2.	People
Worksheet 5: Recruitment channels and employment contracts (tutor)
1. Team exercise: Your local supermarket is expanding its delivery service and wishes to recruit a new delivery driver. Group(s) 1: Conduct an internet search to find a job description template and complete it. Group(s) 2: Conduct an internet search to find a person profile template and complete it. Discuss your outcomes – to what extent does the person profile map to the job description?  Finally, discuss where you might place your recruitment adverts for this position.
Person profile: Think skills, knowledge, experience, competencies. Don’t miss the driving licence!
Advert should be placed on an internal noticeboard, then probably need go no further than the local Job Centre/local paper. That said, given current shortage of delivery drivers, a specialist recruitment agency might be appropriate.
Other examples can be found at https://www.business-in-a-box.com/docs/
Guidance can be found at: https://uk.indeed.com/hire/how-to-write-a-job-description
2. Individually: Write a five-item, equal opportunities type, questionnaire. Ask your peers to critique your output for compliance to equal opportunity principles.
Good general guidance can be found here:
https://www.skillsforcare.org.uk/Documents/Recruitment-and-retention/Values-and-behaviours-based-recruitment/Equal-opportunities-and-interviewing.pdf
Examples of Equality & Diversity-specific questions here: https://duoglobalconsulting.com/7-great-equality-and-diversity-interview-questions
The class might be encouraged to discuss relevance of these questions to the task in hand.
Don’t lose focus on the fact that there is a specific role to fill.

3. Are the following statements ‘true’ or ‘false’?

a. Succession planning concerns identifying candidates to cover key roles in the business, should the need arise.
True.
b. Organisations are legally obliged to ask the same set of questions to each candidate at interview.
False. In formal interviews best practice is to ask the same questions for a vacancy to avoid accusation of bias or unequal treatment, you should aim for a balance of predetermined recurring questions.
c. A job description and person profile are different names for a document with the same content.
False.
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d. The term ‘labour productivity’ defines the output per head of the organisation.
True.
e. All new employees are entitled to a Contract of Employment.
True.
f. All new employees are entitled to a Contract of Employment.
True.
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