measures should be used? Why?



Trough selection process Fun & Learn should focus on it’s position at the market of creative toys and innovative learning materials for children. As it, in it’s everyday retail services deals with specific customers, the company should seek for the candidates with high level of patience, who are extremely familiar with children, who are educated about children learning psychology, who are sociable, emphatic, enthusiastic, creative, easy to approach and with positive attitude. Ideal candidate should be age between 20 to 30 with pleasurable personality. These characteristics would best fit children’s market needs which is high in demands, highly competitive and fast changing. 



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

This can be done in trough teambuilding sessions, celebrations of business success, marking special holidays, organizing sports and fun events, family days in a way that would promote company’s values, visons and culture.



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

[bookmark: _GoBack]Fun & Learn might address its retention problems by setting up clear expectation of the employees, improve quality of the supervision of the employees, leaving enough space and chances for employees to show their skills and talents in the workplace, give frequent opportunities to learn and grow in their careers, perform regular meetings with all employees to get to know them, introduce fair system of award, recognition and appreciation, organize work and work shifts so the employees private life won’t be affected with work, organize stress management trainings, introduce free sports activities on weekly bases for the employees so they can manage their stress in healty and sociable way.
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