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Key Stages in the Recruitment Process

Cut out the following statements and paste them onto a blank page in the correct order –leave space to add annotations when you get feedback from your teacher

Identify the vacancy to be filled

Send out a letter to confirm the appointment with a contract and starting date

Carry out the interview

Feedback to unsuccessful applicants

Write an advert and advertise the job

Chose where to advertise the vacancy

Sift the applications received and draw up a short list

Give induction training 

Evaluate the interviewees and offer the job

Call candidates for interview 

Create a job description and person specification 
· Unscramble the anagrams

Places where businesses can recruit:

tioNanal pasrNewpes

heT ilMk ndouR

stpialiSce ziMneasga

Innetter

alcLo spewapNers

hopS dowwins

heT boJ treCne

Write them down.

Can you think of 2 others?
· Where would you advertise the following jobs?

· You MUST give 1 reason, TRY to give two.

A Head Teacher       A shop assistant

A bus driver


A dinner lady
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BOOKKEEPER


� HYPERLINK "http://www.totaljobs.com/CompanySearch/CompanyLogoLink.aspx?CompanyId=397494&Page=Details" ���


Location: 


Chiswick, West London (W4)


Salary: 


£25,000 to £30,000 depending on experience 


Company: 


Harmers of London 


Job type: 


Permanent 


Contact: 


FAO The Manager 


BOOKKEEPER ��Busy auction house in Chiswick W4 require a bookkeeper with a minimum of 2 years experience in a similar position for our office. ��Bookkeeping candidates should have experience covering all areas from sales and purchase ledger to assisting in preparing management accounts. Experience submitting VAT returns is essential & audit, P11D preparation would be advantageous. ��This bookkeeping role will include dealing with our national and international clients therefore have excellent communications skills and the ability to work in an often hectic environment. This is an excellent opportunity for someone looking to consolidate existing experience as well as learning new skills. ��Ideally candidates should have relevant bookkeeping qualifications (AAT/ICB/CAT) ��If you feel you have the necessary requirements then please use the Apply now button below to send us your CV and covering letter. (References will be required)





Teaching Assistant needed for a Special School in Kent


� HYPERLINK "http://www.totaljobs.com/CompanyBrowse/The-London-Teaching-Pool-Ltd_Vacancies_c418880.html" �� INCLUDEPICTURE "http://www.totaljobs.com/CompanyLogos/london-teaching-124x44.gif" \* MERGEFORMATINET ����


Salary: 


Competitive Salary 


Company: 


� HYPERLINK "http://www.totaljobs.com/CompanyBrowse/The-London-Teaching-Pool-Ltd_Vacancies_c418880.html" �The London Teaching Pool Ltd� 


Job type: 


Permanent jobs 


Contact: 


Helene King 





**SEN Teaching Assistant**�**Special Needs School**�**Full Time Role**�**April Start**��Our client based in Kent is looking to recruit an SEN Teaching Assistant. This is a full time position starting in April.��Our client provides high quality care and education for children and young people with complex needs relating to their health, education, welfare and development. At the heart of everything they do are the children and young people they care for and work with. They actively support the government`s `Every Child Matters` aim to ensure their children and young people need to be healthy, stay safe, enjoy and achieve, make a positive contribution and achieve economic well being. ��They empower the children and young people entrusted into their care to meet their full potential and to become successful, confident and responsible individuals. ��It is essential to have SEN experience in a PRU or Special School. You will be flexible and creative with a proven solid work history. ��Interviews are taking place immediately.��The London Teaching Pool Ltd is a Quality Mark agency and is committed to safeguarding and promoting the welfare of children. Successful applicants will be required to undertake an Enhanced Disclosure via the CRB.��The London Teaching Pool Ltd is an equal opportunities employer. ��For more information, please either e-mail your CV to helene@tltp.co.uk or call on 020 8709 6540��Closing date – January 27th








Health and Safety Assistant


� HYPERLINK "http://www.totaljobs.com/CompanyBrowse/Randstad_Vacancies_c365668.html" ���


Location: 


Wantage (OX12) jobs    


Salary: 


£16000,00 - £20000,00 per year 


Company: 


� HYPERLINK "http://www.totaljobs.com/CompanyBrowse/Randstad_Vacancies_c365668.html" �Randstad� 


Job type: 


Permanent jobs 


We are looking for an environmental health and safety assistant to work at our clients' beautiful premises in Oxfordshire. You will ideally be a graduate in environmental health and safety looking to put your academic knowledge into practice with a fantastic company. This is a 1 year fixed term contract, the role is being created to offer support to an extremely knowledgeable but very busy facilities manager. ��Duties: 


Rewriting health and safety manuals 


Assisting the busy facilities manager��Qualifications and skills 


The ideal candidate will be qualified to degree level in environmental health and safety 


Able to use MSOffice��Personal attributes


The ability to communicate clearly both written and face to face 


Able to work with minimal supervision 


Can do' attitude 


Flexible approach��Benefits 


Fantastic work environment


Free parking��If you would be interested in this opportunity please contact us immediately


Closing Date – January 10th








Membership Sales Executive - Luxury Health and Fitness Club


�
�
�
Salary: �
£18000 - £25000 per annum + 18-25k Base, 25-32k OTE + Benefits�
�
Location:�
London�
�
�
�
�
Job Type: �
Permanent jobs�
�
Date Posted:�
20/02/2010 09:05�
�
Contact:�
Philip Allen�
�
�
�
�
Job Vacancy Details �
�
Membership Sales Executive - Luxury Health and Fitness Club�London (West London)�18-25k Base, 25-32k OTE + Benefits��Our client owns and manages a growing portfolio of 4 and 5 star hotels and health clubs throughout London, which feature luxury health and fitness facilities. One particular club with its prime West London location, commitment to offering first class service and membership rates to meet with every budget, continues to see growth. They now require an experienced Membership Sales Executive to further expand upon Health Club Membership and Spa Treatment sales. ��As a Membership Sales Executive you will maximise sales of Health Club Membership, Spa Treatments and products through selling our client's leading, highly desirable, glamorous, innovative and exciting luxury brand to membership prospects. You will utilise trade partners, internal and external marketing initiatives and colleagues to grow your membership inline with business objectives. A full description is available through contacting Certus Sales Recruitment. ��The ideal candidate will possess a minimum of 2 years health club sales experience gained in a luxury health and fitness facility. Your appearance, performance and communications will be first class and enable you to reflect our client's brand and facilities in a professional manner. Your commercial awareness and business acumen will be second to none as will your desire to further develop your career in the expanding high class health club sector.��The successful candidate can expect a salary circa 18-25k with a first year OTE of 25-32 plus an additional benefits package and opportunities for career development.��Certus Sales Recruitment is a specialist sales recruitment consultancy providing sales recruitment services to the business to business sales marketplace. Our core sectors include: IT Sales, Telecoms and Technology Sales, Media Sales, Medical Sales, Healthcare Sales, NHS Sales, FMCG Sales and Recruitment to Recruitment. We specialise in the recruitment of sales professionals from Graduate Sales and Sales Trainees through Account Manager, Business Development Manager, Business Development Executive, Sales Executive, Field Sales Executive, Territory Sales Executives, Sales Manager and Sales Director roles. To find out more about us please visit Certus Sales Recruitment http://www.certussales.com �
�






Legal Affairs Manager


� HYPERLINK "http://www.totaljobs.com/CompanyBrowse/Welsh-Rugby-Union-Group_Vacancies_c352041.html" �� INCLUDEPICTURE "http://www.totaljobs.com/CompanyLogos/352041_124x44.gif" \* MERGEFORMATINET ����


Location: 


� HYPERLINK "http://www.totaljobs.com/JobSeeking/Cardiff_l1860_t1.html" \o "Cardiff jobs" �Cardiff jobs� , � HYPERLINK "http://www.totaljobs.com/JobSeeking/SouthGlamorgan_l10057_t2.html" \o "South Glamorgan jobs" �South Glamorgan jobs�    


Salary: 


£50,000 - £70,000 


Company: 


� HYPERLINK "http://www.totaljobs.com/CompanyBrowse/Welsh-Rugby-Union-Group_Vacancies_c352041.html" �Welsh Rugby Union Group� 


Job type: 


Permanent jobs 


This is a new role that will provide legal support to the board, the executive team and other employees of The Welsh Rugby Union Limited and Millennium Stadium plc. You will instruct and liaise with external lawyers where appropriate.


You will report through to the Group Finance Director and will be responsible for;


Commercial and contractual issues, in particular sponsorship agreements, broadcasting agreements, competition agreements, event agreements and licensing agreements 


Some intellectual property matters 


You will be the initial point of contact for all other legal matters involving the Welsh Rugby Union Limited and Millennium Stadium plc and will either deal with these matters in house or instruct and liaise with external counsel 


Other legal matters would include; corporate governance matters, litigation, property, employment, banking and supporting the Company Secretary 


You will also carry out duties to help support the mission statement in line with the company's core values 


This is an exciting opportunity for a commercial lawyer with at least 5 years PQE gained either in private practice or in house. You will have experience of dealing with high value and complex commercial contracts. Experience in the sports / leisure sector would be advantageous but not essential. ��Commercially aware, you will be a results orientated team player with a hands on approach. Likely candidates will feel comfortable liaising with non legal colleagues and possess the dedication and desire to make a difference. ��Since its opening in June 1999, the Millennium Stadium has welcomed over 1.3 million visitors per year. With the first retractable roof in the UK, the Stadium is a multi-purpose, all round venue. With a UEFA 5-Star rating, it has quickly established itself as a world class venue and is now the home of not only the Welsh Rugby team but also The Football Association, The Football League, The Football Association of Wales and the British Speedway Association. The Welsh Rugby Union was formed in Neath in 1881, and currently has a total of nearly 250 member clubs. Wales tasted huge success during the 1970s when they dominated northern hemisphere rugby with three Grand Slams. In 2008 they won five out of five games in the six nations to become RBS Six Nations and Grandslam Champions.��Where specific UK qualifications are required we will take into account overseas equivalents. All third party applications will be forwarded to Michael Page.


Ref Code: MPTJ13086839Z �Closing Date: 01/02/11





Part-time courier


Location: 


Central London / West End (WC1) jobs    


Salary: 


£6.50 plus travel card for Zone 1-2 


Company: 


� HYPERLINK "http://www.totaljobs.com/CompanyBrowse/GSL-Law-and-Consulting_Vacancies_c545651.html" �G.S.L. Law and Consulting� 


Job type: 


Contract jobs 


Contact: 


Henriett Varga 





Are you a motivated, bright and confident person with excellent communication skills?


Are you looking for a day-time part-time job in Central London?


Look no further, we have an opportunity for you:


A small and friendly team of an international company is now looking for a part-time courier.





The Role


collecting post from various Central London mailboxes using public transport 


collecting at & taking legal documents to different government organisations and embassies 


travelling by train to Milton Keynes (3 times / week) to take documents to FCO


You


reliable, punctual, organized and able to learn quickly 


available from Monday to Friday between 12-4 pm


The Hours


about 20 hours per week


Us


G.S.L. Law & Consulting, a City based firm, providing legal, audit, tax and consultancy services 


Additional Information


Applicants must be eligible to work in the UK without any restrictions 


Travel card for Zone 1-2 will be provided, and travel expenses to Milton Keynes paid.





How to apply?


Please send your CV and Covering Letter to job@gsl.org, FAO: Henriett Varga








Closing Date – 24 January





Travel Coordinator ��Salary:  £28000 per annum�Location:  London��Travel Coordinator - 1 years contract London�For an excellent opportunity as a Travel Coordinator please read on…�Do you have experience booking groups? Are you a well organised individual with a travel background?


JOB DESCRIPTION:�As a Travel Coordinator you will be responsible for booking overnight trips and assisting employees with travel and accommodation arrangements. This is a Monday to Friday role. 





EXPERIENCE REQUIRED:�The ideal candidate will have experience of working with students and have an understanding of the needs of young travellers. You must have excellent written and verbal communication skills and be able to work unsupervised and to have confidence to deal directly with any problems that may arise. ��THE PACKAGE:�The successful candidate can expect a competitive salary and other benefits.��INTERESTED:�Please contact Barry at Travel Trade on 0207 347 5060 or click to apply.�





Media Executive 


London 


£30000 to £35000 per annum 


Permanent jobs 





Job Role


Reporting into the European Media Manager the Online Media Executive will be involved in developing the online media strategy whilst taking ownership of the strategies implementation for a particular territory. To this end you will be in charge placing, managing and analysing online media spend. Typical responsibilities include:�Assisting in the media planning & buying of Pan euro, UK & turkey��- weekly monitoring��- weekly reporting of advertising campaigns��- Post campaign summaries��- Trafficking new creative��- copy change by domain��- updating URLs��- optimising��- trouble shooting/offering support for the various territories ��- analytics��- Competitive reviews���To apply for this job it is imperative that you have a proven track record of success in online media management from either a client side or agency background.�Established and rapidly growing entertainment business based in Central London�?30-35k plus package dependent on suitability��Where specific UK qualifications are required we will take into account overseas equivalents.��Michael Page International is a world leading recruitment consultancy. 


Michael Page Contact


Closing Date – 15 January


Your application will be sent to Gemma Higgins .











Objectives


To identify the key stages in the recruitment process


To know what key details should be included in a job advertisement


To know where jobs might be advertised


To know how employers choose where to advertise











Work in pairs


Collect two job adverts from your teacher


Make a list of all the things you can see on the advert eg


job title


Company name and address


Is there any information which isn’t there which you would like?


Is one advert better than the other – give reasons?








