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	Subject content
	What students need to learn:

	2.5.2   Effective recruitment

Different job roles and responsibilities:
· key job roles and their responsibilities: directors, senior managers, supervisors/team leaders, operational and support staff.

How businesses recruit people:
· documents: person specification and job description, application form, CV
· recruitment methods used to meet different business needs (internal and external recruitment)


	This is the second booklet in Topic 2.5 – ‘Making human resource decisions’. This booklet examines the key aspects and documents involved in the recruitment process.  It builds on organisational structures covered in topic 2.5.1.

Recruitment is vitally important for a business.  Employing then right staff will ensure a business is able to achieve its aims and objectives.

Students will learn about different types of recruitment – such as internal and external. They will recognise which types are appropriate in different situations. For example, where a business needs to employ a new director or senior manager, external recruitment may be most appropriate to attract the strongest candidates, although such roles will give internal candidates an opportunity to progress and may lead to improved motivation. 

Students need to understand the different documents used in the recruitment process. The difference between such documents is important. A common confusion is between the job description and person specification.







Key terms in this topic:

· Application form – a document filled in by applicants for a job. This document will be used by the business to select people for interview. 
· CV – a document which details an individual’s qualifications, 
· Desirable requirements – experience, knowledge, qualifications and skills an employer would like an applicant to have, but which are not essential for the role.
· Essential requirements – experience, knowledge, qualifications and skills an applicant must have to apply for a role.
· External recruitment – when a role is advertised to potential applicants both inside and outside the business.
· Internal recruitment – when a role is only advertised to existing employees of a business.
· Job description – a document which describes the main features of a job, such as duties, responsibilities, hours, pay.
· Person specification – a document which describes the type of person required for the role. This includes aspects such as qualification, experience and personal attributes and skills.
· Responsibilities – what someone is required to do in order to fulfil their role within a business.
· Roles – the different jobs within a business.















Key terms – examples

In the space below, write examples to illustrate the key terms:

	Key term
	Examples

	Desirable requirements

	

	Essential requirements

	

	External recruitment

	

	Internal recruitment

	

	Job description

	

	Person specification

	

	Responsibilities

	

	Roles

	



Summary of the topic

This section explores different job roles and responsibilities. Students need to know the hierarchical lines of reporting in a typical business and a broad understanding of the responsibilities of directors, senior managers, supervisors and operational/support staff. There is no need for students to know detailed job descriptions for each of these roles, but they should have some idea of where each role fits on a hierarchical structure.

Students also need to understand how people are recruited to take up these positions and the difference between internal recruitment (recruiting from inside the organisation) and external recruitment (recruiting from outside the organisation) and the advantages and drawbacks of these two methods of recruitment.

Documentation supporting the recruitment process are a CV, person specification, application form and job description. This section of the specification could be taught via a mini recruitment process for a fictitious job where groups of students have to decide which is the best applicant considering the information they have been provided with.

Synoptic links to this topic

This topic links with the following areas of the specification:

· 1.5.3 Legislation and business
· 2.3.1 Business operations
· 2.5.1 Organisational structures
· 2.5.3 Effective training and development
· 2.5.4 Motivation

Recruitment is an important process for a business. Recruiting the right staff will help the business to meet its aims and objectives. This topic contains a large amount of new content that is specific to the topic. However, there are links to other areas, such as 1.5.3 which considers the principles of employment law.

Case study: Paultons Park

Read the case study before consider the points below.

[image: ]Paulton’s Park is a large award-winning theme park in the New Forest. 

Each year Paultons Park recruits new staff for the busy tourist season between Easter and October and for the busy Christmas period.

The business has lots of employees and lots of different roles and responsibilities.

Recruitment is very important for Paultons Park. It has very clear recruitment processes. These include standard documents, such as application forms, job descriptions and person specifications. The business needs a wide range of employees to staff its rides, catering facilities, entertainments and animal attractions. In addition, it recruits more senior staff, such as senior managers, supervisors and team leaders.  The business uses different recruitment methods, including internal and external recruitment.

Source: Adapted from Edexcel GCSE Business textbook, p295




How this case study illustrates/exemplifies the specification content:

	The case study illustrates ‘Effective recruitment’ in a number of ways:
· As an employer, Paultons Park undertakes lots of recruitment.
· Paultons Park is a seasonal business – it is busier at certain times of the year, such as Easter and the Summer holidays. As a result, staffing can change frequently. Therefore, effective recruitment is essential to ensure the business gets the right staff in place.
· The business uses both internal and external recruitment. Internal recruitment slows a business to identify talented staff to promote to more senior positions.



Check your knowledge:

1. Give 3 documents used in the recruitment process.
2. What is the difference between a job description and a person specification?
3. Explain one benefit to a business of asking candidates to submit a CV.
4. Describe how the recruitment process for a senior manager might differ from that of a member of support staff.

Check your knowledge: recall question (previous unit):

1. What is a hierarchical organisational structure? 
2. Give 3 feature of a decentralised organisational structure.
3. Explain one disadvantage to a business of insufficient communication.
4. What is meant by ‘barriers to communication’?












Activity - now try this…
Use the table below to identify 3 advantages and 3 disadvantages of both internal and external recruitment.

	Recruitment method
	Advantages
	Disadvantages

	
Internal



	1.  

2.  

3.  

	1. 

2.  

3.  


	
External



	1.  

2.  

3.  

	1. 

2.  

3.  




Activity 2

In the table below, select whether each action is suitable for internal or external recruitment– or both.

	Method
	Suitable for internal
(Yes or No)
	Suitable for external
(Yes or No)

	Interview
	
	

	Test
	
	

	Application form
	
	

	Tour of the facilities
	
	

	Role play
	
	

	Group discussion
	
	

	Presentation
	
	








Common misconceptions

1. The difference between the job description and person specification! The job description outlines details of the job itself – duties, salary, number of holiday days. The person specification is all about the person – qualification, amount of experience, skills.
2. Not all methods of recruitment are appropriate for all roles. The recruitment of a new director or senior manager may require external recruitment with a range of selection exercises.
3. Just because a recruitment exercise is internal, does not mean it is cheap. Recruitment costs!

What have you remembered so far?

	Question
	True
	False

	Internal recruitment involves advertising vacancies that only existing employees can apply for.
	
	

	A job description outlines the qualifications and skills that a successful candidate requires.
	
	

	All recruitment must involve candidates completing an application form.
	
	



Exam Questions

1. Multiple choice:

Which one of the following outlines the qualifications and required needed by a candidate for a particular role? (1 mark)

Select one answer

A	Application form
B	CV
C	Job description
D	Person specification

2. Explain one benefit to a business of using internal recruitment. (3 marks)

3. Discuss the impact on a business of having clear roles and responsibilities for employees. (6 marks)
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