Why Are Workers Needed?

® We know that workers are important stakeholders -
without them a business cannot operate

@ A business may need to employ more workers
because:

Staff get

' o
S

Some Staff
Leave

Staff have
temporary
absence

| Increased
Sales

> |n a large organisation a plan will be drawn up to ensure that
enough staff are always employed

m This is called a “Human Resource Plan’ because
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How Do Firms Get Workers?

@ |t is more complex than you think!
® There are a number of stages:

Identify Vacancy

4

Write Job Description

v

Write Person Specification

Advertise The Job

v

Send Out Application Forms — >

Make Job Offer

Interview

t

Shortlist Candidates

t

Receive Applications
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The Job Description

@ This document is written by the firm
@ It outlines the details of the job
@ |t should contain the:

> Job Title

> Purpose of the job

> Place in the organisation

> Specific duties of the job

> Other responsibilities of the job
> Location of the job

> Hours of work

» Working conditions
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The Person Specification

@ This document is written by the firm but is not seen by
the applicants

@® It outlines the type of person the firm wants
@ |t might contain the:

> Educational qualifications
> Previous experience

> General intelligence

» Specialised skills

> Interests

> Personality

> Physical requirements
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Advertising the Job

@ |n order to attract applicants a firm can advertise in a
number of places:

Internally (Via notice Boards and Journals)

Job Centres

Local Newspapers

Internet

B /\dvertising the Job

National Newspapers

Local Shop Window

Trade Journals
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What Should the Advert Say?

® A good job advert will give the following information:

Job Title

Location

Brief Description

Address and/or Contract Details

FINANCE
ASSISTANT/
CASHIER

£14.851 to £16.47 r annum
(depending on qualific and experience) ‘
Base: Head Office. Stafford

A new opportunity has arsen in our Finance Department
for an experienced payroll officericashier,
You will be responsible to the Management Accountant for
the processing of the company’s payroll, icluding updating
and maintanng staff deta, completion of 245 Iinformation
for leavers, monthly timesheet entries and laison with
external agences on payroll related issues. Youw will also be
resporsible for banking and purchase ledger administration
The company operates a computerised payroll system and
you will be expected 10 contribute to the development of
the system
With a minimum of 12 months eaperience of working with
a computerised payroll system an d an excellent knowledge
. 35P and SMF, you shouid also have a good
owledge of t".nrn and Excel. Previous experar
A advantage.

all are vital, together with
ve. it is essential
| and wery bus

o skills

For an application pack, ph.'na Sl wnnﬂmxsuﬂ‘- couuk
quoting referance B35 or call our 24 hour answerphone on
D7ES 355748 Please do not submit CVs.

Confidantial Disclosure apples - datads in application pack
Closing date for receipt of applications: 25 June 2003,
Interview date: 7 .Ilaly 2003,

P BTV TIe

co&e)(‘ons

he .1l»-|l"f to u-.-m»; on
hat you \!H’ll‘]ﬂf‘.'y‘
team, and have str onNg Custome

Basic Salary/Wage
Information

Qualifications/Experience
Required

Organisations Identity and Logo
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How do Firms Select?

® Once applications have been received a firm must

short-list, or select the best 4 or 5
@ There are a number of tools that can help:

Curriculum Vite
Interviews (CV)

Letter of Application

Selecting the
Right Candidate

e

Aptitude Tests

Numeracy Tests
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What Happens Next?

@ Hopefully a suitable candidate is selected and a job
offer is made

@ Usually a firm will then ask for references:

» A referee is someone who will write information about an
applicant

» \What they write is confidential and must be honest!

® Assuming references are acceptable the successful
candidate will start work

@ Within 13 weeks of starting work they must receive a
Contract of Employment
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The Contract of Employment

@ This is a legal document

@ |t should contain the:
> Name of employer and employee
> Date on which employment started \
> Job Title
> Rate of pay, frequency of pay and payment method
> Normal hours of work
> Holiday entitlement & holiday pay
> Conditions relating to sickness and injury
> Pension arrangements
> Length of notice required by both parties
> Disciplinary rules and procedures
> Arrangements for handling problems
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