GCSE BUSINESS STUDIES LESSONS

VIA THE INTERNET

TITLE:


Recruitment, Selection and Training

Web Site Address:
www.dfee.gov.uk/recruit
Area of syllabus:

3.3 Human Resources

The purpose is:

· to identify the purpose and content of a job description and a person specification

· identify the effectiveness of the recruitment process

· identify, describe and evaluate the main methods of recruitment

· understanding of the responsibilities of the employer in the selection process

· identify the importance of training for the business

· identify modern work patterns for prospective employees

ASSESSMENT OBJECTIVE

Demonstrate knowledge and understanding

     Click on The job and selection

    Answer the following questions:

    1. Before you recruit someone for a job which two documents should be drawn up?

2. List the three main contents of a job description.

3. What is a person specification?

4. When writing a person specification, what should be included? 

5. List two advantages of training.

Click on Pay and Conditions

 Scroll down to

How does your total employment package compare with the market?

     Answer the following questions:

Businesses must recognise contemporary work patterns in today’s society.

1. Making the employment package more ______________- offering more choice – 

      makes it more _____________ and helps you recruit more ___________________.

2. List four choices, which could be included in the employment package.

3. How could a business make their working arrangements more flexible?

Click on Recruitment

     Answer the following questions:
1. What must an effective recruitment process do?

2. Where might a business advertise in order to recruit more effectively?

3. Job advertisements must be well written, well presented and catch the eye and the interest of the type of candidate you wish to attract.   List the four most important items that must be contained within a job advertisement.

4. List three groups which some years ago may not have been selected due to various              reasons i.e. older people.  What Act now makes it illegal for a business to not consider these groups?

5. List three ways in which the selection process can be improved.

     Click on Thinking ahead

Answer the following questions:
Businesses must plan some longer-term measures to prevent recruitment problems in the future. Businesses may consider drawing up a business plan. 

1. List the contents of the plan with regards to recruitment, selection and training.

2. Why do many companies now employ a multi-skilled workforce?
