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Martin Betts                                Assessment 4

Recruitment and selection

1
a) Which types of people are most suitable for working in hospitality?

· Potential employees who are flexible, able to work various shifts and weekends.
· Part time staff and regular who are able to work selected hours depending on the needs of the business. 
· Temporary short term staff who can work full time for a short period during busy periods or when needed for the needs of the business. 
· Casual staff can be used for specific areas of needs such as banquets or parties that may require extra staff.
· Agency Staff to meet unplanned or planned shortages.

b) What is the first thing a manager should do before starting on the recruitment process?

Before recruiting new employees the first thing a manger should do is think about the duties, responsibilities and the procedures that they will carry out.
It is critical to have an up-to-date job description which provides clarification of the job requirements.
Make sure the job description accurately and realistically reflects the essential duties and requirements of the job.
What skills, Knowledge and the abilities to carry out tasks that are required to perform the job successfully. 

C) Who are flexible employees in hospitality service?

“Students” can provide a valuable source of potential recruits, as they will require casual, part time and temporary positions; also fill in times when there is need for the extra staffing during busy periods.

c) Outline the factors which affect supply of labour in the market.

Main factors that affect the supply of the labour market are the levels of employment and unemployment if they are low then this decreases the amount of interest in hospitality.
Where people may live around the Hotel and how far they will have to travel and what sort of transport is available at various times including nights.
Education departments where there can be a supply of potential employees from local colleges who are looking for part time or short term work which fits in with the hotels needs of business. 





d) Explain the important points which should be included in the job description.

Main points that should be included in the job description are:
· Job Function-What the job is about 
· Job Superior-Whom the job holder will answer to 
· Job Subordinates-Which jobs will the holder supervise
· Relationships with others –non-hierarchical relationships
· Main Duties-What task are to be done (Targets to be met)
· Occasional Duties-Prioritising duties, what is to be done now and then
· Limits to authority- what the job holder can and cannot do.   
 
e) What are the internal sources for applicants?

The internal Sources can consist of:

Internal promotions- where employees can progress if they choose to stay with the company, progression is a key motivator for employees showing good moral and already have gained under pinning knowledge of the organisation and its structure. 

Present Staff- Where currently employed at that point in time i.e. casual or part time who wish to become full time employees, this is also a motivator for current staff and the benefits to the organisation is already having the knowledge of their working conditions and behaviours.   

Current Staff-where a current member of staff can recommend a family member or friend as this can lead to having better knowledge of the recruit and saving on advertising costs.

Notices & Posters-Having poster up in the public eye around the establishment, so customers can apply, and may become a potential employee.

Records of previous applicants-Having a source of already applied applicants for previous posts that may be suitable for the current position.

f) Which information should be asked on the job application form?

Information that can be asked from a potential employee on an application form is limited due to the fact of not discriminating a person for such purposes i.e. age, sex, race etc.
Information that should be asked is:
· Name 
· Address
· Work Authorising
· Education Training 
· Past work experience
· Interests
· Personal Circumstances
· References
· Legal working age for specific job roles  which will require to be 18





g) What is the importance of the induction programme in hospitality?

The importance is to show the new employee the safe system of working, following good practice, procedures and who to ask if there are any concerns so the correct and accurate information can be provided.
This will benefit the organisation and will help reduce customer service problems and increase productivity levels as employee will be more proactive and more efficient.    

2. Discuss advantages and disadvantages of one to one interviews and more than one interview.

The advantages of one to one interview that it takes less time of management time, the interviewee may feel more comfortable than a panel interview but the disadvantage is that it will depend on only one person’s judgement. 
Having more than one interview will benefit by seeing more candidates and the selection is based on their performance in both interviews through various assessment methods from observation to role playing a scenario the disadvantage is that this requires a lot of management time.    

Activity

You are a manager in a hotel. You have to recruit a hotel front desk clerk, who will be responsible for room reservations, providing information and services to guests and will receive payments.

Keeping in view the above

a) Prepare a job description for the mentioned post.

Job Description                                                          Front Desk Clerk
· Ensure a high level of hospitality is given to customers and is constantly maintained in accordance with hotels main focus.
· Ensure that customers receive a fast, efficient and friendly check-in and checkout.
· Ensure that all customer queries or requests are handled in a polite and efficient manner.
· Ensure that both the General Manager & Assistant Manager are kept fully aware of any relevant feedback & concerns from all customers.
· Process guest reservations in the (CRS) Central Reservation System as received and in accordance with company procedure.
· To answer and respond to all calls on the hotel telephone/switchboard in a timely and professional manner.
· To ensure a full handover between shifts, to include the Nights.
· To deal with all cash and credit card transactions in accordance with company policy.
· Be fully conversant with all room categories, room rates, packages, promotions and other general product knowledge necessary to perform your daily duties.
· To serve any beverages as requested by the Hotel Guests in accordance with the regulations that has been set by the Hotel. 
· To set up conference facilities as requested in accordance with the Hotel standards.
· To conduct Hotel security checks at prescribed times in accordance with the company procedures.
· To cover a night audit shift as requested by the hotel General Manager/Assistant Manager.
· Be fully aware of how to operate all the front of house / food and beverage equipment and (CRS).
· Be fully aware and comply with hotel security, fire regulations and all health and safety legislation.
· To attend appropriate training courses and meetings as and when required.
· Ensure a high level of product knowledge of the hotel and the local area and know what is happening in the hotel on a daily basis.
· Maintain a high standard of personal appearances, grooming and hygiene in accordance with the hotel policy.
· Maintain a positive attitude at all times with both the guests and the team.
· Be fully aware of the correct procedures regarding the acceptance of foreign currencies, credit cards and cash in accordance with the hotel credit policy.
· Be fully conversant with all facilities and services provided within the hotel for up-selling and promoting when the opportunities arise.
· Ensure a sales attitude is adopted at all times and maintain an awareness of all sales opportunities within the hotel to maximise room sales and revenue for the hotel.
· To undertake any other reasonable request from a member of the Management team


b) Which procedures will you adopt for the advertising the post?

Advertise internal, as this is often resorted to as a way of saving money that could be spent through advertisements and also to cut on training costs that an outside employee would need to become familiar with the system.
Creating opportunities for current staff to further their careers and keeping the moral and the possibilities of future staff engaged in the organisation. 



















Student Statement:

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



	Student Signature
	
	Date
	




For Tutor / Assessor Use Only
	Total Marks
	

	Marks Obtained
	

	Percentage / Grade
	













image1.png
ﬁ
o R




