Section D – Recruitment and Training Guidance Sheet

Q3. Should be of this quality when describing the recruitment and selection procedure:

Job Description and Person Specification

This section of the Recruitment and Selection process is important to the Marriott to ensure they meet their vision because they can set responsibilities and personal qualities to accommodate the vacancy, which allows the Marriott to outline their desired candidate. This enables Whitbread to employ the eligible staff who can help to meet their vision of becoming preferred by customers and Britain’s most favourite hotel company. If the Job Description and Person Specification did not inform the applicants of what The Marriott requires then the most suitable candidate would not be employed and therefore customers, associates and investors would not be happy with the services provided, which would result in a loss in clientele.
Question 5: Training 

If appointed you can expect the following training to be provided:

· Induction training – see induction checklist (excel file)

· Health and safety training 

· Training for using checkout system

· Customer service training

Each one of these training methods needs to be described. 

Induction Training
This training could be expected from Tesco’s for any employee that joins the business.  Induction training involves: meeting line manager, meeting work colleagues, knowing lunch times/meetings, basic health and safety information, what to do in the case of a fire and all type of policies and procedures.  Induction training is key to Tesco and any new employee as it allows them to settle down more quickly, understand how the company works and therefore employees can do their job better,  

Question 6: How your application relates to the job description/person specification 

Explain how your application relates to the job description and person specification

Underline the sections which demonstrate that you have related your letter/CV to the job and person spec.  Example 

Job/Person Spec Criteria: Deal with a range of customers in a positive and effective manner.  

During my time at school if have developed a range of methods of dealing with different people, both teachers and students.  This will help me throughout my position at Tesco as it will allow me to talk and deal with customers positively and effectively. 

Question 7 - Future training

You may be able to expect the following training in future years at Tesco:

1. NVQ training – either in customer service skills, administration, baking, butcher.

2. Fast track management training – help become either a section manager or store director

3. Also see the developmental opportunities at Tesco. 

4. Consider any further training that may be applicable – check the internet for some guidance 

in this section you must talk about the costs of training and the potential benefits the training will bring to Tesco (in order to achieve an A grade answer)
Q8. Think about the range of recruitment and selection methods Tesco could use including:

· Psychometric testing 

· ICT/Numeracy/Literacy testing

· On the job trial

· Online application forms

· Group interviews

· Customer service scenarios

· Team games (within interview)

Also think about fairness on the application form – does it comply with employment legislation i.e. Sex, Race, Disability discrimination.  Also mention the key stages when decisions are required in the R&S process including how these are taken (i.e. what activity prompts a decision) and explain how variations in this decision making can occur (i.e. different people with different ideas/perspectives)

Once you have made a decision on how Tesco could change their R&S procedure you need to justify your choice by stating how this would now help the businesses performance.  

Q9. Assessing your application performance
Using the following questions to answer this question (use examples to illustrate you have done these things)

1. Have you described your own skills?

2. Have you listed all your achievements in and outside of school?

3. Have you identified your range of interests?

4. Have you demonstrated your enthusiasm?

5. Have you demonstrated what you might bring to the job in the future?

6. Does your CV and letter look professional?

Also, use the CV/Letter of application checklist to assess your performance. 

These questions need to be answered and you need to state if you think your application would be successful and why.  

I think my job application would be successful.  Within my letter I included a range of skills that I have both developed from school and also clubs that I have attended outside of school.  By illustrating these skills it shows Tesco that I am willing to learn new skills and knowledge in addition to having a wide range of interests and experiences.  These interests and experiences will be vital for dealing and managing customers within Tesco. 

