GCSE Business and Communication Systems: Human Resources

PEOPLE IN ORGANISATIONS: RECRUITMENT

1. Why do businesses need Recruitment?
2. The Recruitment Process
3. Job Description

4. Person Specification

Why do Businesses need recruitment?

There are a number of reasons why companies need to recruit workers:
Try and think of at least 3 reasons:

1.

2.

3.

Make a note of any other reasons discussed in class:
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The Recruitment Process

Have a go putting the process I’'m sure you’ve got it right but,
in the correct order just in case, do any corrections
here

“— |— — |
“— |— — |

The stages to include are:

Advertise Job Interviews Application / Selection

Employment | | Create Job Description & Person Specification
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Before any recruitment can take place, the manager of the department
with the vacancy consults the Human Resources Manager. They then

draw up two key documents:
e the Job Description and
e the Person Specification.

The Job Description

A job description is a written statement setting out how an employee will
fit into the company and will usually include:

e Job Title

e Who they are responsible to

e Who they are in charge of (if applicable)
e Duties of the job

e |ocation of the job

Activity:
Write a brief job description for a vacancy at McDonalds, including the
above details.
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The Person Specification

A person specification outlines:
e the personal qualities required of the employee;
e work experience required;
e qualifications required.

Activity:
Write a brief person specification for a vacancy at McDonalds using the
above to help you.
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