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TASK

This task is all about recruiting and selecting new staff in the workplace. In terms of recruiting you should:
· Consider the relevant organisational policies.
· Explain how you would conduct a job analysis and prepare a job description and person specification for a post.
· Explain how you would prepare for selection interviews and a recognised selection technique that you could use.

NOTE:
You may want to relate your answers to an organisation that you work in. If you are not currently working within an organisation, then you may complete this task in relation to an organisation with which you are familiar. This could include experience working in a voluntary capacity.
You should plan to spend approximately 9 hours researching your workplace context, preparing for and writing or presenting the outcomes of this assignment for assessment. The 'nominal' word count for this assignment is 1000 words: the suggested range is between 800 and 1500 words.

Check your assignment carefully prior to submission using the assessment criteria.


	Please use the sub-headings shown below when structuring your Assignment
	Assessment Criteria

	Recruiting and interviewing

For this task you will, ideally, be preparing to recruit someone for a post in your area of responsibility. If this is not possible, you should use the scenario of replacing any existing member of your team. Please identify which of these options you have selected.

Identify a post for which a new employee needs to be
recruited. In order to recruit to this post you should:

· Identify your organisation’s policies and procedures that could guide you in recruitment, selection and induction in the workplace.
· Explain how you would conduct a job analysis and prepare a job description and person specification for the post.
· Explain how you would prepare for selection interviews to ensure impartiality and good decision making to ensure that the most suitable applicant is selected.
· Explain a recognised selection technique that could be used. 
	
· Identify an organisation’s policies and procedures that could guide the manager in recruitment and selection (12 marks)
· Explain how to conduct a job analysis and prepare a job description and person specification for an identified post (36 marks)
· Explain how a manager would prepare for selection interviews to ensure impartiality and optimum decision making in selecting the most suitable applicant (36 marks)
· Explain a recognised selection technique that could be used during interviews (16 marks)


	By submitting I confirm that this assignment is my own work
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