
HOW DO BUSINESSES 

FIND THE RIGHT 

EMPLOYEES? 

Get ready to speak English! 



In this unit you will learn how businesses 
identify, attract and select suitable 

employees, and the different types and 
purposes of training offered by 

employees. 

Get ready to speak English! 



THE WORK OF THE HUMAN RESOURCES 

DEPARTMENT 

Recruitment and selection are the most 

familiar roles of the Human Resources 

department. 

 

Get ready to speak English! 



THE RESPONSIBILITIES OF THE HUMAN 

RESOURCES DEPARTMENT ARE: 

HUMAN 
RESOURCES 

DEPARTMENT 

Recruitment and selection: It 
involves attracting and selecting 
the best candidates for vacancies 
that arise. 

Wages and salaries: These must 
attract and retain the right 
people and be sufficiently high to 
motivate employees 

Industrial relations: These must be 
effective communication between 
representatives of the management 
and of the workforce. This may be to 
resolve grievances and disputes but 
also to put forward ideas and 
suggestions for improvements. 

Training programmes: Involves 
assessing and fulfilling the 
training needs of employees. 
This should be linked to the 
future plans of the business. 

Health and safety: The business 
needs to make sure that it 
complies with all the laws on 
health and safety. 

Redundancy (retrenchment) and dismissal: 
This involves shedding employees either 
because the business changes in some way 
or because the employee is not satisfactory. 
The business must be sure to comply with 
all the laws on redundancy, dismissal and 
disciplinary matters. 

Get ready to speak English! 
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Get ready to speak English! 



JOB DESCRIPTIONS 

 A job description is a written account of what a job 
involves and should be constructed before 
commencing the recruitment process. 

 This will help in advertising for suitable applicants for 
the job, and help ensure that only those with 
appropriate qualifications or skills will apply. 

  A clear job description tells applicants about the job 
and helps them decide if it is the kind of job they 
should apply for. 

 Job descriptions are normally prepared by the 
Human Resources Department in consultation with the 
manager of the department that has the vacancy. 

Get ready to speak English! 



A JOB DESCRIPTION SHOULD INCLUDE: 

 The job title (for example Accounts Clerk; 
Computer Programmer) 

 The duties involved (for example filing; word 
processing) 

 Responsibilities: staff the job holder will be in 
charge of. 

 Accountability: the person who will be in charge 
of the job holder. 

 Most job descriptions also state the department 
in which the job holder will work, and give a 
description of the overall purpose or function of 
the job. 

Get ready to speak English! 



THIS IS AN EXAMPLE OF A JOB DESCRIPTION FOR A 

HOUSEKEEPER IN A HOTEL. 

Job title: Housekeeper 
Department: Housekeeping 
Responsible to: Hotel Manager 
Responsible for: Cleaners, room attendants 
Main purpose of the job: 
Responsible for domestic services in the hotel, with an aim to keeping accommodation clean and 
maintained for the hotel guests. Responsible for the cleaners and room attendants. To take a supervisory 
role. 
Main duties: 
 Allocation of duties, such as cleaning 
 Advising staff when queries arise 
 Sending soiled linen to the laundry 
 Organizing repairs and replacement of worn items from rooms 
 Checking that belongings have not been left in rooms 
 Checking that the rooms are ready to receive guests 
 Informing reception when rooms are ready for occupancy 
Occasional duties: 
 Appointment of new staff 
 Training new staff in their duties 
 Training new staff to use the equipment 
 Disciplining staff as and when required 
 Dismissing staff if necessary 

Get ready to speak English! 



THIS IS A TEMPLATE OF A JOB DESCRIPTION 

Get ready to speak English! 



JOB SPECIFICATION 

A job specification or person specification 

analyses the type of person required to do the 

job. Job specifications are not given to 

applicants, but are used by the business 

recruiting as a checklist of qualities to look for 

in applicants. 

Get ready to speak English! 



THE LISTED REQUIREMENTS WILL USUALLY 

INCLUDE: 

 The level of educational qualifications 

The amount of experience and type of 

experience 

 Special skills, knowledge or particular 

aptitude 

 Personal characteristics, such as type of 

personality 

Get ready to speak English! 



THIS IS AN EXAMPLE OF A JOB SPECIFICATION FOR 

THE POST OF HOUSEKEEPER IN A HOTEL. 

Job title: Housekeeper 

Job department: Housekeeping 

Details of job: 
Responsible for domestic services in the hotel, with an aim to keeping accommodation 
clean and maintained for the hotel guests. Responsible for cleaners and room 
attendants. To take a supervisory role. 

Qualifications: 
Essential: 4 GCSEs (A–C) including Maths and English 
Desirable: Minimum 1 year´s experience of working in hotels 

Skills: 
 Communicates effectively with people 
 Ability to manage people 

Physical fitness: 
Fit, needs to be on feet all day 

Personal characteristics: 
 Honest and responsible 
 Friendly, helpful, organised Get ready to speak English! 



THESE ARE A TEMPLATES OF A JOB SPECIFICATION 

Get ready to speak English! 



ADVERTISING THE VACANCY 

RECRUITMENT 

Internal 

External 

Get ready to speak English! 



INTERNAL RECRUITMENT 

The post could be filled from inside the 

organization – INTERNAL 

RECRUITMENT.  

This would be suitable for an employee 

who seeks promotion within the 

business. 

Get ready to speak English! 



ADVANTAGES OF INTERNAL RECRUITMENT 

 It saves time and money, rather than 

recruiting someone from outside the business 

(advertising, interviewing, etc.) 

 The person is already known to the 

business and their reliability, ability and 

potential are known. The person also knows 

the organization's way of working and what is 

expected from employees. 

Get ready to speak English! 



DISADVANTAGES OF INTERNAL RECRUITMENT 

 No new ideas or experience come into the 

business. 

 There may be jealousy and rivalry amongst 

existing employees. 

Get ready to speak English! 



EXTERNAL RECRUITMENT 

Most vacancies are filled by EXTERNAL 

RECRUITMENT. This involves advertising the 

vacancy in local newspapers, national 

newspapers, specialist magazines and 

journals, recruitment agencies. 

Get ready to speak English! 



JOB ADVERTISEMENT 

After the business has decided to advertise 

externally, the next step is to draw up the 

advertisement. When drawing the job 

advertisement, the business will need to 

decide: 

  What should be included in the advert 

 Where the advertisement should be placed 

How much the advertisement will cost and is 

it too expensive? Can they afford it?) 

Get ready to speak English! 



THESE ARE TEMPLATES OF JOB ADVERTS 

Get ready to speak English! 



APPLICATION FORMS AND CVS/RESUMÉS 

 A job advertisement will require the applicant to 
apply in writing. 

 This can either be by requesting and then filling 
in an APPLICATION FORM, or by writing a letter 
of application and enclosing a CURRICULUM 
VITAE (CV) or resumé. 

 A CV or resumé is a summary of a person´s 
qualifications, experience and qualities, and is 
written in a standard format. 

 A curriculum vitae (CV) or resumé must be well 
laid out and clear. 

Get ready to speak English! 



IT SHOULD USUALLY CONTAIN THE FOLLOWING 

DETAILS: 

 Name 

 Address 

 Telephone number 

 Date of birth 

 Nationality 

 Marital status 

 Education or qualifications 

 Work experience 

 Positions of responsibility 

 Interests 

 Names and addresses of referees (for references) 

Get ready to speak English! 



THIS IS AN EXAMPLE OF A CV 
 

Curriculum Vitae of 
Full name 

Personal Details 
Address 
Telephone number 
Date of birth 
Marital Status (May not be relevant) 
Number of children (May not be relevant) 

Education 
Secondary School Attended:                                Dates                            Subject Studied 
Name 
Address 
College attended (if appropriate) 
Name 
Address 

Qualifications 
List here all qualifications you have gained, including dates and grades. 

Other achievements 
Give full details here of all achievements – both in school and outside. Include any positions of responsibility. 

Work experience 
Give details here of any work experience you have had – paid or unpaid. 
Give the name and address of the employer, the dates you attended and a description of your duties. 

References 
Give the names and addresses of two people who will give you references for future employers. 

Get ready to speak English! 



INTERVIEWS 

The applicants who are short-listed will be 

invited for an interview. The main purposes of 

an interview are to assess, in the shortest 

possible time: 

 The applicant´s ability to do the job 

 Any personal qualities that are an advantage 

or disadvantage 

 The general character and personality of the 

applicant – will they fit in? 

Get ready to speak English! 



THE TYPES OF QUESTION ASKED AT AN 

INTERVIEW ARE LIKELY TO INCLUDE: 

 Why have you applied for the job? 

 What do you know about this company? 

 What qualities do you have to offer the 

company? (Why should we offer you the job?) 

 What ambitions do you have? 

 Tell me about your hobbies and interests. 

(What do you do in your leisure time?) 

 Do you want to ask any questions to ask us? 

Get ready to speak English! 



SOME BUSINESSES INCLUDE TESTS IN 

THEIR SELECTION PROCESS, FOR EXAMPLE: 

 Skills tests aim to show the ability of the candidate to 
carry out certain tasks. 

 Aptitude tests aim to show the candidate´s potential to 
gain additional skills. Either general intelligence tests or 
more specific tests are used to assess the candidate´s 
ability to train for a particular job. 

 Personality tests are used if a particular type of 
person is required for the job, if the job requires the 
ability to work under stress or if the person will need to 
fit in as part of a team of people. 

 Group situation tests give tasks to applicants to 
complete in groups situations and the group is 
observed. Each applicant will be assessed on the way 
they work as a member of the team and the way they 
tackle the tasks themselves. 

Get ready to speak English! 



TEMPLATES OF CVS ARE: 

Get ready to speak English! 



TRAINING 

Training is often needed to: 

 

 Introduce new process or new equipment 

 Improve the efficiency of the workforce 

 Provide training for the unskilled workers to 
make them more valuable for the company 

 Decrease the supervision needed 

 Improve the opportunity for internal promotion 

 Decrease the chances of accidents 

Get ready to speak English! 



THERE ARE THREE MAIN TYPES OF TRAINING: 

 Induction training 

  On-the-job training 

  Off-the-job training 

Get ready to speak English! 



1.- INDUCTION TRAINING 

The purpose of induction training is to introduce 

new employees to the business and the staff and 

familiarize them with the procedures and practices of 

the organization. 

 Induction training often includes background 

information, such as a tour of the premises to 

familiarize the employee with the layout and location 

of facilities, and information on health and safety 

policies and procedures. 

Get ready to speak English! 



8.30 a.m. Introduction 
8.45 a.m. Company history 
9.00 a.m. Company structure 
10.30 a.m. Break 
10.45 a.m. Workplace: 

Map of the premises showing places of work 
Staffroom 
Staff canteen 

11.45 a.m. Conditions of employment: 
Rate of pay 
Hours worked 
Sickness and holiday pay 
Pensions 

1.00 p.m. Lunch 
1.30 p.m. Job training: 

Customer service 
Using tills 
How to deal with difficult customers 
Security 

5.00 p.m. Close Get ready to speak English! 



2.- ON-THE-JOB TRAINING 

 This training involves learning job-specific 

skills at the place of work. Often an 

experienced worker works alongside the 

employee receiving the on-the-job training, 

showing him or her how the job is done. 

Get ready to speak English! 



3.- OFF-THE-JOB TRAINING 

 The worker goes away from the place 

where they work. This may be in a different 

part of the building or it may be at a different 

place, such a specialist training centre. Off-

the-job training often involves classroom 

learning using lecture, case studies or 

computer simulations. 

Get ready to speak English! 



DISMISSAL AND REDUNDANCY 

(RETRENCHMENT) 

There may be occasions when a business 

needs to reduce the number of employees. 

This can be done in one of two ways: 

 

 Dismissal 

 REDUNDANCY 

Get ready to speak English! 



DISMISSAL 

This is where a worker is asked to leave the 

job because their work or behavior is 

unsatisfactory. In this case COMPENSATION 

has to be paid. 

Get ready to speak English! 



REDUNDANCY (RETRENCHMENT) 

There may be occasions when a business 
needs to reduce the number of employees, 
because: 

 It is closing down a branch/factory 

 It is experiencing falling sales and profits 

 It has merged or been taken over 

 It has introduced new machinery 

When an employee is made redundant, they 
are usually given some money to compensate 
for losing their job. 

Get ready to speak English! 


